Contents

OVERVIEW - HUMAN RESOURCES .................... 3
PAYTOI CONVEISION ...ttt 3
SET UP THE WORKER FILE ..., 4
General INfOrMatioN — WOTKET.......uu e e e e e e e e e ettt a e e e e e e e e e aeataaaaeeaeeeannnes 5
(D) (=R T o B == 1YY I = TSP 8
State & LOCAl INFOrMALION ......coeiii e e e e e e et e e e e et e e e eat e e e ertan e e e eaaan s 9
STATE WITHHOLDING .....utuuuiiitiiitiiiiiiiiiiiieiis s 9
LOCAL WITHHOLDING ....etttttttttttttitasetassesseeseassasssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssnnns 11
LT ETo g T= I I=To (1T 1] o PSRN 11
= To [0 T o] 1< 13
=T 101 (U - | PSR SSPP 14
T LU= T 1 TP 15
(@ T aF=To F= 10 2V o 1170 ] o = I 1 | o 1SRRI 15
Australia AdditioNal INFO ..........ii e e e e e et a e e e 15
Withholding DECIAratioN...........cooiiiiiiiiiiie e 16
MEAICAIE LEVY VAITALION ...ttt 17
YUl oL=T =TT T U T i o] o O UURPPPPPURS 17
=0 T £ PP 18
New Zealand AdAItIONAL..........cooeuii et e e e e e et e e e e et e e e e ett e e e erta e eeestaaaaeens 18
SUPEIANMMUATION ... 19
=0 T PSP 19
T 20
Y EAI-T10-DALE EAIMINGS ...ttt 20
Year-to-Date Earnings AdjuStmeENt SEHINGS .......vuuiiiiii e e e e 21
Prepared AGJUSTMENTS ... e e et e e e e e e e e e ettt e e e e e e e e e ea st ta e aeeaeeeeerstaaeaaaans 22
Pay Tax TaDIES. ... 23
T ot cT g1 L= = DGl = 1= 23
= To (] - | PSPPSR 24
] = 1 = PP 25
ANNUALIZEA TAX TADIES ... et e e e e e et e e e e et e e e e att e e e e ert e eeertannns 26
MediCare LEVY ParamELerS........ooouiiiiiiii e e e e et e e e e e e e e e e ettt e e e e e e e e e eeaatanaeaaaaeas 27
ST O I - 27
Y LU= To B - 1 (= PP PPPR 28
(O g T T o) ol oT0 10 ] €= PP UURUPPPPPPRS 28
O] 11 PP URPUPPPPPRRS 28
COMPENSALION COUES ...ttt ettt ettt ettt ettt ettt ettt 28
L oo ox Y2 1= o SRR 28
O Lo} o @21 (=T [0 Y AU 29
HUMAN RESOURCES UTILITIES .......c.coeiin. 29
)Y A3 (=] 0 1 @ o] P SERPPPPPP 29
Y o] o] 1S3 (oI Yo oo ¥ [ ] o PSPPSR 29
PN o] o] [T (o T @ o L= gl =1 o1 Y 2SS 33
Clear COMPIETEA PAY HISTOIY .......uuiiiiiiiiiiiiititiieiieiieeeeeeaeeeeeseeeeeeeeesee e e ee s s e e ee e e see e e seesssessesessbssssseeeeeebennes 34
R TS O =T= T (o I = (= I o) = | P 34

Version 18.99 1



Format Payroll CheCK ... 35

PERFORMING A PAY ..o, 37
Prepare Pay MENU.........ii i e e e e et e e e e et e e e e et s e e e eta e e e e et e e e eetaaeeeesnneaaees 37
Prepare Pay SEIECHONS ........cooiiiiiiiieiee e 38
Pay Preparation SCIrEEN...........oui i 40
T T To FSTS 1= 1o o IS 41
[0 11 Tox i 0] S ST = od 1 o] o PSR 43
SPECIAI DEUAUCTION TYPES ...ttt 43
T a1 To FSJ =T ] o] (o] o 1S 45
D= Yo (U Tod 0] 4 IS 1= (o LT 45
PaYTOIl BUTTONS: ... 46
Pay INfOMMALION SCIEEN .....uii e e e e e e ettt r e e e e e e e e e ettt e e e e e e e e aestttaaaeaeaaes 47
T L = DTS TS T = o T 47
Preliminary Pay REPOMS SCIEEN.... ... ittt e bbb ee e beeee b besennnenennnnnnees 48
Print Pay ChECKS ParaMETEIS. ... .uuuiuiiiiiiiiiiiiitiiieeiieeeieeeeieeeeeeeseese e e bbb s bbb asbbseseeensnennnes 49
CRECK BOXES ...ttt n e 50
CECK SBIUPD. .. 52
PriNtING the CRECKS ... 54
POSHING PAYIOIl ... ..ottt e e e e e e e e e et e e e e e e e e e e e 55
VOIdING @ PAY CRECK .....oiiiii e e et e e e e e e e e e et e e e e e e e e e eaaraaaes 55
Outside Pay Service-Providers Earnings EXPOrt...........uuuuuuuuuiruiiiiiiiiiiiiiiiiiieiiinneeeeeeeenennennnsneeeneees 56

REPORTS ... 58
Output to File (For All repOrt OPLIONS).......uuiii e e e e e e e et e e e e e e e e earaa e e e eaeeeaannes 58
Y0 o PP 58
Pay HISTOIY REPOIS.....cciiiiiiiiiieee e 59
Detailed LIStING REPOIM ... ..o e e e e e e e e e e e e e e et e e e e e e e e eestbb e e eeeaeas 59
G/L DiStrDULION REPOIT ...ttt 60
HOUTTY REPOIT ...ttt 60
Perpetual DeAUCHIONS REPOIL.......uuiii et e e e e e e e e e e e e e e e e e e e e asrba e e aeaeas 60
LT et Lo = L = T =T 1] (=T 61
Tax ReSPONSIDIIILY REPOIT ... ..o 62
COMPENSALION REPOIT.... ... e e e e e e e e e ettt a e e e e eeeeeastt e s eeeaaeeesstaaaaaeaaeeeennes 62
(@ 1= Ua (=14 YA = =] o] 1 PP UURUPPPPPPRS 63
Massachusetts Quarterly Payroll REPOIT ........uuuiuuiiiiiiiiiiiiiiiiiiiiiiieiieiibiibibeeeebbeeeebbebeeeeeeeeeeeeeeeneeeeene 64
T 0 4= - T R 66
Washington State COmMP REPOI ......coeiiiiiii e e e e e e e e e e e e e earraaans 66
AV =T ] (o 4 F= L4 o o TR 66
ACA Health Coverage (FOrmM L1095-C) ....cooiiiiieeeeeeee s 67

OUTSIDE PAYROLL VENDOR- ACCOUNTING ...69
(O o O [N [ @ 0@ 1 1N R 69
JOURNAL ENTRIES ...t e e e e e e e e et e e et e e et e et eeetaeeannaaes 69
(O | | 70

Version 18.99 2



Overview - Human Resources

Accounting>File>Human Resources

The Human Resources module may be used to process pay for hourly, subcontractor, salaried and
salaried and commission types of workers. However, commission reports and installer earnings reports
make available total earnings for these types of workers.

Before using the Human Resources program for the first time, verify that the following accounts have
been established as standard accounts at the time of installation:

Federal Withholding
Local Withholding
Miscellaneous
Payroll Taxes

In addition to the standard account codes, the following accounts should be supplied in Percentage
Tax Rates each with a separate account code.

State Withholding
State Unemployment
State Disability

FICA

Medicare

FUTA

A checking account should be configured and paper checks are required.

@ Best Practice: Use order entry to post provider's wages.

Click here for details.

Be sure to download the latest copy of RFMS Human Resources to ensure accuracy in tax table information.

Payroll Conversion

With software version below version 9 when upgrading to version 10, the first time payroll is processed
a payroll conversion routine must be run. It takes previous payroll information and moves it over into the
new Payroll environment. All current Account Codes will be displayed with the corresponding
information. Any account codes that are not currently setup will display as account code 999. If an
account code 999 already exists, then default will be 998 and so on. Upon opening the Human
Resource module after installation, the following screen will display:
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- =
TaxYear Account Code ‘339 wall be used for o longer defined Peicentage Deductions in Payroll Histony
Empl EmplH Empi E;

Description Account  Cycle Gross to Use R ate Limit Aate Limit
FEDERAL

FICA Tax 210 perYear FICA 6. 2000% 90,000 0.0620% 9,000,000
Medicare Tax 211 perVear FICA, 1.4500% 9999959 O.0145% o
FUTA Tax 230 per'Year Federal 0. 0000 o 0.0080% F00.000
STATE #1 AL 220

SUI Tax 11 225 perYear State H1 0. DOm0z o 0.0 20% 800,000
SO1 Tax #1 226  per‘Vear State H1 (0. DOm0 o 0. OO0 o
STATE #2 52 333

Desc HE 993 perVear Gross 0. 0000 o 0.0000% u}
Desc BF 999  pervear Gross 0. DOz o L0000z o
GEMERAL

Desc #8 993 perYear Gross 0. DOz o 0. 0000 o
Desc B 999  per'vear Gross (0. DOm0z o 0. D000 o
Desc #10 993  perYear Gross 0.0000% o 0.0000% o

[ A

Click the OK button to automatically post these changes. After doing so, Personnel Files, Pay History,
Worker State Tax and Personal Deductions will be processed and moved to the new environment.

Set up the Worker File

Human Resources>File>Worker Information

ﬁ Watch Video

' Browse Workers [ =] =)
‘ m 7 710 8 @| <1 "} % [C] Active Orly Dept | x| Tupe [Alwoarkers 7|

Wworker §  Last Name |SS Numberl

Search Last Mame |

D ae e
[T - oo e )
5 bt i AR

Worker 1D} 55 Number =guence Number

104 Telephonel

339 Fay Type | Salaried+Commission [w/-2)
219 Birth Datel
- Hired 02/0141996 17 years

T ermninated I 09/20/41995 17 years

212 Department[GENERAL DEFARTMENT
179 Ethnicity | -Hone-
g Job Category| -Hane-
‘ | [ Active [ Provider
1 [ Union [ Scheduler
e[« rfmfn] <[] [ &g [T Cleaning  [] &pprentice

This screen allows adding, editing or deleting workers from the personnel file. Notes may also be added
and a worker's year-to-date earnings may be adjusted from here. Also access RFMS Interoffice mail or
associate a worker with a CMM record.
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http://www.rfms.com/Support/VideoTutorials/HumanResourcesVideos.aspx
http://www.rfms.com/Support/VideoTutorials/HumanResourcesVideos.aspx

e Search by social security number or the worker's last name or worker number.
o Filter by
o All or Active Only
o All or One Department
o All or a single worker type
e To add a new worker, click the insert button.
e To edit a current worker, click the edit button.

e To delete a worker, click the delete button. It is recommended to make a worker inactive
rather than delete them. If a worker has active pay history they cannot be deleted.

e Details for the highlighted worker are shown on the right side of the screen.

e As of Version 12.1 Spring 2013 attachments can be added to the worker record.

General Information — Worker
Human Resources>File>Worker Information
Click the edit button and select the general information Tab.

This screen is where basic personal information is entered about the employee.

ra

A Changing a Personnel Record
General Informaton | Dates and Leave Time | State & Local Information | Personal Deductions Licenzes
Active [] Prowider [] Union [] Annwalized Federal Tax AutaPay
[] Scheduler [] Cleaning [] Apprentice [] Past Provider thraugh HR
whorker D A7E | K aFse I 23 A SUIARET sy Marnital | Head of Housze |«
First Mame | DOC 1. Pay Type | Salaried [w/-2) W
Last Mame | MEMT Emploves Type | Full Time W
MENT, DOC L. 55 Number | 1234567830
bddress #1 | 123 TEST STREET Hour Rate $0.00
Ha Pay Cycle | Biweekly W
City | TUSCALOOSA Fao Comp. Code | 8017 ﬁ SALESMEMAWAREHOUSE
State | AL Zip | 35405 Federal Dependents =
Telephone | 123-456-7590 Department | GENERAL DEFARTMENT w
Sex | Male W Ethricity | -Mare- "
Driver's License | AL 1234567 Job Category | OFFICE AMD CLERICAL
Pay Status | 000-OK to Pay W
Do nat Accrue
Email | rfmsdocumentation@gmail. com
Email Stub
X ol

All records will require the following designations:
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| Check Boxes

Active

Indicates whether or not an employee is active allows maintaining information on all employees even if
they are no longer active employees. If they work only sporadically, mark them as being inactive so the
names do not appear during regular prepare pay processing. That status can be edited at any time.

A worker must be active to be available in Schedule Pro.

Generally, employees cannot be deleted from the worker personnel file until the end of the year and
after W-2’s and 1099 have been produced.

If someone leaves, deactivate them by un-checking this box. Deleting an employee will completely
remove them from the file. Therefore, no W-2 or 1099 would be generated at the end of the year for
that employee.

Provider

Check this box for all workers who will provide services that will be posted as a cost against jobs in the
Provider’s module of Order Entry. This could apply to all types of workers. This box must also be
checked for this worker to be available in Schedule Pro for jobs to be scheduled to them.

Checking this box makes the pay status and Do not Accrue boxes later on this screen active.

Union

This is a memo field only. This designation will be referenced when printing pay history reports. This is
an optional selection.

Annualized Federal Tax
Click here if the employee will have fluctuating pay cycles. Commissioned employees may fall in this
category. If the pay will be generally the same each pay period, do not select this option.

Auto Pay
This feature is not yet active.
Scheduler

Selecting this option will allow this particular worker to be available in Schedule Pro to schedule jobs.
Selecting this box plus the Provider box allows a worker to be available for jobs.

Cleaning
Shows on the Worker’s Information report. This is an optional selection.

Apprentice
Shows on the Worker’s Information report. This is an optional selection.

Post Provider through HR
Check this box to allow this employee’s provider earnings records to post from the Order Entry
Providers Module to HR automatically.

Worker ID
Leave at O for automatic numbering. This is helpful when employees have similar names.

First & Last Name

25 characters allowed for each. Enter both. The same employee name may not be entered more than
once. If there is a need to do so, add middle initial or some other slight modification.
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Address, City, State, Zip, Telephone
Enter the employee address.

Sex
Optional

Driver’s License
Optional

Marital Status

Choose either Married/Single/Head of House. This status is used to determine Federal Withholding
Taxes.

Pay Type

Pay type codes denote whether each employee is a Subcontractor, Salaried, Salary & Commission, or
Hourly employee. If commission only, select Salary & Commission, entering only a commission
amount during prepare pay. Once a worker is entered as either a 1099 or W-2, editing Pay Type will
not allow changing from a 1099 pay type to a W-2 pay type or vice versa without an access code. A
worker should only be changed if no payroll activity has been associated with that record. If listed as a
W-2 employee, the pay type codes of salaried, salary and commission, and hourly can be edited
interchangeably.

If a subcontractor is changed to a W-2 employee, add the employee information as a new worker,
slightly modifying the social security number. The subcontractor earnings should remain in the system
until 1099's are processed at the end of the year.

Employee Type

The Employee Type choices are Full Time, Part Time and Casual. The default setting is Full Time.
This field will only show for employees not subcontractors.

Social Security Number

This is a required field. Enter the social security number for this employee.

Tax File Number in Australia; even if the employee does not have a number, a unique character must
be entered here. In the case no number exists do not check the valid tax file number box on the
Australia Additional tab.

Hourly Rate

Use this field to enter the dollar amount paid per hour to an hourly worker. This field is not applicable to

any other pay types. For salaried employees, the salary amount is entered during prepare pay.

Pay Cycle

Each employee can be paid Weekly, Bi-weekly, Semi-monthly, or Monthly. Appropriate tax tables will
be referred to based on this designation.

Australia choices are Weekly, Fortnightly, Monthly or Quarterly.

