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SOFTWARE

Salary Time Allocation

Document #: 3384 Product: |CenterPoint® Payroll

Use this selection to allocate hours and wages worked by salaried employees to Departments, Projects, Profit and Production
Centers(Locations), Production Center Details (only if the Crop/Livestock modules are installed) and Accounts. By default all
employee records that have a Salary Type Earning attached will appear on the list for each Employer and Company
combination. Salary Time Allocation can be used in conjunction with Account Distributions (used to distribute salaried employee
wages based on a formula) when the allocation needs to be modified for a particular pay run.

1. Onthe Processes menu, click Salary Time Allocation or on the Processes menu, point to Payroll, and then click

Salary Time Allocation.
2. The employees that display will be those that you selected as a Pay Method of Salary. Select the salaried employee you

want to add Salary Time Allocations to.

2 Salary Time Allocation |- ]

List Detail Filter Reporis

Employee Abbrevia... / Employee Last Name, First Name Company Name Total Amount

Berry, Jerry 5 Alpine Sports

Cedars Cedar, Stacey C Alpine Sports 0.00

Cotton] Cottonwood, John Q Alpine Sports 0.00

Douglas] Douglas, Jeanne Z Alpine Sports 0.00

Qake Qak, Geraldine A Alpine Sports 0.00

RedwoodT Redwood, Tim X Alpine Sports 0.00

Add | Delete Close (7]

Click Add.

The selected Employee will display.

In the Earning box, the salaried earning that was assigned to this employee will display.
In the End Date box, enter the end date of the pay period you are paying the employee in.
In the Enter Total Hours box, enter the number of hours in the employee's work week.
The grid will display the default entries for this employee.

®NO oA

25 Salary Time Allocation [l -E ]
List Detail | Filter Reports

Salary Information
Employse  Berry, Jerry S J¥ Company | Alpine Sports

Earning | Salary Pay ¥l End Date |08/01/2019 ¥ Enter Total Hours 40.00

Date Project Department Vork Shift  StertTime  StopTime Hours  Amount Account Distribution Profit Center Location  Tracking Number 1 Tracking Number 2 Expense Account
‘DB;‘D]QD]S | |Corpcra|e | |DDDD ‘mm | 3000‘55.5:65‘ ‘ | | u| D‘Salary&Wages I

\ | | | | \ [ [ w ] | | | \

Save Cancel J 03 tose | @
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9. Enter the project, department, work shift, profit center, production center details (only if the Crop/Livestock modules are
installed), etc. that you want to allocate salary time to. These boxes will only be available when the Account Distribution
check box is not selected.

10. Inthe Hours box, enter the number of hours that should be allocated on this date or enter the Start Time/Stop Time and
the Hours will be calculated.

11. The Amount that should be allocated to this date will display. (Hours divided by Total Hours) * Amount. In the example
below, 30 hours were allocated to the Corporate department, 2 hours were allocated to the Store department, and 8
hours were allocated to the Tours and Lessons department.

{25 Salary Time Allocation =R =

List Detal Filter Reports
Salary Information

Employee | Berry, Jerry 5 7 Company | Alpine Sports

Earming |Salary Pay 7 EndDate |08/01/2013 I Enter Total Hours 20.00

Date Project Department Vlork Shift  Start Time  StopTime  Hours  Amount  Account Distribution Profit Center  Location  Tracking Number 1 Tracking Number 2 Expense Account D
. |osiotizo19 Corporate 00:00 00.00 30.00| 54,1826 0 0| Salary 8 Wages ||
[ oamzne Store 00:00 00:00 200| 527885 ] o 0| Salary & Wages
- [osroTizo18 Tours and Lessons 00:00 00.00 £00[ 511153 ] 0 Salary