Comp. Code

The Workman's Compensation Code is the code assigned to W-2 employees by the insurance
company. When the proper code is entered on this record and a matching code is listed in the
Compensation menu, a report can be generated for a specific period to reflect the totals of each
category. Click on the ellipsis button to add to the comp code field.
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Federal Dependents
This field can be up to three characters. Enter the number of exemptions from the W-4.

Departments

Select the appropriate department from the drop down list. Worker information reports can be printed
based on these categories. (Note that the information in this drop down list is directly pulled from the
department information that is added under Utilities>System Option>Human Resources>Department
Set Up/Unlock).

If a Worker does not have an assigned department, when a department is assigned that department will
be assigned previous payroll history that did not have a department.

““ One use of departments could be those who are paid via direct deposit and those which are not.

Ethnicity

Select the appropriate ethnicity from the drop down list. Worker information reports can be printed
based on these categories. (Note that the information in this drop down list is directly pulled from the
department information that is added under File>Ethnicity).

Job Category

Select the appropriate Job Category from the drop down list. Worker information reports can be printed
based on these categories. (Note that the information in this drop down list is directly pulled from the
department information that is added under File>Job Category).

Pay Status

When a worker is checked as a provider, choose from this field whether or not their provider records
entered in order entry will post to HR from providers pay. The options are OK to Pay and Do not pay.
This option is inherited as the default status by the individual provider records entered in Order Entry.
This can be overridden on the individual Provider records.

One reason to make a provider Do Not Pay would be they are salaried, but provider records will be
entered on orders to affect the job costing.

Do not accrue
This is an ERRM function. Check this to not post Providers earnings via Post Provider Pay for this
provider to Accrued Labor.

Email
The worker’s email address

Email Stubs
Stubs can be emailed to workers if the email address is included. This is intended for use with Direct
Deposit only.

/:7('5‘ See Related Topics
=»

Post Providers through Human Resources

Dates and Leave Time
Human Resources>File>Worker Information

Click the edit button and select the Dates and Leave Time tab
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This screen allows optional tracking pertinent dates and to keep up with various types of leave.

Last Pay Date
This date is updated by the system when a pay is performed, using the date of the check.

Birth Date
This is an optional field. Enter the employee's date of birth. Their age is automatically calculated.

Last Pay Raise
This is an optional field. Enter the date of the last raise for this employee.

Hire Date
This is an optional field. Enter the date the employee was hired.

Termination Date
Enter the date of termination, if applicable. Be sure to change the employee to a NON-Active worker.

Sick Hours, Vacation Days, Holiday Days, Other Leave
Leave time is entered in these fields.

To help utilize when full days are not needed in Vacation, Holiday, and Other, use decimal places. For
example, if a full work day is 8 hours and they get 2 hours then enter 0.25.

State & Local Information

Canadian and Australian users will have an Additional tab for their country instead of this. This screen
allows specifying the state(s) and local withholding information. This screen is not available for Sub
contractors.

Human Resources>File>Worker Information

Click the Edit button and select the State & Local Information tab.

General Informatan | Dates and Leave Time State & Local Information |F'ersonal Deductions | Fermetual |

- STATE WITHHOLDING

Code | Description
AL1 | ALABAMA -

b b
SIMGLE 1] 1|

22310

- E | Inzert |
§ I LChange |

£ I Delete |
i

—LOCAL WITHHOLDIMNG
¥ Local Tax | Method Code | Description Account Depend Rate

Percentage AL Percentage Method 22600 0.2000%

o 0K | A Cancel

Figure: State and Local Information Screen

STATE WITHHOLDING

The system tracks earnings of employees in multiple states. This is especially helpful for those
companies that are near a state line and do business in multiple states. The state designation is
accessed using the insert or Change button.
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"B, Record Will Be Added
BLACK, KIARA |

Taxbd
" Percentage

Cade [~ Not Applicable =

State m
Account W ﬁl ** |Undefined **
Sub [0002
Dependents Iﬂ
Erempt Iﬂ
Fiate IW
Hire Date Im ﬁl 7 months

o 0K X Cancel

Figure: State Withholding Screen
Tax Method

Tax Table
Choose the Table to use in the Code field below.

Percent
Choose this method if a straight calculation on the gross earnings is desired. When this method is
chosen the state must also be chosen and the percentage rate entered.
Code
Click the down arrow for a listing of the state withholding codes. Highlight the correct state code and
press <Enter> to select. If percentage was selected as the tax method, this field will be unavailable.

Adding a state withholding to an individual worker will add that code to the Percentage Tax Rates
Listing. The account codes for different states should be different.

State
This field is available with Percentage Method only. Click the down arrow for a listing of states.

Account

Select the account code to post this tax record. This field is required. Reminder different states should
be assigned different codes.

Sub

Select the sub account code to post this tax record. The state can be specified with this sub account
code

Dependents

Enter the number of dependents claimed by the employee.

Exempt

If a State uses exempt (currently CA, IN, GA, LA and IL), the system specifically reference how they are
being used.

erendentsl ] 3: IL FORM -4, Line 1 allowance
Eﬁemptl ] 3: IL FORM -4, Line 2 allowance

Rate
This field is available with Percentage Method only. Enter the percentage amount.
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Hire Date
Enter the hire date for state withholding. Usually the same as the hire date on the worker screen.

LOCAL WITHHOLDING

If a local tax applies to this employee, check the box. For example: County tax, City tax, School tax,
etc. Click the Change button to add or edit the local withholding.

", Local Tax Setup x|

BLACK, KIARA |

C TauTable

Tax Method
{  Percentage

foarle [~ Mot Applicable H

State I ¥ l

Account |22BDD El LOCAL WITHHOLDING

[Mependents I 0 3:
Rate I D.DDDD‘ZE:

o OK & Cancel |

Tax Method
Tax Table- Choose the Table to use in the Code field below.

Percent - Choose this method if a straight calculation on the gross earnings is desired. When
this method is chosen the state must be selected and the percentage rate entered

Code- Click the down arrow for a listing of the state withholding codes. Highlight the correct state
code and press <Enter> to select. If percentage was selected as the tax method, this field will be
unavailable.

State- Only states selected in the state withholding section will be available.
Account- Select the account code to post this tax record to. This field is required.
Dependents- Enter the number of dependents claimed by the employee.

Rate — This field available with Percentage Method only. Enter the percentage amount.

Personal Deductions
Human Resources>File>Worker Information
Click the Edit button and select the Personal Deductions tab.

Insert or Change
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Personal Deduction |

Type [Perzonz| | i2
Description EEEIEEE

Account | 31000 ﬁl RETAINED EARNINGS

Sub[ 00
Cycle perlm [ Perpetual
Grass o lse lﬁ
Deducted per Pay [ §100.00
DEduction Lt lm iz i

Reductions

T DEdusted 50,00 & | | Fesst Deducted

Continue deducting until Deduction Limit = Total Deducted

™ Federal
™ Fica
™ AL State
™ Local
Setal
Clear &ll

o 0K X Cancel

This screen allows entering deductions that will be withheld from the employee's paycheck. The
percentage rate or an amount, limit and cycle can be entered to have the system keep up with specific
deductions. This is where 401K and cafeteria deductions are set up.

The fields pertaining to personal percentage deductions are:

Type This field describes the type of deduction added. Personal is the default and cannot be changed.
Description This can be up to 12 characters. Enter a word or phrase that identifies this deduction.

(Union

Dues or Cafeteria Fund)

Account The General Ledger Account to which this deduction should be assigned.

Sub Select the appropriate Sub Account Code to which this deduction should be assigned.

Cycle

per

Per Pay Cycle- The percent will be deducted each pay cycle. With this cycle, the Max
Deduction field is the maximum deducted per pay check.

Per Year- With this cycle the percentage will continue to be deducted until the Total deducted
is equal to the Max Deducted.

Per Hours Worked If the employee is an hourly worker, all earnings hours are totaled
(regular, overtime, double-time, sick, vacation, holiday and other). This is considered the
"straight time" number. If this is any other type of worker (including subcontractor), an average
hours number is used: weekly hours = 40, biweekly hours = 80, semimonthly hours = 87,
monthly hours = 174. The number of hours worked is then multiplied by the personal
percentage deduction rate and cannot be higher than the amount in the limit field. With this
cycle, the Max Deduction field is the maximum deducted per pay check.

Amount This would be for a specific dollar amount to be deducted per pay period. Notice with
this option checked, the Max deducted is no longer an option.

Examples, an employee may pay Union Dues at the rate of 1.0000% on up to $500 for each pay
cycle. Or he may pay Cafeteria_Funds of 1.0000% of all earnings for the year. If the deduction
is to be made on all earnings with no ceiling or limit, simply enter a large number such as
99999, that would never be reached, in the "limit" field.
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Perpetual- Check this box if the deduction has no end date or amount.

At year end, other personal deductions are cleared from the RFMS system. Perpetual deductions are
deductions that carry over after year end.

For example to withhold retainage from installers, use Perpetual Deductions. Let's say Joe Installer is
hired with the agreement that he will be required to withhold $1500 in retainage. Use Perpetual
Deductions to set up a specific percentage to be deducted for each pay period until that retainage is
met. Because it is set up in a Perpetual Deductions file, the deductions carry over at year end. RFMS
has reporting capabilities that will allow viewing the total deduction amount that has been taken out to
date.

For previously deducted amount for the system to take into account, click the perpetual tab and click
Insert. Add the amount that has previously been deducted and click the OK button. Each time a
Perpetual Deduction is taken out of the workers’ pay, this amount will increase accordingly. Use the
Pay History Report to have a physical listing of all Perpetual Deductions.

The switches allow to customize the level of detail in the report (Detail, Summary or Both) and whether
to include a Grand Total Page of all Perpetual Deductions. An example of each selection is in the
Report Layout below.

Gross to Use- This controls the gross amount on which this personal percentage deduction is to be
made: Gross, Federal, FICA, State #1, State #2, and Local. For example, some wages can be exempt
from certain deductions such as Cafeteria or 401K and so might want a "gross" base of Federal or
FICA wages. Others such as Union dues may be taken on all earnings and so would have a "gross"
designation of Gross. For states such as FL, TX TN with no state income tax select Gross, not State.

Rate- The percentage to be deducted per pay period, when the cycle is set to Pay Cycle, Year or
Hours Worked. Five percent should be entered as "5.0000%." One half of one percent should be
entered as "0.5000%."

Amount- The dollar amount to be deducted per pay period when the cycle is set to amount.

Earnings Limit-The gross dollar base on which that deduction should be made. These tie directly to
the "cycle." Be sure to enter a number greater than zero. If the limit is zero, the system will consider
the deduction at its limit and will not calculate at all.

Max_Deduction- The maximum amount of a deduction depending on the cycle.

Max Limit/Max Deduction- Clicking on either of these buttons max the corresponding field’s limit
equal to $ 999,999.99 effectively meaning there is no limit.

Total Deducted- Gives the total dollar amount deducted. This field can be locked. This field is not
editable for Perpetual Deductions.

Reset Deduction Button- Reset to Zero

Reductions

For each deduction, select from Federal, FICA, All States, and Local for reduction types. These will be
the taxes this deduction is exempt from. Buttons are available to select or clear all the options at one
time. States to be included can be tagged (instead of selecting All States).
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— Beductions Slate
FFederal o
FICA, AL
™ &l States =)
[T Local
Set Al |
Clear &l |

Figure: Reductions to deductions Screen

Perpetual

This screen shows the history of perpetual deductions that have been taken and allows editing or
deleting these entries.

At year end, personal deductions are cleared from the RFMS system. Perpetual deductions are
deductions that carry over after year end.

Human Resources>File>Worker Information
Click the Edit button and select the Perpetual Deductions tab.

General Informatan | Dates and Leave Time | State & Lacal Informationl Personal Deductions Perpetual I

~ PERPETUAL DEDUCTIONS
I ﬂccount S SUb

Date| Description
COEDUCTION

Ihzert

§ | Change |
£ | Delete |

&b Prit |
i3

$185.00

Figure: Personal Deductions Tab

For example to withhold retainage from installers, use Perpetual Deductions to do so. Joe Installer is
hired with the agreement that he will be required to withhold $1500 in retainage. Use Perpetual
Deductions to set up a specific percentage to be deducted for each pay period until that retainage is
met. Because it is set up in a Perpetual Deductions file, the deductions carry over at year end. RFMS
has reporting capabilities that will allow viewing the total deduction amount that has been taken out to
date.

Make to set the maximum deduction amount. If it is left at zero no deductions will be taken.
If manual deductions have been done, these can be added to the history. This will let the system know
how much has been taken previously toward the maximum amount.

If money needs to be deducted from this account, simply input an entry with a negative amount and proper date
and description. When changes are made, they are immediately reflected in the Personal Deduction Deducted
field.

Each time a Perpetual Deduction is taken out of the workers’ pay, this amount will increase accordingly. Using
the Pay History Report to have a physical listing of all Perpetual Deductions
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Manual Entries

I
Accournt IW
Sub [0
D ate Im EI
Aot Iw

Description |MANLAL

o 0K I & Cancel |

If manual deductions have been done, these can be added to the history. This will let the system know
how much has been taken previously toward the maximum amount.

If money needs to be deducted from this account, simply input an entry with a negative amount and
proper date and description. When changes are made, they are immediately reflected in the Personal
Deduction Deducted field.

Canada Additional Info
Human Resources>File>Worker Information
Click the Edit button and select the Canada Additional tab.

If the Country designation is Canada in >Ultilities>System Options>System Wide>General>Country, an
additional tab appears on the Personal Deduction screen. Fill in each data field according to Canadian
Payroll rules.

Begistered Pension Plan [Annual Taotal) I—DDD Het Tax Credit [province] I—DDD
Union Dues Account Code IW EI Tatal Bstmated dama B [ERLE anli] I—EIDD

£ Do st Other Eederal Tax Credits I—EIDD

Designated Area Annual Deduction I—DUU Dizabled Children & Dependents Allowance I—DUU
Apnual Deducts I—DDD Eundz Tax Credit [Federal) I—DDD

Tiotal Expenses edwethion [ERE Gl I—EIDD Fundsz Tax Credit [Provincial) I—EIDD
Met Tax Credit [federal] I—DDD Alimony Payments I—DDD

Australia Additional Info

Human Resources>File>Worker Information

Click the Edit button and select the Australia Additional tab.

If the Country designation is Australia in >Utilities>System Options>System Wide>General>Country, an
additional tab appears on the Personal Deduction screen.

This is where selections are made on the individual workers which determine the amount of tax
deducted. The boxes available depend on selections made.
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BAuztralia Additional

—wfithholding Declaration [MAT 3093)
™ &alid Tax File Mumber - Question =

Scale 4
’7 ' Resident " Foreign resident

™| =g bar-fres HreskoldiEuyestomn &
1= | (et e O set [ estion 8 — E stimated tatal tax offzet amu:uuntl

= edicare Lesy wanatian [ WEES]

™| bopow have & spouse? (Hyestion 5]

™| neome [ess thanreleyant ameunt inkable &7 Euyestion 0]

H G rat |

— Formulas for calculating amountz b be withheld [MAT 1004 & 1004E]

T} bz pew bave dependent ehildren? (Eyestien 12]

Scale |S|:.-'.‘-.LE 4 (x| where tau file number nat provided by papes
™| Elzod Levy Erempt

A Subcontractor tab has been added for countries using GST.
On the tab, there is a Subcontractor GST Calculation checkbox that defaults as unchecked.

Subcontractors earning over a certain amount should have this checkbox checked so that those
Subcontractors automatically receive GST payments.

- Adding a Personnel Record E

General Informaton  Diates and Leave Time  Personal Deductions Li 3L Subcontractor

Figure Worker Information tabs

Withholding Declaration

Determine the selections here based on document Withholding declaration - instruction (NAT 3093)

If the employee does not have a valid tax file number, leave the box unchecked. This will default the
Scale used to 4. Even if the employee does not have a valid tax file number, a number must be
entered in the Tax file number field on the General Information Tab.

Then choose Resident or Foreign resident.

With the Valid tax file number box checked Scale 1 for Residents or Scale 3 for Foreign Residents are
options.
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The next option is Claiming tax-free threshold as described in the document NAT 3093 Question 6.
This makes Scales 2,3,5,6 or 7 an option.

If Claiming Tax Offset is checked, an amount should be entered in the Estimated total tax offset
amount box.

Medicare Levy Variation

Determine the selections here based on document Medicare levy variation declaration - instructions

(NAT 0929).

Check the appropriate boxes.

If Do you have dependent children is checked a number must be entered in the How Many box.
| Formulas for Calculating amounts to be withheld

Using the drop down list, select the correct Scale.

Check if exempt from the Flood Levy.

Superannuation

When preparing payroll, Australia Superannuation has complete control of the contribution amount.
Employer Percent can be adjusted (even to 0%) and Voluntary is now available.

When printing Australia payroll checks and reports, if there is Superannuation in the payroll, a report
will be printed and posted to A/P. The Journal will be debited with specified Superannuation Account
Code and credited with the Standard Accounts Payable Account Code.

A Superannuation report for the pay period will be printed with other payroll reports.

Australia Superannuation will be paid on hours worked * Hourly Rate (straight time).

The employee portion will need to be inserted in the AP using the Itemized Miscellaneous
Deduction Report from Human Resources.

Page 1 S s
1102114 FAY - Itemized Miscelaneo
10:30AM M: 01/01/14

FROM: TO:
For: ALL WORKERS (PAYE & forkers)

<. c. 1 Misc. 3 Misc. 3 Misc. 4 Misc. 4 c. 5 Misc. § Misc. & Misc. B Misc. 7 Misc. T Misc. & Misc. 8 c. 3 Misc. Misc. 10 Misc. 10
Amount Description Amount Description Amount Description Amount Descripion  Amount Diescription Amount Diescription Amount Description  Amount Description Amount Description
PAY DATE: 10102114
Depzriment: GENERAL DEPARTMENT
Name: SMITH. MICK Pay Dat=!0/02/14 Check Numbe: 101310 Department; GENERAL DEPARTMENT
50.00 SUFER-CONT  0.00 0.00 0.00 0.00 0.00 0.00 .00 0.00 0.00
Name: SMITH, NANCY Pay Datet0i02114 Check Numbei 101311 Void [ Department; GENERAL DEFARTMENT
45.50 SUPERANNL,  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Name: SMITH. NANCY Pay Datet0i02/14 Check Numbei 101211 Void [d Department; GENERAL DEFARTMENT
4550 SUPERANNU, 0.0 0.00 0.00 0.00 0.00 0.00 .00 0.00 0.00
PAY DATE: 1110214
Depariment. GENERAL DEPARTMENT
Name: LYNCH, KETIVA Pay Datet 1/02114 Check Numbe: 101312 Department; GENERAL DEFARTMENT
5550 SUPERANNL,  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Figure AU/NZ Itemized Miscellaneous Deductions Report

= g

£ d Notes:
G- The amounts will be amortized based on the Earnings Stores.

Version 18.99 17
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Reports

A Superannuation Report has been added. It will print at the end of a payroll run. Additionally, this
report can be printed from Payroll History Reports. Output will be influenced by the following
parameters: Worker Name, Start/Stop Dates, and Department.

Output to FiE [Comma delirmited .C5Y tormat] B

Export File Mame

[7] Perpetual Report Active Orly
it Se Sant S Sap Dates!
Output to File [Comma delimited .C5 format)

Expart File Marme

Feport Type
Dietail Surnmary @) Both
Grand Total Page [m[ﬁ]mmm@
N
L] - ton [ Exelude Voids Prexview g Print l ﬂ Exit ]

Figure Superannuation Report

Page 1

120214 Superannuation Accural by Fund

1:25PM Pay Date: 01/01/14 to 3112114

Employee Pay Date Amount

Superannuation Fund: SUPERANNUATION
Emiployer Membership #:

SMITH, NANCY 021014 $115.00
SMITH, MANCY 02M o4 5115.00
SMITH, MANCY 02Mo4 $136.50
SMITH, NANCY 02Mon4 $138.50
Employee Total: 5503.00

Fund Tetal: $503.00

Grand Total: $503.00

Figure Superannuation Report

New Zealand Additional

Human Resources>File>Worker Information>Edit Worker> New Zealand Additional Tab
Using the information from the Employee Tax Code Declaration Form (Tax code declaration IR330),
complete the information on this tab.

= Personnel Information for WORKER, EXISTING x|

MNew Zealand Additional

¥ Tax Code Declaration Complete (IR 330)

Tax Code I’E}

KiwiS aver Fund MO
( [ACE PEYROLL e | ¥ ‘

o 0K I X Cancel
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Check whether the worker has completed the Tax Code Declaration form. The Tax Code for workers
not completing the form will remain at ND

Using the drop down arrow, select the appropriate tax code for the worker if the form has been
completed.

Select from the supplier file, the KiwiSaver Fund for the employee.

Schedular (Subcontractors) will only need to have the Tax code selected for them.

Tax Code [N <]

Superannuation

When printing payroll checks and reports, if there is Superannuation in the payroll, a report will be
printed and posted to A/P. The Journal will be debited with specified Superannuation Account Code
and credited with the Standard Accounts Payable Account Code.

The employee portion will need to be inserted in the AP using the Itemized Miscellaneous Deduction
Report from Human Resources.

Page 1 S
11702714 PAY - ltemized M
10:30AM FROM: 01/01/14 Ti
For: ALL WORKERE (PAYE & SCHD Workers)
Misc. 1 Misc. 1 Misc. 2 Misc. 2 Misc. 3 Misc. 3 Misc. 4 Misc. 4 Misc. & Misc. & Misc. 6 Misc. Misc. T Misc. 7 Misc. B Misc. & Misc. 3 Misc. 9 Misc. 10 Misc. 10
Amount Description Amount Description Amount Description Amount Description Amount Description Amount Description Amount Description Amount Description Amount Description Amount Description

PAY DATE: 10702114

Depariment: GENERAL DEPARTMENT
Name: SMITH, MICK Pay Dat=0v02/14 Check Numb=i101210 Department: GENERAL DEPARTMENT

£0.00 SUFER-CONT 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00
Mame: SMITH, NANCY Pay Datet0/02/14 Check Numbei101211 voud [ Department: GENERAL DEPARTMENT

45.50 SUPERANNU 0.00 0. 0.00 0.00 0.00 0. 0.00 0.00 0.00
MName: SMITH. MANCY Pay DatstV02/14 Check Number101311 Veid [ Department: GEMERAL DEPARTMENT

-45.50 SUPERANMU: 0.00 0.00 0.00 0.00 0.00 .00 0.00 0.00 0.00
PAY DATE: 11702114
Depariment: GENERAL DEPARTMENT
Name: LYNCH, KETIVA Pay Dated1/02/14 Check Numbei101212 Department: GENERAL DEPARTMENT

£5.50 SUFERANNUY 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00

Figure AU/NZ Itemized Miscellaneous Deductions Report

A Superannuation report for the pay period will be printed with other payroll reports.

Q“i MHiolies:

The amounts will be amortized based on the Earnings Stores.

Reports

A Superannuation Report has been added. It will print at the end of a payroll run. Additionally, this
report can be printed from Payroll History Reports. Output will be influenced by the following
parameters: Worker Name, Start/Stop Dates, and Department.
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Uutput to Fie |Comma delirmited .C5Y format] —

Export File Mame

["] Perpetual R eport Active Orly
faot afaciad fe St S S Pates)
Output to File [Comma delimited .C5 format)

Expoart File Marme

Feport Type
[Cietail Surnmary (@ Both
Grand Total Fage mmmmm@
£ S
I O - fon )D Exclude Voids Preview [@ Print ] ﬂ Exit ]

Figure Superannuation Report

ESCT
ESCT is applied to the whole dollar. For example:

*~

Employee has gross earnings of 5408.00 and an ESCT rate of 17.5%
Gross employer contribution (3%) $12.24

ESCT is applied to the whole dollar (ie, $12.00 in this exam ple]
51200 x175% = $2.10 ESCT

Minus the ESCT from the gross employer contribution

51224 - 5210 = §10.74 Met CEC

Figure ESCT Example

Year-to-Date Earnings

Human Resources>File>Worker Information>Year-to-Date Earnings button
This screen displays the Y-T-D earnings for the selected worker. If the worker is currently marked as

Active, that box will be checked. To modify the Y-T-D figures, click on the Edit YTD button.

@ Because year-to-date figures can be arbitrarily adjusted, it is highly recommend that this selection
be password protected.

It is also recommend that these adjustments be made under the supervision or direction of an
accountant.
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?ﬁ. Year-to-Date Totals il

] . -a ﬁ @ ‘ Ca S alatied+Commizsion
AARON, CEDRIC ¥ Active
YTO Totals |Perpetual |
Description YTD Amounts | Slalel TTD Gross Detaill
Y'TD Grozs Eamings E.000.00
YTD Federal Gross £,000.00) |GA 4,300.00
YTD FICA Gross gO00oaO | | e
YTO State Grosslz] £,000.00 E,000.00
YTD GROSS EARNINGS $6.000.00
YTD Federal Withholding 87214
YTD State Withhaldingls) -290.16
YTD FICA Tax -520.80
YTD Medicare Tax 7400 Il e [erlien
YTD Deduction: CAFETERIA -360.00
=============== | [State] _¥TD '/H Deti
YTD Met $3.782.90
Ga 254.16
29016

Figure: Year to Date Payroll Screen

Year-to-Date Earnings Adjustment Settings

If going on line with the Human Resources program any time other than January 1, year-to-date
information on each employee should be entered here. All figures will be checked to be sure they are
in balance. If they are not in balance, re-enter the figures or abandon editing and the year-to-date
figures will remain as they were before editing started.

Adjustment Date

This will default to the current date. A date can be posted retroactively with the previous year's date.
However, a date ahead of the current earnings year cannot be entered.

Checking Account Code
Enter the G/L account code for the applicable check register for earnings.

=2 Adjust Year-to-Date Parameters @

Adjustment Date | 07/10413 = |_|

Check Register

'IUE-CHECKING AMSOUT
110 - CHECKING - REGIONE
113 - DUMMY DIRECT DEF
120 - SAVINGS - REGIONS ™ oo

2

& Any entry made on the Year-to-Date Earnings Adjustment screen will NOT be carried over
to the Prepare Pay screen.

A regular prepare pay screen will be shown for that employee. Fill out this screen exactly as it would
be when preparing a regular pay record for this individual. The earnings description might reflect use of
a company vehicle or any adjustment for which the employee will be taxed, but would not be handled in
normal processing because they will not actually be receiving a check for this amount.
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Both positive and negative entries are allowed. A positive will increase the earnings, taxes, etc.; a
negative figure will decrease the earnings, taxes, etc. Deductions can be handled in the same manner
as the above earnings.

When all necessary changes have been entered, click the Adjust button and answer Yes to view the
results of entry before the final posting is done on the Prepared Adjustments screen.

", RFMS Year-to-Date Earnings Adjustment for AARON, CEDRIC

Worker [A2R0ON, CEDRIC [w/2] = hfeekly Salaried+Commission
Frepare Pay | Prepared: 0 Dept: SERYICE Pay Date:
Earnings Amount Store Account Sub State Earnings Amount Store Account Sub State
[Gross —rel[ taoom E[oz rolfees el for sl | ] i T =
| Falf Elfos2) Faffes pef[ feax] il Elfosz Fel[ F8l[ [Ga =]

il Effosz 8l Es|[ [cA ] Fel ElmE el Fel JEA ]

Fal 0| 2 ]| O il Efl@z Fel[ | Fel[ [Ge =]
| i) (Effos2 Fal[ Fsl[ feax ] 8l (Effosz) Fel[ F8l[ (64 =]
Total Eamings I 1.,200.00 Grozz] Desc Tirne O1ff

Sick Daps I 0,00 Holiday Da_l,lsl 0.00
Wacation D ayps 000 Other I:ea\rel 0.00

1.200.00( Tax Tabls - GEORGIA - MARRIED

Federal 1.200.00
FIC& 1,200.00

LI_I _’I Total State Gross Iw
Deductions Amount Store Account Sub Deductions Amount Store Account Sub
[TESTDEDUCT | F8]  120.00 Rfos2 | Jea 23] F2l] | | Felf Blfosz] Fall Fel]
[MeDicare  [Fe] 1740 Afos2 | 8o FE[ | Felf =N | R I |
| | Y | | ] Y el T
| | Y | e | | ] o el
| | Y | | ] Y el

El M Horme | o Ereyinus | e e | ml End | ¥ Undo | i Adjust Ig Erelimitian: |- East | ﬂ Exit

Figure: Year to Date Adjustments Prepare Screen

Prepared Adjustments
This screen allows an opportunity to be sure any adjustments to the year-to-date earnings are correct.

Prepared
This information is located in the middle of the screen, at the top. It indicates how many records have
been adjusted and ready to post.

Un-adjust
Click the un-adjust button to un-prepare this record for adjustment.

Post
Click the post button to complete the postings for all records that are "Prepared" for adjustment.
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?ﬁ. RFMS5 Year-to-D ate E arnings Adjustment for AARON, CEDRIC

Worker |AAF!DN, CEDRIC [wa) =] Wwieekly
Fay Infarmation | Prepared: 1 Dept: SERVICE Pay Date: 10/21/09
GROSS5 EARNINGS: $1.200.00 MNET EARNINGS: $700.68
Federal Tax: 20658 Wweekly/Single/0 Dependents
State Taxes: £3.54 | Tax Table - GEORGIA - MARRIED ./ IMCOME /0 Dependents/
Total State Tax 63.54
KN 2
Local Tax 0.00
FICA Tax: 74.40 TEST DEDLLCT: 120.00
Medicare Tax 17.40 MEDICARE: 17.40
FUTA Tax :
who cares:
E)Edit Tares | Total Deductions: 499.32
nl M Heme | el Frevious | et 20 | »i| End | w3 Unda g Freliminar | 3:] Post | i Exit

Figure: Year to Date Adjustments Screen

?{} Post Year-to-D ate Earnings Adjustments?
\".

Figure: Post Adjustments Screen

Pay Tax Tables

Two areas contain values for tax withholding. There are the Percentage Tax Rates that control federal,
state and general tax rates. The second are the Annualized tax tables that contain tax tables for all
states.

Percentage Tax Rates
Human Resources>File>Percentage Tax Rates
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Percentage Tax Rates

EXIT
A A SN
4| | Employee| Employeel Employer]  Employer
FEDERAL Accaunt  Sub Tax Year|2011 Rate| EamLim{  Rate| EamLimt
|FICA Tax |2‘ID El Iﬁ |pervear =l [Fica =1 || 4=z000%|] 106800 e.2000%( 106500
IMedicare Tax |2‘I1 El W |pervear 3§ =l || 145005 (9,999,539 (| 1.4500% (]9,999,999
[FUTA Tax [z20 Egl [0 [pervea = [Federal = | [ 08000x|[ 7000
STATE Employes| Employee| Emploperl  Emploper
Type State] Description Account] Sub) Cecle Gross o Use Rate] Earn Limit Rate] Eam Limit] No.
State Tax AL [ SUI Tax #1 225 00 | pervear State 2.3000% $12,000| 0001
Withholding  |4AL | Withholding 220 0o 0ooz

Figure: Percentage Tax Rates

Applicable tax rates and G/L account withholding numbers should be set here. FICA taxes are based
on a percentage; federal taxes are based on a table already entered in the system and state taxes may
be calculated on a percentage or table method. Both employee and employer contributions to FICA,
FUTA, (CPP and El for Canada) and state (Province) unemployment rates may be adjusted through
this screen. These rates can be adjusted as often as necessary to keep up with the changing tax laws.
Any adjustments made will be reflected on all subsequent pay processing.

Tax Year
This should be the current year for payroll processing. This is automatically changed by running the
annual RFMS update which contains the new payroll tax figures.

Federal

FICA Account
All FICA withholding amounts in Human Resources will be credited to this account. This is a Current
Liability account.

Medicare
All Medicare withholding amounts in Human Resources will be credited to this account. This is a
Current Liability account.

FUTA Account

All FUTA withholding amounts in Human Resources will be credited to this account. At present the
employee does not have to contribute to this account, but the RFMS Human Resources system has
built in the ability to handle such if it is ever required. Create an account code to accommodate this
feature if not already created. Since this code is representative of the amount withheld from the
employee, it would be a Current Liability account.

For each enter:

Account
Enter the withholding account for each tax designation.

Sub Account
Enter as desired

Cycle
Per Pay Cycle/ Per Year/ Per Hour
Indicate the time frame in which the limits for withholding this tax apply.
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Gross to Use
Select the base (Gross/Federal/FICA) on which this tax rate will be calculated.
Employee Rate & Limit

Enter the applicable EMPLOYEE rate level and limit for this tax. These numbers will be supplied with
the annual payroll update.

Employer Rate & Limit

Enter the applicable EMPLOYER rate level and limit for this tax. These numbers will be supplied with
the annual payroll update.

State
An unlimited number of states are available. Click the insert button to add a record. Information entered
here will apply to all employees.

?’j. Update the Deductions File
Global D eductions

MHurmber IUUUU

Tope (EEEREN
State m
Description |
Account IW ﬁl * Lndefined **
Sub [00]
Pay Cycle [per Year =l
=

Gross to Use [Gross

Flate| 0. 0000
E arnings Lirnitl 0 May Limit |! Caopy |
bz Deduction I $0  Max Deduct |

— Employer
Flate| 0. 0000
Eamings Limitl i bl @ Ljmit |j Copy |
Max Deductionl $0  Mar Deduct |

Figure: Update deductions file screen.

~ Emplayes

Number
This is the numeric indicator for this tax

Type
State Tax or Withholding

Withholding will pull information from the tables updated with the annual payroll update; designate the
account code information here. Each state listed for an employee in worker information will
automatically be listed here.

Description Examples

State Withholding
All state withholding amounts in Human Resources will be credited to this account. This is a
Current Liability Account. It is recommended to have a different account code for each state.

State Unemployment
All state unemployment amounts withheld in Human Resources will be credited to this account.
This is a Current Liability account.
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State Disability
All state disability amounts in Human Resources will be credited to this account. This is a
Current Liability account.

For each enter:
Account
Enter the withholding account for each tax designation.

Sub Account
Enter as needed

Cycle
Per Pay Cycle/ Per Year/ Per Hour
Indicate the time frame in which the limits for withholding this tax apply.

Gross to Use
Select the base on which this tax rate will be calculated.

Employee Rate & Limit
Enter the applicable EMPLOYEE rate level and limit for this tax.

Employer Rate & Limit
Enter the applicable EMPLOYER rate level and limit for this tax.

Multi-State Information

Notice state tax information is entered in the space provided. All state information needed is entered
from this screen. In addition, notice that any new state tax information added under a worker will display
on this screen and any information added on this screen will be accessible when adding state tax
information on a worker record. Click the Insert button to add this global deduction.

This information will now display on the Percentage Tax screen.

Annualized Tax Tables
Human Resources>File>Annualized Tax Tables

This selection allows access to the tax tables provided yearly by RFMS. Usually, these tables do not
require modification. Choose the tab to sort by description or code.

' Record Will Be Changed o] & =]

Method Number | 72

Countiy | United States |

armings Base Eamnings Percent Base
[ ooa] [ 2oo0oz] [ ooa | 0.00] [ 0.o000%] | 0.00]
[ soom] [ 4oo0e] | oo 00| [ oooon] | .00
[ smoom] [ soo00x] | aoa | 00| [ oooon] | .00
[EEEEEEE a0 | 00| [ oooon] | .00
[
[

[ 000 0.0000%] | 000 0.00] 0.0000%] | 0.00]
[ 000 0.0000%] | 000 0.00] 0.0000%] 0.00]

Miscellansous
Fikd Pt
Fi2 P

X o
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Explanation of the Miscellaneous Fields for Canada

1 Basic Exemption Max

2 Canadian Pension Percent
3 El Percent

4 Canadian Pension Max

5 El Max Ded

6 El Max Wages

Medicare Levy Parameters

Human Resources>File>Medicare Levy Parameters

This is for Australian clients. This table is available if manual changes need to be made, but has been
populated with the correct data for the rest of this year. Annual updates will be made available for any
subsequent rate changes.

., Medicare Levy Parameters I
Start Date [ DHFNRRGR] 1 JUL 2011 to 30 JUN 2012
Scale 2 Scale b Scale 7
oLD NEW oLD NEW oLp NEwW
‘weekly eamings threshold | 352 | 353 | 534 | E0E | 355 | 362
“wieekly eanings shade-in threshold | 414 | 422 | £33 | 713 | 418 | 426
Medicare levy family threshald | 30926 | 3514 | 30926 | 3514 | 31196 | 37a3
“wieekly family thieshold divisor | 52 | 52 | 52 | 52 | 52 | 52
Additional child | 2865 | | EEIN R 2865 | | EEEIRN 265 || 2919
Shading out point multiplier | 01000 | | niood | | nos00) | | nosod | | 07000 | | 0.1000
Shading out point divisor | 0.0850 | | 00850 | | 004z | | 00425 | | n.0as0 | | 0.0850
Weekly levy adjustment facton I 352.4800 3591700 I 594.7300 I B0E.0400 I 355.5400 I 362.2900
Medicare levy | 0.men | | 0.0150 | | 0.007s | | 0.007s | | 00181 | | 0.0150

o OK I # LCancel |

Figure: Medicare Levy Payments

ESCT Rate
New Zealand Only

Human Resources>File>ESCT Rate

The ranges and rates may be edited manually, but will be supplied automatically with RFMS updates.

Effective Date 01/04712 1 APR 2012
ESCT rate threshold amount Tax rate
[ 30 —— #6800 [ ERIEE [(10.50%)
[$76801 —— $57.600 [ 017500 (17.50%)
[s57e01 84000 [ 030000 [30.00%)
[ $84.001 and abave [ 033000 (33.00%)
W OK X Cancel

Figure: ESCT Rate Table
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Annualized Rate
New Zealand Only

Human Resources>File>Annualized Tax Tables

New Zealand has only a single tax table and it has a straightforward relationship to Income tax rates for
individuals, including ACC earner’s levy (“All employees must pay an ACC earners' levy to cover the
cost of non-work related injuries. It is collected by us on behalf of the Accident Compensation
Corporation”).

e Field 1: Maximum earnings eligible for ACC levy.

e Field 2: ACC earnings levy percentage of Rate: 2.04%

e Field 3: ND Rate (47.04%) — Tax Code declaration not complete

The ranges and rates may be edited manually, but will be supplied automatically with RFMS updates.

Chart of Accounts
See description of this in the Order Entry Document

Cities

See description of this in the Order Entry Document

Compensation Codes
Human Resources>File>Compensation Codes

This screen allows adding, editing or deleting compensation codes, descriptions or rates.
Compensation codes are optional in RFMS payroll.

Code Up to six characters (letters or numbers) are allowed. Enter a code that describes the comp
category in which to group employees. For example, a certain rate may be paid for OFFICE workers,
but a different rate for WAREHOUSE workers. Generally, each rate should have its own code for
accurate reporting.

Description Enter a full description for the code. This makes for easier identification since the code
field is small.

Rate Enter the rate paid for this category of worker.
The information entered on this screen is used to generate the Worker's Compensation report.

Ethnicity Field
Human Resources>File>Ethnicity
Enter ethnicity types and associate them with Worker Information. Upon selecting this option, the

following screen will display. There are some descriptions included, but ethnicity types can be entered
or edited as required by a state or locale. Ethnicity types are optional in RFMS payroll.

AMERICAN INDIAN OR ALASKAN NATIVE
ASIEN DR PACIFIC ISLANDER
BLACK (NOT OF HISPANIC ORIGIN)
HISPANIC

WHITE [NOT OF HISPANIC ORIGIN)

Figure: Ethnicity Screen
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Job Category
Human Resources>File>Job Category
Enter Job Category types and associate them with Worker Information. There are some descriptions

included, but job category types can be entered or edited as needed. Upon selecting this option the
following screen will display. Job categories are optional in RFMS payroll.

?ﬁ. Browse Job Category =]

A A S ENE]

Job Catetory |

Search Job Category [

OFFICE AND CLERICAL
OFFICIALS AND MANAGERS
OPERATIVES [SEMI-SKILLED]
PROFESSIONALS

SALES WORKERS

SERYICE WORKERS
SLACKERS

TECHMICIANS

8
5
1
7
2
4
9
0
3

Figure: Job Category Screen

Human Resources Utilities
System Options

>Utilities>System Options>Human Resources

Type Module Category Option W alue Mate

~ Global 5 Accounting Configuration Jepart Up ¢ Unlock

@ Global Human Resources Accounting Configuration Export PayYendor Mone

@ Global Human Resources Accounting Configuration Provider to HR Set Up Multiple Options

& Global Human Aesources Accounting Canfiguration Supplier to Usze for Tax Responsibility

& Global Hurnan Resources Accounting Configuration Australia Accounting Set Up Multiple Options [epends on the "Country' Setting
& Global Hurnan Resources Accounting Configuration Mew Zealand Accounting Set Up Multiple Options [epends on the "Country' Setting
& Global Human Resources Accounting Prompts Specify Workers User-Defined Date #1 Uszer Date #1

@ Global Human Resources Accounting Prompts Specify Workers Uszer-Defined Date #2 User Date #2

@ Global Human Resources Accounting Prompts Specify Workers Uszer-Defined Date #3 User Date #3

& Global Hurman Resources Accounting Prompts Specify Workers User-Defined Date #4 Uszer Date #4

@ Global Human Resources Accounting Prompts Specify Workers Uzer-Defined Date #5 User Date #5

@ Global Human Resources Providers Configuration Additional Provider Features for Paproll: Certified, Union and Ré kuliple Options

All Human Resource Options Type- Must be Global &

Applies to Accounting

| Departments Set up

This feature is used to departmentalize payroll. Each worker must be assigned to a department. Even
though they may be set as an active worker, if a department is not tied to them, they will not show up in
prepare pay. A message will display on the prepare pay screen saying, “You have active workers
without a dept. assigned to them.”

This feature has two main purposes:

1. Multiple users may now be preparing payroll at the same time.
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2. Employees may be separated into departments in order to password protect different levels of
payroll information.

With departments set as follows:

Installer = Level 5

Management = Level 2

Office = Level 3

Owner = Level 1

Warehouse = Level 4

The bookkeeper who has a level 3 password will process information for Levels 3 and up (This
will include Installer, Warehouse and Office employees only). In this case all employees under
Password Levels 1 and 2 will be inaccessible to that bookkeeper.

Only those with a level 1 password will be able to process payroll for levels 1 and 2.

Procedure for Adding or Editing Departments
Click the Insert or Edit button.

o, Record Will Be Changed

DELENERRGEMERAL DEPARTMENT]

Pazsward Level [-Mane- hd

User Name [|im m

[ Inactive
DK X Cancel |

Enter the appropriate Department name. For example, to create a department for all administrative
employees, type administrative. Next, select the appropriate password level. Then choose the user to
process this department. This locks this department for this user only.

Click OK when done.
Continue this procedure for all departments and password levels.
To abort this procedure, click CANCEL.

Departments cannot be deleted unless it is not in use anywhere. Departments which have been used
can be made inactive.

Once completed, assign each employee to the correct department.

Unlocking Departments
To unlock a department so that a different user can process that department’s payroll for one
department, just edit and assign a different user. To unlock all departments, click on the Unlock Button.

1 Make sure that no one is preparing payroll at the time.

| Export Pay Vendor
This allows exporting to an outside payroll service. Select the vendor (currently only Paychex is
available, but others will be added.) Click here for details on accounting functions associated with
using an outside vendor.
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| Provider to HR Set Up
Type Must Be Global &

This feature allows posting provider earnings from the RFMS Order Entry module to the RFMS Human
Resources module AUTOMATICALLY. In order to set up this feature, account codes must be set up,
worker switches must be set up and select the Post Provider box on the Prepare Pay screen.

/A Human Resources - Provider set up @
Frovider to HR |
Drefault Accounts
W2 Accounts 1099 Accounts
Account  Sub Account  Sub
Earnings | Fl5q E [0 Earnings | 455 E [0
Hourly [ 458 E [ o0
Overtime [ 455 F8| [00
Daubletime [ 455 F3| [ 00
Eamings Store [STORE FROM PROVIDER EARNINGS =l

o 0K | & Cancel |

Accounts

There are four spaces provided to enter account and sub account codes for W-2 accounts:
Earnings, Hourly, Overtime or Double time. 1099 accounts have only earnings.

Earnings Store- Choose a specific store to post the earnings to, or choose Store from Providers

Earnings, which will pull the store information as entered on the provider’s earnings record in order
entry.

| Supplier to Use for Tax Responsibility

Enter a Supplier name in this field to utilize the Auto A/P Posting feature. If a supplier name is selected
for this field, the A/P will be posted when the Tax Responsibility report is printed.

e
i‘ 3 o

This option is for Federal Taxes only.

| Australia Accounting Set Up

Auztralia |

Emplayee Contribution ta Superannuation Fund |8IJIJ4DD ﬁl
Default Superannuation Fund

|G &J SwiaNN LIMITED ]
Employer Superannuation Expense I— ﬁl Mo Post to AP
Default Employer Percent IW
Figure: Australia Human Resource Parameters
Enter the account code for the Employee contribution to the Superannuation fund.
Enter the Default supplier for the Superannuation fund.
Employer Superannuation Expense — If a valid account code is supplied, then HR will post A/P.
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Default Employer Percent — This simply supplies HR with a default percentage for the
Superannuation Fund when the Employer Contribution Percent is zero. Presently all employers are
required to contribute 9% of Taxable earnings.

| New Zealand Accounting Set Up

Schedular — Tax withheld for subcontractors. When preparing payroll, this should be put in the
deductions section. It will not be allowed for employees.

Child Support — The government sends notification of Child Support to be withheld. When
preparing payroll, this should be put in the deductions section.

KiwiSaver — This is a retirement saving program. Employees can choose a contribution rate of
2%, 4% or 8% of their gross salary or wages. The implementation will be shown in the Prepare
Payroll section.

Private Parameters  Public Parameters |

Public Parameters apply to all workstations

Miscellaneousl Departments | Provider to HR Mew Zealand |

Account Codes (Current Liabilities)
Student Loan Account Codes
Schedular I Fa| Student Loan I Fa|
Child Support I EI SLCIR I EI
KiwiSaverI EI SLEOR I EI

Default KiwiS aver Fund

ESCT Cale Method [Deduct from Employer Cantribution x|

KiwiS aver Employer Conrbution Expense I El Mo Post to AP

—

[efault Employer Percent I 0.00%

Other necessary settings are:

ESCT Calc Method —(Employer superannuation contribution tax) Choose one of the following
two options:
o Deduct from Employer Contribution — This is the pre-2012 method which simply reduced
the amount going to the employee’s savings by the amount of the tax.
o Add to Employer Contribution — Starting in 2012, the employer can opt to “add the ESCT
on top of employer cash contributions. Gross-up the employer cash contribution and
ESCT to work out how much ESCT to pay.”
Default KiwiSaver Fund — Employees can nominate which fund they want to handle their
account. This simply provides the default fund. Click the ellipses key to select a fund from the
supplier file.
KiwiSaver Employer Contribution Expense — Depending on whether or not a valid account
code is supplied, then HR will post A/P for KiwiSaver.

Default Employer Percent — This simply supplies HR with a default percentage when the
KiwiSaver Employer Contribution Percent Individual Worker Setup
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| Specify Workers User-Defined Date #1-#5

Type- Must be Global &

This option allows you to define date fields in the worker information screen under the Date and Leave
Time Tab.

=*" Browse Workers
FE - i | s - ~
- Personnel Information for ALLEM, JASOMN
[W_ [General Informaton | Dates and Leave Time |State & Local Information " Perzonal
ark)
Sear LastPayDate  03A2/2010
Bith Date | [FFENIREEN |4 33 pears
Last Pav B Haise _ .
Hire Date EIE;"EI.'-".."EEIEIE [Fa] 7 years
Termination D ate . 3 yearz
B
B UserDate 2 [ o _ .
E Usger Date #3
g ieDae 3
B

Applies to Order Entry
| Additional Provider Features for Payroll: Certified, Union and Rate Matrix

Type- Must be Global &

With this release, RFMS is able to apply multiple rates based on many different criteria. Additional
features for certified and union payroll will be added in a future update. This requires a special access
code, so no one turns it on accidentally.
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= Additicnal Provider Rate Features @

Enable Certified Payroll
Enable Union Payroll

Enable Provider Bate M atir:

Schedule Pro - Creating Provider Records

@ Do Mot Enable Provider B ate batrix
Autoratically Search Provider Bate Matris for Clozest Match ARD Enable Selection From b atris

Oy Enable Selection From Provider Rate b atn=

Qrder Entry - Creating Provider Records
(") Do Mot Enable Provider B ate b atrix

Automatically Search Prowvider R ate b atris for Clozest Match AMD Enable Selection From b atrix

@ Orly Enable Selection From Provider Fate b atris

o OK ] [ M Cancel ]

When Automatically Search Provider Rate Matrix for Closest Match AND Enable Selection from
Matrix is selected another choice will be displayed when using the Select Provider Rate Button called
"Auto Match". If only one record is found then it will return the correct rate. If more than one match is
found then a browse will display for the user to select the correct rate.

Clear completed Pay History
Human Resources>Utilities>Clear Completed Pay History

This does not have to be run before beginning payroll for the next year, as the history file is date
sensitive. If done, it is not recommended to run this routine until after the end of the first quarter of the
next year, as doing so will delete all pay records. Do a regular backup of data files before running this
routine.

Reset Year to Date Totals
Human Resources>Utilities>Reset Year to Date Totals

This selection resets the running year-to-date totals in Human Resources based on the year in the
percentage tax tables’ screen. This is a maintenance routine. It only needs to be performed if there was a
posting problem. This procedure cannot be stopped once it begins. For a suspected posting problem,
please contact RFMS Software Support before attempting this procedure. This will be done automatically
with the annual payroll update.
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Format Payroll

Check

Utilities> Format Payroll Check
The following screen will display.

?‘E. Payroll Check Format x|
— Check Mumber — Amount
i IV Print &mount

R 573 ® | BI02E e I 1.458 33
—Pay Date —Dallars & Cents

% [ G0R2 = Y 1 4F0 = ™ Prirt Dallars & Cents

[l =rs = Eerts

- Mame & Address | = | =]

X 4835 S | = i | =
— Mame

™ Prirt Name  Check Form Size —— [ Check Position ———
7 [l= T I DH: 812 w7  Top
[ON-R PRI E & Middle
dlpha Dol!ars  Eattam
¥ Print &lpha Dollars
A 46973 N S
X and Y dinates are in th dths of an inch.
X iz measured from the left, Y iz measured from the top
Thus, 3.5 inches from the left would be X = 3500
n Set Default | @ Frint Example | f Save A Abandon

Figure: Payroll Check Formatting Screen

The X and Y coordinate on the check layout for the listed values must be specified for them to show on
the check. After each change click the Print Example Button to see the results.

Check Number- Check to print the check number on the check. — By default, this option is
automatically set. If the option is deselected, the X and Y coordinates will revert to zero.

Pay Date- Set the proper coordinates for printing the pay date information.

Name & Address- Set the proper coordinates for printing the name and address information.

Name-Check this box to print a name on the top of the payroll check. This is in addition to printing the
name and address in the payee section of the check.

JOHN Q. PUBLIC

*rxx::xT747 DOLLARS AND 38 CENTS

**xx++747 DOLLARS AND 38 CENTS

Alpha Dollars- Check this box to print the amount with dollars and Cents written out.

*rkxx+747 DOLLARS AND 38 CENTS

Depending preferences, it may also set this up to read as follows:
SEVEN HUNDRED THIRTY — TWO AND 48/100 DOLLARS

Amount-Check this box to print the amount in the format below.

Version 18.99 35



$$$5$1,747.38

Dollars & Cents-Check this box to print the amount with only numbers. This allows putting the Dollar
portion in one box and the Cents portion in another.

747 38

Check Form Size
Two options are available: 8.5 x 7 or 8.5 x 11. When one of the two selections is clicked, a picture of
the check appears in the middle of this screen to verify that the format matches the actual checks.

Check Position
Select Top, Middle or Bottom. Look at the physical check to be sure it matches.

Set Default
This option resets default coordinates and options for this page.

Save or Abandon
Be sure to save the changes made. For a fresh start, just abandon and start over.

PAYEE: BLOW, JOE

Check Date: 00/00/00
Period Beginning:00/00/00 Period Ending: 00/00/00

~Eamings™ T = Deductions

STUB

YTD Summary

012345

""" 747 DOLLARS AND 38 CENTS
00/00/00 $58$$558$747.38

JOE BLOW
1234 MAIN STREET
ANYTOWN, NY 11201

Check Date: 00/00/00

PAYEE: BLOW, JOE
Period Beginning:00/00/00 Period Ending: 00/00/00

Earnings Deductions

sﬂUB

& YTD Summary
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Some of the above fields do not have the checkbox options to designate whether or not to
print this information on the check because this information should be printed somewhere on the check.
However, zeroing out the coordinates will cause the information to not print on the check.

Print Example
By clicking the Print Example screen, the following displays. Printing an Example of default coordinates
will give a good idea of where to place the check information.

Performing a Pay

Accounting>File>Human Resources>File>Prepare Pay

If starting the RFMS Human Resources system at a time other than the beginning of the calendar year,
enter the year-to-date earnings for all employees that will receive a W-2 or 1099 for that year.

The Human Resources program gives much flexibility in that payroll can be prepared as time and
circumstances permit. It is not necessary to complete the routine at one time, as information entered is
retained individually for each personnel record. If interrupted while performing the Prepare Pay function
and that menu is exited, when selecting to Prepare Pay again and continue that process, the records
that were initially edited, but for which no check was printed, will be retained. The system will ask to
"Clear existing pay dates?” If answered "N"o, those records will be included on the pay run with the
corresponding date.

Prepare Pay Menu
File>Prepare Pay
| Employee Type

Choose All workers, W-2 Workers only or Subcontractors only. This feature is useful if performing
separate pay runs for subcontractors, etc.

| Export Provider Earnings
Click here for details.

| Release Workstation:
This function releases departments locked by other workstations so that the current workstation can
continue the prepare pay process.
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Prepare Pay Selections

File>Prepare Pay>Choose any employee type

This screen is the beginning of a pay run. Separate pay runs can be done for various types of
situations.

~ Prepare Pay Parameters @
Employee Type [&1'/orkers =] Departments to Process
For Period Ending [ 04/04/13 %

Pay Cycle Period Beginning Departrent Level Last Period End
v weekl =
Weeky . = e @ GENERAL DEPARTMENT 0 014713
Biweekly Biweekly [ 03/21132
Semimanthly Semimanthly | 040113 %
[] Manthly tonthly 03/08/13
] Quarterly Quarterly 01/05/413

Starting " orker | ﬂ

Eligible workers: 32

Post HR from Paid Providers
Benin Paid D1ate ’W
EndPaid Date [ 01/17/13 2]
Special Period ’m

Provider Post Order

@) Available Slots
(7 Top Slats [Owenwrite operation, see Help)

() Bottom Slotg [Ovenarite operation, see Help) 14| 44) 4| w|rel w1 q & 3

[\f Ok ][X Lancel

Figure: Prepare Pay Selections Screen

Employee Type
This is retained from the selection on the previous menu.

For Period Ending

Enter the period ending date. This is the reference date when printing pay/earnings reports, etc.
Shown to the right is the period date of the last pay posted. As a safeguard, a pay date cannot be
earlier than the one entered for the previous pay period or prior to the last closing date of the General
Ledger. While the system allows the pay date to be later than the current day and month, keep in mind
that these figures will be posted to the General Ledger for the date the checks are written. Unless
manually changed, the check date will default to the period ending date.

If this date is within 7 days of the New Year, HR will give the opportunity to update tax tables to the
New Year. This would be true if the Check Date is going to be in the New Year.

“» | Peiiod Ending Date [12/25/07] iz within 7 daps of 01/01/08,
o Do pou want to update your Tax Tables bo 2008 rates?

Period Beginning
If preparing payroll for workers who are paid on differing pay cycles, the beginning pay date for each
type must be entered.
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For a pay period ending on 11/30 for example; these beginning dates might apply:
Weekly 11/23

Biweekly 11/16 or Semimonthly 11/15

Monthly 11/01

Starting Worker

Click the down arrow to select from the personnel file. The first record in the file is shown. If doing a
pay for all workers, this selection is not important. If a specific worker type was selected only those
records with the corresponding type will be in this list. The number of eligible workers for this type will
be shown on the screen.

Pay Cycle

Select the pay cycle. This selection corresponds to the pay cycle on the personnel record. The ability
to select multiple pay cycles for a single payroll run was added in version 10.6.1.

Post HR from Paid Providers
This feature allows posting paid provider information from the Order Entry module directly into payroll.

First run the Final Print and Post Routine for Providers. This is done in Order Entry>Reports>Provider
Earnings.

| Selecting this option makes available the following options:

Begin Paid Date
This date is the date of the Final Print and Post.

End Paid Date
This date is the date of the Final Print and Post.

Special Period
If “Special Period” records are included in the Final Print and Post routine, these provider records will
be exported to the Human Resource module for payroll processing.

If a provider is set as a “Special Period” provider, choose to exclude all, include all or only print and
post provider records that are set as such.

Exclude: This selection keeps any Provider records marked as “Special Period” from being
paid.

Include: This selection processes “Special Period” Provider records along with all other
eligible Provider records.

Only: This selection processes “Special Period” Provider records only, excluding other
Provider Records.

Provider Post Order
A line will be created for the total paid per store code, select here where those lines will be created on
the pay screen and stub:

Available: This will start adding the lines after any lines created during previous pay runs, for example
if this person also receives a salary and that is placed in line 1. The salary line would remain.

Top (Overwrite Operation): This will start adding the lines at the very first spot, overwriting any
existing lines. Using this option any lines not coming from provider’s earnings could need to be re-
entered each time. This will start adding the lines at the very first spot, overwriting any existing lines.
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Using this option any lines not coming from provider’s earnings could need to be reentered each time
depending on where the provider’s earnings lines extended.

Bottom (Overwrite Operation): This will start adding the lines at the very first spot, overwriting any
existing lines. Using this option any lines not coming from provider’s earnings could need to be
reentered each time depending on where the provider’'s earnings lines extended.

Prepare Pay | Prepared: 0 Dept: GEMERAL DEPARTMENT Pay Date:

Earmnings Amount Store Account Sub State Earnings Amount Store Account Sub State
BN o Fsl[ sonoo B Fef[ess Fl[ fel & il L= =) =T I T
| il E el Esl = il L | T 1 |
| licl) E Eel[ [ e E il EN [ el A
| Fa] = = = | | [EermniNGPROV Fel[™  1ooa) ([T [Fe|[<55 Fal[ Al =
| Fa] EI EEIlEEl] A =] EARNING-PROV | o o460 E|[ | [Felf458 F8|[ [ol =

Figure: Prepare Pay Screen showing top, available and bottom slots.

Departments to Process
Choose one, all or a combination of departments by tagging the appropriate department.

Locked Department
If more than one user is assigned to prepare payroll, different departments can be assigned to each.
See Utilities Departments for details. Departments assigned to other users will show as locked here.

Click here for directions on releasing the workstation.

‘C"}('S‘ See Related Topics
»

Post Providers through Human Resources

Pay Preparation Screen

Worker [FIVE, JACRSON (w2) | wwieekly

Frepare Pay | Prepared: 0 Dept: SERVICE Pay Date:

Eamings Amount Store Account Sub State E arnings Amount Store Account Sub State

(BN eaf [ w000 | [0 Pl [ss pef [ E] | Falf (Ef[uaz) e[ el AL ]
[ | 5 | e | T | il 3 | e | e O |
| || L0 20T I 2 | 8] CE|[osz ] eel[”es| [ [AL
I )| 3T = I [ Fa] | T | |
I )| (| 032 jraf [~ Fe| AL = [ Fa] | e | |
I— Time Off

TD[EIE:ZHQSI :::EEE E ﬁickDayslw ﬂolidayDayslw

BFFE': 1'850 = Wacalion Days 0.00)  Other Leave lw

2 Total State Grass [ 1 200.00

Deductions Amount Store Account Sub Deductions Amount Store Account Sub

[FameRoUND Fa|  1as.00 [Tz fal[7 ol [ | i3] Nl ol
| ol Y | el | o i
| ol Y el | il Tl el
| ol | el | o T ol
| ol Y e T | o T ol

EI I Heme |« Erewinus | |- | = | | End | w7 Undo | i Pay IEP[aliminary | -Elinl | ﬂ Exit |
Figure: Pay Preparation Screen
This screen is where the information necessary to produce a paycheck for employees is entered.
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Earnings Section

The upper area is where earnings are entered. The earnings may be day, units, hours, jobs or anything
else desired. Up to 10 different descriptions may be entered.

Earnings Field

Press the F8 button to access the Earning Type Screen to select the earning type. Choose one of the
preset types or select “You Specify”, which allows typing a description into the earnings field.

< Earnings Types @

Eamings Types

() Sick Hours

. (®) Yacation Days
() Overtime Hours (") Holiday Days
() Doubletime Hours () Other Leave

Wacation Days
Mumber of Days Off 200 =
Femaining Mumber of Yacation Days: 10000

Clear Earnings Line

X Conce

Figure: Earnings Type Screen
If a worker is designated as 1099 worker, the F8 button does not apply. In that case, type in a

description of the earnings (job number, job name, etc.) All earnings will be totaled together. A
negative figure can be entered to reduce gross earnings and attached taxes.

This screen allows specifying the type of earnings for a pay amount. Click one of the options to select
it.
You Specify

This selection allows typing in any description. If this option is chosen, enter the amount of
earnings in the hours/amount fields as a dollar amount.

Regular Hours

If this option is chosen, enter the actual number of hours worked in the Hours field. The number
of hours is multiplied by the hourly rate that is on the worker information record. This option is
only available to hourly workers.

Overtime Hours

Same as Regular Hours, except that the number of hours entered will be multiplied by 1.5 of the
hourly rate entered on the worker information record. This option is only available to hourly
workers.

Doubletime Hours

Same as Overtime Hours, except that the number of hours entered will be multiplied by 2 of the
hourly rate entered on the worker information record. This option is only available to hourly
workers.

Sick, Vacation, Holiday and Other Leave

If one of these earnings types is chosen, a box will pop-up displaying the remaining of that time
as entered in the personnel file. Then enter the number of days taken during this pay period.
That figure will then appear in the appropriate field on the right hand side of the screen in the
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time off section. Once this pay has been run, the personnel record will reflect the adjusted YTD
days remaining.

The total amount for which the individual is being paid must still be entered on the top
"Earnings" portion of the screen. This is because an employee may be allowed to take time off
for which they are not paid, but these days will still need to be tracked.

YWacation 0aps

Murmber of Daps Off I 0.00 3:

R emaining Murmber af Y acation Days: S0.00

— Time Off

Sick Days I 000/ Holiday Da_l,lsl Q.00
"Wacation Dlays I .00 Other I:eavel 000

Hours/Amount

The name of this field will display as "Hours" for employees designated as an hourly worker and the
numbers entered will be considered as hours (partial hours may be entered as decimals). If the worker
is designated as a salary or subcontract worker, the field name will display as Amount and the numbers
entered will be considered as dollars.

If a worker is designated at a 1099 worker, the F8 button does not apply. In that case, type in a
description of the earnings (job number, job hame, etc.) All earnings will be totaled together. A negative
figure can be entered to reduce gross earnings and attached taxes.

Ehese earnings can be exempted from taxes.

Store

Enter the store code or click F8 to select from the store list. This entry will remain as set for future pay
runs until it is changed.

Account

Enter the general ledger expense account where the gross earnings amount will be debited. Click F8
to select from the chart of accounts. This entry will remain as set for future pay runs until it is manually
changed.

Sub

Sub-account code. If sub-account code reporting is desired, enter the sub account code here. Sub
account code "99" will amortize an individual's earnings and taxes among all stores. Some users
designate a sub account code for each employee.

Earnings/Taxes/State

The total gross earnings and tax information as calculated from what was entered above is displayed
here. For subcontractors make sure to enter the correct earnings state here, especially for earnings in
more than one state.
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Deductions Section
Click the F8 button next to the Deductions field to access the special deductions type screen.

2”3. RFMS Pay Preparation for Hovember 17, 200 1'

Worker |BLACK, KIARS [w-2] = Biweskly Hourly - Rate: $12.00
Prepare Pay I Prepared: 0 Dept: ADMINISTRATION Pay Date:

Earmnings Hours Store Account  Sub State Earnings Hours Store Account Sub State
[REG.HOURS  Fe|[~ =000 E|[100) jFa|[53000) k8l oL =1 | el LE 700 k8] Fall Al =

[ ol 3 ol o O 8l 0 o |
[ ol 7 o o 8] 0 B |
[ ol | ol o 8l 0 o |
[ ol | ol o 8l 0 o |
Taw Earicos |1 speciveducton e RIS

Federal 7EE.00 F i
FiCh = Please specify Special Deduction Type | [Jther L—EEVEI 0.00
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Figure: Prepare payroll with deductions type screen.

This screen allows specifying a deduction that reduces the amount of net wages. Choices are:

Special Deduction Types

You Specify

This selection allows entering a miscellaneous deduction. The deduction is entered as dollar amounts.
The miscellaneous deductions fields provide a flexible way to care for human resource needs.
However, it is recommended to be consistent in naming miscellaneous fields. For example,
Miscellaneous Deduction #1 could be bookkeeping on each pay record, #2 could be warranty, etc. The

advantage is that the line-by-line ledger report will be easier to read if all similar deductions appear in
the same column.

Accounts Receivable

The A/R deduction type allows deducting a dollar amount from an employee's check for outstanding
balances that are on an invoice in Order Entry. Very useful for employee purchases, installation
supplies, etc.

A receipt register will be chosen on the Print Pay Checks Parameters Screen.

1. Select Accounts Receivable Deduction. The accounts receivable pay deductions screen will
appear.

|71 Accounts Receivable Pay Deduction =0 =R
- A RNEa [ Fiter by Name ] Show Balances Only  Payment Amount $0.00
Order Number - Customer Name
Search Didler Number
Store OiderNo  Customer Name Order Date  Delivered  Inwoice Total Balance Invaice Type
1" | CG302595 | APLIN, GORDON 04412113 9245966 $2.458.66) Original
1" | C6302620 | APLIN, GORDON 06#11/13, $2.267.56  $2.267.56| Oiiginal
| CG401010[APLIN, GORDON 06/20/14) 065 0.5 Original

G501963 | APLIN, GORDON $3.744.67 $3,744.67| Original
CLAODD4 APLIN, GORDON 02/07/08 Claim

WD ] < >
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2. Select a customer invoice from the Order Entry file to deduct a dollar amount from an
employee's pay to satisfy a debt owed to the company. Click on the Order Number tab to
search by invoice number or click on Customer Name tab to search by the name as entered on
the invoice.

“Filter by Name” checkbox
This checkbox will default to being checked which means only Orders that match the name of the
worker will be viewed. By unchecking this box, the user will be allowed to look for other Orders.

Show Balances Only
Check this box, to view only invoices that have a balance (positive or negative).

Payment Amount
Enter the amount to deduct from the employee's check for the current pay or click on the Entire Amount
button to automatically insert the balance shown on the highlighted customer invoice.

o After entering the payment amount, press <Enter> to go back to the Prepare Pay screen.

¢ If the subcontractor (any type worker may have this type of deduction) purchases installation
supplies and/or tools, that sale can be written up and entered as a regular order to that
subcontractor. Earnings deductions can then be made to satisfy that debt. To do so,
identify a miscellaneous deduction by the corresponding Customer Order number. Entering
a GL account code for Accounts Receivable will trigger the system to pull up the following
screen:

¢ Making the required entries on that screen will post a payment to that invoice at the time the
checks are printed. The Customer Order must be entered in the system prior to making the
pay deduction.

e ltis possible to enter a negative deduction, thereby raising the employee's take-home pay
by that amount. This might be useful in the case of a cash advance. The cash advance
amount to an employee for a "draw" must be tracked by the pay clerk. However, settling up
can easily be accomplished through the miscellaneous deductions field.

e |f a payroll check is voided which included AR Deductions, post a negative discount for the
amount that was deducted using standard (cash/check) receipt register and code to AR
account code on the order.

e The posting to A/P during a payroll run now posts to the journal at transaction time instead
of in a month end summary. This transaction will be marked PR-A/R DEDUCTION on
General Ledger reports. Printing the Pay History Detail Report will continue to show exactly
which Order(s) were deducted.

¢ When an A/R deduction is made; it uses the A/R account on the screen. When payroll is
printed, it resolves to the proper account code whether A/R, Customer Deposit, or Mill
Credits Due.
Personal Deduction

A personal deduction is entered on the Worker Information Screen. Set the deduction up on that
screen before it is displayed during Prepare Pay.
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1. Select Personal Deductions. The following screen will appear.
x|

' Select & Cancel |

2. This screen displays any personal deductions that have been entered on the Worker
Information screen. Deductions may not be added, edited or deleted on this screen. Instead,
click on File, Worker Information, personal deductions tab to make any changes or additions.

Clear Deduction Line
This allows clearing a deduction that was entered on a previous payroll run.

Earnings Exemption
Click the R button next to the Amount field to access the Earnings Exemption screen (displayed below)

x
Worker [ANDERSON, MARY [W2) =l Weekly Salaried+Commission
Prepare Pay I x| Pay Date: / /
Earnings Amount Exemplions —————————— Amount Store Account  Sub
[oTHERLEAVE | Fe|[” soood E| ™ Federal I 8l B3 | = .
[HOC DAYS el E] I~ Fica I Fa ET FEll =
I el E| | T MDState [ Fal ET s e[
I il El | T Gasue Sel Al ] I3 | T |
I icl]| El I Local Clear &l el T rell Eell
Tatal Earrings | E00.00 D ¢ Bick Diaps | 0.00 Holiday Days | 0.00)
Federal 500.00 GAS V0K K Cancel | bion Days | 000 Other Leave| 000
FICA 00,00 Locar T T | 0
Deductions Amount Store Account Sub Deductions Amount Store Account Sub
[FERCENTAGE | F8| P!Deducl@'T = ) o | Fa R FEl =
| | JGH | | i | I Falf ;| | I | I
| 8 | I | I | | | I |
I 8] | I | il S| I N |
I 8] | I | fil)| | | I |
e e T T e [T | e |

This screen allows exempting the wages entered on this line from one or more tax withholdings.
Wages can be exempted from federal, FICA, state and local taxes. If earnings are exempted from any
one of these taxes, the letter R on the button will change to red. This indicates the earnings are set for
exemption to eliminate mistakes.

Deductions Fields
When information is pulled in from one of the Special Deduction Types, these are the resulting fields:

Deductions
Gives the Description of the deduction.

Amount

For:

You specify this will be the amount typed in.

Accounts Receivable Deduction this will be the amount chose to apply.

Personal Deduction this will be the preset amount which was set up on the Worker Information
Screen.
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R (Exemptions)
Click this button to see the wages from which this deduction is exempt.

Store
F8 to Choose the store to apply

Account
Sub Account

Payroll Buttons:

H Save the current worker’s prepare pay selections or restore the previously saved
selections.

M Home Displays the first record in the file for this pay run.

44 Frevious Displays the previous record in the file for this pay run.

e Nest Displays the next record in the file for this pay run.

M End Displays the last record in the file for this pay run.

|

v Undo Undo all changes made on that screen only

Marks this worker to be paid. All wages and taxes are calculated and the net
pay information screen Pay Information Screen is displayed. The button toggles
to Unpay. A check will be printed.

Undoes the calculations performed when the pay button was clicked. Use when

|hpay
needing to change the pay information before printing a check.

18

73] Preliminary Print the Preliminary pay reports Preliminary Pay Reports Screen. Allows
viewing and/or printing pay stubs, detail and G/L distribution reports. Normally
this step would be done after entry for each employee that is to be paid is
completed.

‘] Print Print pay checks Print Pay Checks Parameters, makes all final postings to
subsidiary files and prints the final detail and distribution reports.
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Pay Information Screen

When on pay is clicked on this worker, the Pay Information Screen is shown.
HFMS Pay Pieparation for October 19, 2009

Worker [ELACK. KIARA (w2)

= Biweskly

Hourly - Rate: $12.00

Pay Infarmation | Prepared: 1

Dept: ADMINISTRATION

Pay Date: 10/19/09

GROSS EARNINGS:

$960.00 NET EARNINGS:

$738.30

Federal Tax:

25.00

Tatal State Tax: 34.60

State Tares:

Biweskly/Manied/0 Dependents

Lacal Ta:

FICA Tan

401K,

96.00

Medicare Tax:

FUTA Tax

Total Deductions:

& :ﬁdTLTax'é's.,'I

221.70

| 2 P | o ben

=l =

I

| @ urey

| 53] Preiminay | 1

| Erint

ear

e |

Figure: Pay Information Screen

This screen shows the detail for the employee's pay for this period. Shown are all gross earnings,
calculated taxes, deductions and net earnings. Itis a preview screen, allowing entries to be checked
before printing a check. Any withholding taxes may be edited by clicking on the Edit Taxes button. If
something is incorrect, click the un-pay button to make changes. After changes are made, simply click
the Pay button again to return to this screen.

Click next to move on to the next worker, or if preparation is completed, click preliminary to view the
preliminary payroll reports.

Edlt Taxes Screen

Select the Edit Taxes button

Eederal Tax I Eﬂ!ﬁ

State Taxes

0.00
0.00

AL Tax I 3|.a7

Percentage Taxes

FICA Tax | 5952
Medicare 13.32
FUTA Tax | 0.00

Loeal T I—EIEIEI

W 0K I # LCancel |

Figure: Edit Taxes Screen

This screen allows manually overriding the calculated withholding taxes for the current pay run. Type
the new amounts over the old amounts. Be careful with this option, as it affects the tax liability for the
employee. Click OK to save the changes.
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Preliminary Pay Reports Screen
Select the Preliminary button

Stubs per Page I 3

Prirt Order
& Mame Order " Department / Mame Order
I™ Eject Between Departments

™ Print Department Name

¥ Detail Reports

[+ G/L Digtribution Report
|'G.n’|__ Feport Order

% Storeddccount Cods ¢~ Account Code/Stare

Register [10150 - EFT CLEARMIMG ACCOUNT =

[V Pause between reports
[~ Preyiew

Fritt X Cancel |

Figure: Preliminary Pay Reports Parameters

This selection will print a copy of the check stubs of those employees who have had their pay
information processed as above. This procedure is very useful in determining exactly how the pay run
will look before actually printing the paychecks and permanently posting files. Figures will appear as
they would on the check stub with projected year-to-date figures, although nothing has actually been
updated in the pay files as of yet.

Preview Stubs
Click in this box to view or print the check stub. This will require letter sized paper.

Stubs per Page
Up to three stubs per page are allowed.

Print Order

Choose to have actual checks printed either sorted by name only or by Department or then name order.
This is useful for larger companies who have departments located in diverse areas. Choosing Eject
between departments separates the departments.

Print Department Name
Checking this prints the actual Department name on the top right hand corner of the check.

Detail Reports

Click in this box to view or print the preliminary line-by-line detail report showing check number, gross
earnings, deductions and net earnings for each employee. In addition, an itemized listing of all
miscellaneous deductions is generated. This will require Letter Size paper.

G/L Distribution Report
The General Ledger Distribution Summary shows all the accounts that will be posted when the checks
are printed. The report may be sorted by either Store/Account Code or by Account Code/Store.
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Register
Select the register used to pay workers.

Pause between Reports

Click in this box for an opportunity to view/cancel/print each one of the three reports. A message
appears in between the printing of each report, requiring clicking OK to continue.

Preview

Click in this box to preview the preliminary reports on screen. From there, either click the Printer button to send
the reports to the printer, or click the exit button to quit.

If there are any errors, go back to Prepare Pay and edit those records at this time. The preview pay report may
be run as many times as needed until the pay is correct.

Once this report looks correct, it is time to print paychecks.

Click the Print Button

Print Pay Checks Parameters

", Print Pay Checks - kim

Paramneters |Check Setup I

Check Register [110 - CHECKING - REGIOMAL =l ‘E_J
Feceipt Register |ITERGEINEEE ]
Period Ending Im
Check D ate Im EI

Check Number I 074340 33 [Last Check in File: 074533)
" Check Print Order

&+ Mame Order " Department / Mame Order

[ Print Department Mame
™ Piint Check Mumber  A/P will be posted
[ Pause between reparts [ Preview

Copies of each Check I 1 3:

Print Ta D [Print Mask, (e 50043046769 =l
Check Printet [/:dobe FDF ]
Proider Printer [ 4dabe PDF ]
Fiepart Printer: Adobe PDF
Perpetual Report
[ Print Perpetual Fieport
Bepmt hpe
’7 ) [Vetai ) Smman & Bt |
¥ | GrandTiatal Page
Ferpetusl Frnten| 4dobe FOF _|

— Detail Repart Order
& name [Last, First] ) orken | = Check Mumber

~ G/L Report Order
& Storedfccount Code € Account CodedStore

éE Eririt I A Cancel |

This screen allows printing the paychecks for the current Prepare Pay session. After the checks print,
all applicable postings are made.
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Check Register
Click the down arrow to select the check register used for Human Resources. If there is only one check
register in the system, this selection will not be applicable.

Receipt Register

If any Worker being paid has an A/R deduction, it will be necessary to specify a Receipt Sequence
when Printing Checks. Click the down arrow to select the receipt register to be used for Accounts
Receivable deductions.

Period Ending
This date corresponds to the date entered when the Prepare Pay procedure was begun. The period
ending date may not be changed at this point in the process.

Check Date
The check date defaults to the system date, but may be changed if necessary. The check date is used
as the posting date for the general ledger. Click the F8 button to access the on-line calendar.

Check Number

This should be the number on the first check to be used for printing. Be sure to physically look at the checks being
loaded into the printer and verify that the starting check number is the same as entered. The last check posted in
the check register is shown as an additional reference. If there is a gap in numbers, find the missing checks and
post them in the appropriate place before continuing. Cancel this screen and re-enter the screen after the missing
checks have been posted in order to update the Check Number field.

Check Print Order
Choose to have actual checks printed either sorted by name only or by Department or then name order.
This is useful for larger companies who have departments located in diverse areas.

A/P will be posted

If these words appear in blue in this area, that indicates the parameter selection Supplier to use for Tax
Responsibility has been completed and the Federal tax liabilities (Federal Withholding, FICA, Medicare)
from the Tax Responsibility report will be posted to an A/P.

Check Boxes

Print Department Name
Checking this prints the actual Department name on the top right hand corner of the check.
Print Check Number

If using checks that are not already pre-numbers, click in this box to have the check number printed on
the check. Otherwise, be sure this box is not checked.

Pause between reports
Click in this box for the opportunity to view/cancel/print each one of the three reports. A message
appears in between the printing of each report, requiring OK to be clicked to continue.

Preview

Click in this box to preview the preliminary reports on screen. From there, either click on the Printer
button to send the reports to the printer, or click the exit button to quit.

Copies of each Check
Enter the number of check copies to print
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Print Tax ID
Choose to Not Print, Print the Full Number or to mask all but the last four digits.

Print Tax 1D

Print Full [ex: 123-45-6783]
Print b azk, [ex seos-red-67E9

Check Printer
The Windows default printer will appear here. To print checks on a different printer, click the ellipsis button. The
Report printer name appears just below the Check printer name. Note that the printer selection for checks may be

changed. That way, checks may be printed on one printer and reports printed on a different printer.

Provider Printer

The printer shown is the default printer selection as set under File, Print Setup. Select a different printer
for the Check Printer to print reports on one printer and checks on another. This report is similar to the
Print and Post Provider report printed from Order entry.

Report Printer

This is the default printer selection as set under File, Print Setup. Select a different printer for the
Check Printer to print reports on one printer and checks on another.

Perpetual Report

Check to print the perpetual report now or it can be printed separately from pay history reports. The
options which stay until manually change are kept separately here and in pay history so each can be
customized for a slightly different report.

After checking the following options become available.

Report Type:
Detail, Summary or Both

Grand Total Page:
Check in the box for this page.

Perpetual Printer:
The Windows default printer will appear here. To print checks on a different printer, click the
ellipsis button.

Detail Report Order
Click in one of the sort order boxes to select the report order.

G/L Report Order
Click in one of the sort order boxes to select the report order.

L= Even if paying workers for multiple stores, only one check per worker will print.

When all selections are completed and satisfactory, click the print button a preview of the first check
will display.
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Check Setup
Click the Check Setup Tab.

This can be done at the time of check printing or from Human Resources> Utilities> Format Payroll
Check.

Parameters Check Setup

Form Size
Stub Oater
B | ®g1/2 1
=
- = : Check Position
... R | O Top
Stub (®) Middls
() Battom
[ Prirt Yerbose Dollars
Ewamnple; = 122 DOLLARS AND 38 CENTS
Pririt MICR
Check Font
Set Font Drefault Font

Current Fant: Arial, Size: 10
Check Font Example

X Cancel

Figure: Check Setup Screen

This screen allows specifying the type of check used for paying workers. This setting is made only
once and remains until it is manually changed.

Clicking in one of the selections, displays a picture of the check using the current selections to verify
that the selected check that matches the actual check.

Eorm Size

Two options are available: 8.5 x 7 or 8.5 x 11.

Check Position

Select top, middle or bottom depending on the actual check configuration.
Check to Print

This selection is only valid in the case of a customized check configuration done by RFMS. If using a

non-standard check, contact RFMS for more information regarding custom configurations. RFMS uses
by default a standard type of check that may be purchased through NEBS. www.nebs.com or 1- 800-
388-3810 RFMS code 80831.

Print Verbose Dollars

Clicking in this box, will cause the dollar amount on the check to be spelled out. For example, $552.90
would print out as FIVE HUNDRED FIFTY-TWO and 90/100 DOLLARS. If not selected, the amount
would print out as ******552 DOLLARS AND 90 CENTS. This selection is just a matter of preference.
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Print MICR

Once the MIRC is Configured under Accounting>Utilities>Configure AP Checks, payroll checks can be
printed on blank check stock.

RFMS can print the Company Information and the MICR routing information on the check. The correct
font must be purchased and installed before printing.

=9

G"‘. Holes:

This information will only show up on printed checks. It will not show up on emailed PDFs of checks
since these checks cannot be deposited.

©

From http://banking.about.com/od/checkingaccounts/a/printyourchecks.htm

Bank information needs to be printed with magnetic ink. Finding magnetic ink is not simple at
your local office supply store, and it's more expensive. Computers with magnetic readers read
the account information off these checks to speed processing. If you print your own checks
without magnetic ink, you run the risk that the check will pass through a non-optical reader.
Then, the check has to be processed manually. Manual processing can result in a fee for you
and/or your payee, as well as slower payments.

Check Font
The Default font is Arial Size 10. Clicking the set font Button allows customizing the font, font style etc.
for checks.

Choose Check Font 2 x|
Font: Font style: Size:
tarial Elack Eold 12 [ o |
I fial «| RN M -
Bold Italic 11 2l canca |
Arial Marrow Fegular J
T Anial Unicode MS Italic 14
g Arizona 16
B733-Deco 18
' Ear Code =l o =
rEffects————— [ Sample
[ Stikeout AaBbYyZ
" Underline a yez
Color:
I- Black vl Seript:
This font style iz imitated for the display. The closest matching style
will be uzed for printing.

Figure: Choose Check Font Screen
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Printing the Checks
Once the parameters and check are format set, click the Print Button.

Depending was chosen on the previous screen, a preview of the checks to be printed will display.

Preview Check

YOUR BaNK NAME HFRE

PRODLICT - ¥I02311 123 MAMN . STREET 5513
YOUR FIRM NAME HERE GIFY. SIATE AND ZIP
123 MAIN STRETT  PHONE 1234567
YOUR O, STATE AND 2F 12.3087 1122 CHECK NO 7243
QulE MAQUINT
***%x4,068 DOLLARS AND 22 CENTS 10/15/09 $$$9$$$%$1,068.22
Ay YOI
tats JACKSON FIVE _
124 MOONWALK STREET John Q. Public
BEERRY, AL 35546 LI FEAIS BTG AR

>§mglel3heck > Continuous Print | X Abandon |

. Choose single check, continuous print, or abandon. Print just a single check at a time until
comfortable that checks are loaded properly and the printer is working, as it should. Doing so will allow
monitoring the routine and make any necessary adjustments to the printer. Continuous print will
automatically print all checks without pausing for confirmation.

o As the printer will run slower than the screen, only after all checks have been printed properly,
answer "Y"es to the related inquiry. Doing so updates all General Ledger, pay history, and checkbook
records. If for some reason the checks have not printed properly, answer "N"o at this time and the
routine will be abandoned. No records will have been permanently changed. However, the pay will
remain "prepared." Then void the misprinted checks and rerun the pay, denoting the new starting
check number.

. After the checks have been printed and while the computer records are being updated,
remove the checks from the printer and load it with large paper.

The following management reports will then be printed:

e Line-by-line ledger showing check number, gross earnings, deductions and net earnings for
each employee.

e An itemized listing of all miscellaneous deductions.

o General Ledger Distribution Summary showing all the accounts posted by the Human
Resources program.

e Employer's Tax Responsibility, showing FICA, state unemployment, and FUTA taxes owed
for each eligible employee paid.

o After these reports are printed, the computer will post the new year-to-date figures to the
files and that pay session will be completed.
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Posting Payroll

When all checks have printed, a series of questions will display before the payroll is posted to the
general ledger.

Ready to Post Pay
9 ITIS SUGGESTED THAT YOU ALLOW ALL CHECKS TO FRINT BEFORE COMTIMNUIMNG.
-
i Have all Checks properly printed?
Ne |
Pay Reports I
Ready to print Pay Detal Reports
] theze reportz require Letter Size paper
Destination Printer; Adobe PDF
Pay Reports
Ready to print G/L Distribution Repart
] thiz report requires Letter Size paper
Destination Printer; Adobe PDF
Pay Reports <]
Feady to print Tax Besponsibility Report
] thiz report requires Letter Size paper
Destination Printer: Adobe PDF

Voiding a Pay Check

Accounting>Banking>Add/Edit Checks>Void Check icon located on the toolbar.

When voiding a check from Human Resources that has already been posted to the system's file, the
computer will automatically post the proper journal distribution. When voiding a paycheck, all pay
history reports will automatically be corrected. In the past, this was done by just negating the original
numbers and marking them with a V. Now a positive entry is left for the original check and a negative
entry is made for the void, leaving a net zero. This leaves a better accounting trail. The only time
amounts will have to be manually edited is when there was an accounts receivable pay deduction. In
that case, notice when viewing the receipts for that corresponding invoice that there is still a receipt for
the pay deduction. Post a negative discount to the invoice to which that deduction was applied to
correct its balance. In this instance, that discount should be posted to the G/L account for accounts
receivable.

Voiding a check will post a debit to the bank and a credit to the account to which the check was
originally coded. The journal will use the check date of the reversing void entry.
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Outside Pay Service-Providers Earnings Export

With version 10.5.6, RFMS began integrating the exporting of provider’s earnings with the external
payroll service, Paychex. Other providers will be added.

Set up the Payroll Service
>Utilities>System Options>Human Resources>Accounting>Export Pay Vendor
Select the vendor (currently only Paychex is available, but others will be added.)

Export
Human Resources>File>Prepare Pay>Export Providers Pay

?“'_-. Export Provider Earnings for Paychex

Export Provider Earnings for Paychex

Begin Paid D ate Im EI Departments to Process  Parameters |
End Paid Date Im el Eamings Codes
Specisl Period [Exclude x| ChentD[
Pay Date [ 03/29/102] Fé Begular [
Owertime I—
Doubletime I—
Ezport Path |E:\Documents atd 5 ettingsKirn FFMS_COMy Docurnents

Export File: _ta. k=t — | X Carcel |

Figure: Export Providers Screen
Begin and End Paid Dates and Special Period are the same as when preparing “Post HR from Paid
Providers.” Pay Date will be posted in the export file.

Parameters Tab

Before the first export can be done, these parameters must be complete. These values will depend on
the pay service. Client ID can be up to six alpha numeric characters. If changing from one payroll
service to another, the existing parameters will be wiped to insure the new ones are set properly.

Departments to Process Tab
Select which department(s) to include in this process. If there are any departments currently being
processed in regular HR, the Export Provider Earnings process will not proceed.
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Process

?"_-. Export Provider Eamnings for Paychex
Export Provider Earnings for Paychex

BegPadDe=]  01/01/50 2] 2] Wotkers toPost |

bt Faid|ate: | 043303105 EI ‘whorker (D] Mame
SpenE| Bentd IE:.:clude vI - T-IIIII"TH I ]
Feyliate | 03729102 A : ML S0l
Frint Options
Fieport Type
* Report
¢ Remittance
¥ Preview Feport
Deselect Workers to erclude from Post $20.309.80

Ezport Path | C:ADocuments and SettingsiKim BFS_COMYMy Documents _I
Export File: 1_ta.tut —

Post A Cancel |

Figure: Workers to Post Screen
Worker ID column: From the worker information file

Deselect Workers to exclude from Post: Note how all the workers are selected and their
earnings total in the rightmost column. Click on a worker in this list to deselect and the total will change
to match.

Print Options, Report Type: Report or Remittance.

Report

Page 1 DEMO DATA
052510 Installation Date (Begin: 01/01/80 End: 04/30/10)
1:35PM Pay Date: 03/29/10
Order No. Installed Work Order Producrt Code Eamnings Type Eamnings  Customer
Name: SMITH CARPET LAYERS, INC.
CG900034  03/03/09 62 - VINYL LABOR Regular 13,125.00 WINWOOD, RON

$13,125.00
Name: SMITH, BRENT
CG900063  03/02/09 61 - CARPET LABOR Regular 37.50 CUSTOM DESIGNS AND BUILDINGS
CG900069  03/03/09 61- CARPET LABOR Regular 3,689.50 MEDFORD MEDICAL CENTER
CG900092  03/02/09 B6 - VCT LABOR Regular 750.00 SCOOP, JASON

$4,477.00

GRAND TOTAL $17,602.00

Remittance
The “Remittance” option prints the same information except each worker starts his own section on a
new first page.

1. Post Providers Earnings

Export Path: The ellipsis button at the end of this parameter will allow the user to select where to
put the file. This selection is sticky, so it will persist from session to session.

Export File: The name of the export file is hardcoded for consistency.
After reviewing reports, the next step is to post.

Click the Post Button.
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Confirm before postin
Export Provider Information

?/ Past Provider information to Paychex [mport file?
-\‘-.

Tes

Figure: Confirm Posting Screen

The next screen gives a chance to copy the path and filename as shown to the Windows clipboard.
This provides an easy method to user Windows Explorer to retrieve the file.

Paychex
! "_l., C:ADocuments and Settingzhkim. BFMS_COMYAY Documentzh_ta st file created.

Clipboard |

Reports

Output to File (For All report options)

Click in this box to print the report to a Comma Delimited (.CSV) text file. Enter a name of the CSV text
file in the next field. A CSV file can be opened by many other programs, such as Excel)

Voids
In version 10.5.4, Voids of Payroll checks are shown so that the original check is now visible as a Void
and the reversing Void posting is visible. This was done for accuracy in reporting. However, some have
expressed the desire that reports ignore voids as has been done in the past. To accommodate these
clients an "Exclude Voids" check has been added to the parameters of the following reports and one
procedure:
l. Reports
a. Pay History Reports
Detailed Listing
GJ/L Distribution
Hourly
b. Compensation Report
c. Quarterly Report
941 Quarterly Report (printed)
California — Electronic
d. End of Year / Reports
Washington State Comp Report
II.  File>End of Year>Generate W-2 & 1099 Information
All the report screens mentioned above have the check box; the Worker's Compensation Report
Screen is shown as an example.
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?"{-:. Worker's Compenszation Report

n2/mAn=] Fa
n2/28110=] Fa
0.000%=]

r
ot e e
u

Pay History Reports
Accounting>File>Human Resources>Reports>Pay History Reports
This screen allows printing pay history reports using the following parameters.

", Pay History Reports

- AllWorkers - =]
01/mA0=] | Fal
12/7/10 2] | Fa

==

Figure: Pay History Report Parameters
First check the Report Type.

Detailed Listing Report
Click here to print a line-by-line listing of earnings and deductions.

Print State Gross and Withholding Detail
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G/L Distribution Report

Click here to print a general ledger report of postings made. Select a sort order by clicking in either the
Store/Account Code or Account Code/Store.

Hourly Report
Click here to print an hourly report, sorted by either Pay Date or Employee Name.
Report Type

Choose either summary or detail for the Hourly report. Summary will show total hours worked for all
employees and detail show total hours for each employee.

Eject after each Pay Date

Click here to print each pay date that falls between the date parameters on separate report for the
Hourly report. This option is not available summary was selected as the report type.

Output to File

Click in this box to print the report to a Comma Delimited (.CSV) text file. Enter a name of the CSV text
file in the next field. A CSV file can be opened by many other programs, such as Excel, etc.)

Perpetual Deductions Report

This report allows printing a physical listing of all Perpetual Deductions made in the RFMS system.
Check the box to include Active Workers Only

Report Type

Choose detail, summary or both for the Hourly report. The summary report includes a summary listing
of the deductions taken for each worker. The Detail report includes an itemized listing of the deductions
taken.

Grand Total Page
The summary report includes a summary listing of the deductions taken for all workers by account
code. As the name implies this report does not take into account the start and stop dates

After choosing the particular history report, then choose the Parameters to choose the data to
include on the report.

Report Layout
Following is an example of how the report prints. The Amount is totaled at the bottom of each different
Perpetual Deduction.
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Detalil

Page No. 1 RFMS, INC.
11/06/08 PERPETUAL DEDUCTIONS
3:40PM JUNGLE, GEORGE

Dept: GENERAL DEPARTMENT
Description Account Sub Date Amount Description
401-K 240 61 08/21/08 310.83 POSTED FROM PAY HISTORY
401-K 240 61  09/04/08 310.83 POSTED FROM PAY HISTORY
401-K 240 61 09/18/08 310.83 POSTED FROM PAY HISTORY
401-K 240 61  10/02/08 310.83 POSTED FROM PAY HISTORY
401-K 240 61 10/16/08 310.83 POSTED FROM PAY HISTORY
401-K 240 61  11/04/08 310.83 PAYROLL DEDUCTION
401-K 240 61  11/05/08 310.83 PAYROLL DEDUCTION

$2,175.81

Summary
Page No. 3 RFMS, INC.
11/06/08 PERPETUAL DEDUCTIONS
3:40PM JUNGLE, GEORGE

Dept: GENERAL DEPARTMENT
Description Account Sub Date Amount Description
Worker Total Detail
Description Account Sub Deducted Max
401-K 240 61 $2,175.81 $152,999.95
BCBS 242 61 $461.52 $100,000.00
Grand Total
Page No. 4 RFMS, INC.
11/06/08 PERPETUAL DEDUCTIONS
3:40PM GRAND TOTALS
Description Account Sub Date Amount Description
Grand Total Detail
Account Name Account Deducted
401K EMPLOYEE WITHHOLDING 240 $2,175.81
CAFETERIA-BCBS 242 $461.52

General Parameters
Worker Name

Select either All Workers or a specific worker by clicking on the down arrow.

Start and Stop Dates

Enter the range of dates to print. All pay period ending dates between these ranges will print.

Tax Type, Union Type, Hourly Type
Select the appropriate worker types to customize this report.
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Department

Click the arrow to choose all departments or a specific department for reporting. As of version 11.1.1, if
workers change departments, the pay history report now reports on the department the worker was in
at the time of the payroll, not their current department. This will be available with payrolls from this
update forward. Because of this departments cannot be deleted unless it is not in use anywhere.

Ignore Voids

In version 10.5.4, Voids of Payroll checks are shown so that the original check is how visible as a Void
and the reversing Void posting is visible. This was done for accuracy in reporting. However, some have
expressed the desire that reports ignore voids as has been done in the past. To accommodate these
clients an "Ignore Void" check has been added to the parameters of this report.

Preview
Click in this box to view the reports on the screen before printing.

Tax Responsibility Report
Accounting>File>Human Resources>Reports>Tax Responsibility
This selection prints the pay history reports for the date ranges chosen.

Begin and Ending date: Dates of the payrolls to be included on this report, not the check date
Year to Date Adjustments are included on this report.

Compensation Report

Accounting>File>Human Resources>Reports>Compensation Report

This screen prints a worker's comp report, using the compensation codes as set in the Worker
Information screen. When printing this report between specified dates, enter the "experience modifier."
This is a figure determined by the state based on previous records and number of insurance claims
submitted. This may not be applicable to all users.

Exclude Voids

In version 10.5.4, Voids of Payroll checks are shown so that the original check is now visible as a Void
and the reversing Void posting is visible. This was done for accuracy in reporting. However, some have
expressed the desire that reports ignore voids as has been done in the past. To accommodate these
clients an "Ignore Void" check has been added to the parameters of this report.
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Quarterly Report

Accounting>File>Human Resource >Reports>Quarterly Reports>941 Quarterly Report Printed

Start Date [ WARDGRAN = Fé|
Stop Date [ 03/3171051 Fg

Valid Quarter Period
¥ | Eompute uarterl Extensians

 Sort Order
& Mame

55 Mumber
— Social Security Exempt

MNumber First F'aidl 341, Line Ba | 5ac instructions for defiritions of
Mumber 41l Paid I 541, Line Bb qualified employee and
Toatal Exempt Wages I 941, Line Ec EEM el
= CERA Eremium&esstance Payments
Ticta Paymentsl 341, Line 12a Orly for 2nd Quarter of 2010
T it hdividesls I 341, Line 12k

= Srocial Erecurnty Exempt - b anch 1951
[ urmten Faid I 941, Line 12c

Tatal Exempt Y ages I— 941, Line 12d
Tax Rate Year Im
[T Exclude Voids
[ Output to File [Comma delimited S5V format)
Export File Wame| 0T RPAY.CSY

V¥ Preview
[ Print Green Bar Repors reguire £ agal-seed paper

u Beset Parameters | @ Edit Parameters | lQEnnt—l & Cancel
Figure: Quarterly Report Options

This selection prints an earnings report that is suitable for helping calculate quarterly payroll tax liability.
The tax rates for either the employer or the employee may be edited for this report. Doing so will affect
this report only. This report requires legal sized paper for printing.

Start / Stop Date

Enter the date ranges for the quarter. If date ranges are entered that are not a complete quarter, or that
do not agree with the standard quarterly calendar, a message in red appears. The report will still print,
but complete pay information may not be included.

Only for March 19-31, 2010

Compute Quarterly Extensions
If a valid quarter is not specified, click in this box to print the 941 form. Otherwise, only the detail reports
will print. If a valid quarter range is entered, this option is not available.

Sort Order
Select either Name or SS Number.

Cobra Premium Assistance Payments

The COBRA payments are for those who have involuntarily been terminated. The employer is now
required to pay 65% of the cobra premium for nine months; the terminated employee is to pay the
remaining 35%. The employer will be reimbursed by the government each quarter.

These payments made by the employer have to be tracked for verification purposes. Therefore, this
cannot be tracked through payroll. Trying to track these payments through A/P would be a prohibitively
elaborate scheme for small benefit. It is suggested that the employer create a separate GL expense
account code for Cobra payments and they may elect to use sub account codes for tracking purposes.
The total of these payments should be tracked using a spreadsheet, and the appropriate numbers
plugged into the 941 report parameter screen.
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Tax Rate Year

This is a display field only. If the year needs to be changed, click the Edit Parameters button. When a
change is made, a blue message appears next to this field.

Exclude Voids

In version 10.5.4, Voids of Payroll checks are shown so that the original check is now visible as a Void
and the reversing Void posting is visible. This was done for accuracy in reporting. However, some have
expressed the desire that reports ignore voids as has been done in the past. To accommodate these
clients an "Ignore Void" check has been added to the parameters of this report.

Output to File

Click in this box to print the report to a Comma Delimited (.CSV) text file. Enter a name of the CSV text
file in the next field. A CSV file can be opened by many other programs, such as Excel, etc.)

Print Preview
Click in this box to view the reports on the screen before sending to the printer.

Print Green Bar
Checking this option will print the report with alternate lines shaded
This report requires legal sized paper for printing

Edit Parameters

Click on the Edit Parameters button to change entries in the Percentage Tax Rate table. Any changes
made here are temporary and will only affect this report.

Completing the 941 for the last quarter of the year

Since a payroll run for the next year has probably been run, the system will be set with the current year
as the tax year. When the 941 report is printed change the year and rates back to the past year. This
only affects the report; it does not change the payroll tax year.

Go to Accounting>File>Human Resource >Reports>Quarterly Reports>941 Quarterly Report Printed,
edit the parameters and change the year back to the previous year and edit the limits to the previous
year’s limits.

Massachusetts Quarterly Payroll Report

(Added in June 2013 Revision)

RFMS now produces a file for employers to report quarterly payroll to Massachusetts electronically as
required by the state for more than 100 employees.

Accounting>File>Human Resources>Reports>Quarterly Reports>Massachusetts-Electronic

Massachusetts Employment and Wage Detail Electronic Filing - EPW2 Specification

Employer ID' | 539876543210

Employer Ul &ct Mo, 12345678
Employer's State Ul Account [EZEEI I - |

Default Unit Location Mo.

Tear | 2013 =
Buarter |First * | January, February, March

I0CESS ”K Caticel
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P )

< Massachusetts Employment and Wage Detail Electronic Filing - EFW2 Specification = @

Employment and “+ages Paid for the Quarter: January, February, March [@1]
ear 2013
Submizzion Type: Original
Mumber of Emplayess Repaorted: 38

ﬂ o? ? _a @ @ @ n Sort Order (S5 Number 'I

il Uni Ul Gross MA wH M Income Employment Hours] Owner/Officer | Adjug =

Tax| Morth #1] Manth #2] Manth #3] Worked 1
- $509.10

$16.065.60|  $16.065.60 $589.37|  Yes Yes Yes 480

SS Mumber | Last Mame First Mame

Mumber ‘wages

i $1.04250)  $100250]  go0532) ves | ves | e a0

$1687016)  $1487015] 951182 ves | Yes | ves 180

' 2691350 32491350 380412 ves | ves | ves a0
4’-” Y ™ o "w.- 1.0 U™ B ek o S SV

The above are the results of processing payroll for the specified period. This allows information to be
fine-tuned. Note: Information changed here does not post back to Payroll History. If the employee’s
wage or tax information is not accurate, it is probably better to make needed YTD Adjustments and
then produce this report.

Insert or Edit information — Add new employee information, or edit existing information

Adding Report Information

55 Mumber rm_
FistName [ Middeliial [ LastMame |
Unit ﬂumberl_
Ul Gross W’agesIW tdé Gross wages IW M Income Tax Iw
Employment

Month #1 [Yes =] Morth 82 [Yes x| Month#3[ves =

Hours W'orkedl a
Owner/Officer INO -

Adfjustment Beasan | =1

[\f oK J[X LCancel ]

Delete information — Remove highlighted employee’s information

Print Reﬁort — Print a report of information to be submitted
o Save

Save information to file to be submitted

If “Yes” then the reporting file will be created. The filename is in the format specified by Massachusetts
and so should not be changed.

Massachusetts Employment and Wage Detail Electronic Filing - EFW2 Specification

Reporting File Location

CAdIIND_2V63-9876543210 0509201 3.txt

l_._\lz Explorer ”ﬂ Exit ]

e Reporting File Location — The filename shown includes the complete path. Therefore, the user
can copy the filename and use it to specify the location of the file when transmitting.

e Pressing the Explorer button Eopens Windows Explorer with the file highlighted.
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End of Year

See details below

Washington State Comp Report
Accounting>File>Human Resources>Reports>Washington State Comp Report
This selection allows printing a compensation report for users in the state of Washington.

Year: Enter the year to print. The default is the current year.
Quarter: Select the quarter for this report period. Defaults to the closest quarter to today's date.

Account: Enter the G/L account code entered on the Worker Information, Personal Percentage
Deduction screen.

ea personal percentage deduction must be set up on the Worker Information screen for each
employee.

eThe report will total and subtotal might be expected with the following exception: For non-hourly
employees ("Salaried" or "Salaried + Commissions") the maximum hours tops out at 480 according
to WA state law.

Exclude Voids

Voids of Payroll checks are shown so that the original check is now visible as a Void and the reversing
Void posting is visible. This was done for accuracy in reporting. However, some have expressed the
desire that reports ignore voids as has been done in the past. , so an "Ignore Void" check has been
added to the parameters of this report.

Worker Information

Accounting>File>Human Resources>Reports>Worker Information
This selection allows printing an employee listing. Enter information in the parameters below to create a
user defined report.

| General Parameters
Worker Type: Select whether to print a report on all Employees, Subcontractors or both.
Active Type: Select whether to print a report on all Active workers, Inactive workers or both.
Sex: Select whether to print a report on all Male, Female, All, both or Unspecified.
Pay Date: Choose to run this report for a single pay date or for unlimited dates.
Print Notes: To print notes associated with the workers on the report, select this option.
Print Time off: select this to print scheduled time off associated with workers on the report.
Print License Information: select this box to print the license information for workers.
Preview: To review this report before printing, select this option.

| Departments

Click on the departments tab. From this screen select the department types for the report. Select one,
many or all departments by tagging.

| Ethnicity
Click on the ethnicity tab. From this screen select the ethnicity types to print a report. Select one,
many or all ethnicity types by tagging.
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| Job Category
Click on the job category tab. From this screen select the job category to print a report. Select one,
many or all job categories by tagging.

ACA Health Coverage (Form 1095-C)

While RFMS does not track the information necessary to complete the details of these reports,the
header information can be printed on these documents.

File>Human Resources>Reports>End of Year>ACA Health Coverage (Form 1095-C)
The first time the screen opens, the employer information will be blank. Fill in ALL the appropriate
information.

. Choose the correct Tax Year and All 12 Months.

2 1095-C Employer Provided Health Insurance Offer and Coverage [=]
B vao a'| -

Tax Year: 2015

Next, click Process

Applicable Large Employer Member (Employer)
Employer | DOCUMENTATION EIN
Street Address | 123 TEST ST Contact Phone | (000)000-0000

City | TUSCALOOSA State |AL | Zp

"arameters: 1095-C Employer Provided Health Insurance Offer and Coverage =]
by Name by 55 Number
Tax Year 2005 (2 Select default values for Tax Year and Months
All 12 Morths
Mame 55 Number  Address [ January [ February [ March [ April [ May [ June
[ Juty [ August [[] September [ | October [ November [ ] December

X o

Search by Last Name

[] March

[ Apil

[ may

[ dure

[ uy

[ August

[] September
[] October
[] Movember
[] Decamber

H A4 4 F pr Kl € >

Figure Process screen

Click Ok once the appropriate information has been checked. The following question will appear. If
you are ready to update the report, click Yes.

1095-C

Figure Update Screen
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The Employees’ information will be generated. These employees are those who had earnings in the
indicated year.

Each employee can be edited.

= _1095-C Employer Provided Health Insurance Offer and Coverage @

A S| SN R

Tax Year: 2015

Applicable Large Employer Mgmber (Employer)

Employer | DOCMENTATION | I
Street Address | 123 TEST 5T. Contact Phone
City | TUSCRLOOSA State Zp (35405 |- |
by Name by 55 Mumber
Search by Last Name |
Name 55 Number  Address City State Zip Vaules for selected
employee
APLIN, GORDON ] AL |35453 l
BOOTH, JAMES AL 38482
[] January
EMPLOYEE, CT O b
EMPLOYEE. HOURLY AL |37 ey
| [ March
. i Record Will Be Changed =]
Tax Year
Name [JASON |
S5 Number
Address |
oy Rl ]
swe (Wi |
2
Al 12 Morths
[ January [ February [] March [ Apiil ] May [ dune
[ duty [ August [] September 7] October ] November [7] December
[+ o | | % Cancal

Figure Edit Screen

=

Click the Print

when all of the editing is done. You can preview, print only, or cancel.

= 1095-C Employer Provided Health Insurance Offer and Coverage @

- T Y wh

Tax Year: 2015

Applicable Lla —
E | EIN [ 123456738
Street Ready to print Form 1095-C. Contact Phone | (205)111-1111

== The forms will print by Name (the current browse order) ]

w | Preview Print | | Print only | | Cancel |

Search by Last Mame | | ‘

Figure Print Screen
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The forms will not print if all the employer information is not filled in at the top.

Outside Payroll Vendor- Accounting
CHECKING ACCOUNT

1.) Create an account code in the General Ledger called PAYROLL CLEARING. This can be either an
asset account or a capital account. It will be used strictly as a clearing account.
Accounting>File>General Ledger>Chart of Accounts>Insert

Record Will Be Added

Account Code I 121 [ Inactive

LR PR OLL CLEARING

o 0K I X Cancel |

2.) Post a bank charge for the amount of the net payroll and post it to the PAYROLL CLEARING

account code.
Accounting>File>Banking>Add/Edit Checks>Post Bank Charge Button

=1l ]
[EANK CHARGE
Description [ 11/02/15 PAYROLL
Date lm EI
Amount lm
™ Mark Reconciled
IS
SC |I Acoount Code |I Sub ! Amaunt |I Comment
Shore Account Code  SubCode Amaount Insert I
Ml i w el [ ormm] || o |

PAYROLL CLEARING

WelEte I

Comment

11402415 PAYROLL

3.) Inthe journal there is now have a CREDIT in the checking account and a DEBIT to the PAYROLL
CLEARING account.

JOURNAL ENTRIES

4.) DEBIT the salaries expense account code with the GROSS amount of the payroll. CREDIT your tax
liability accounts with the taxes withheld from your employees paychecks and any other withholdings
would be a CREDIT to their respective accounts, i.e. Employee Advances, Insurance, etc. Also
CREDIT the PAYROLL CLEARING account with the NET amount of the payroll.

5.) In doing the above your checking account has the correct balance, there is now a ZERO balance in

your PAYROLL CLEARING account, and all of the taxes and salaries accounts have been properly
posted.
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CHECKING
6.) To record electronic payment of taxes or payment made through the payroll service post a bank

charge for the payment amount and code it to the respective tax liability account. This will CREDIT the
checking account and DEBIT the respective tax liability account.
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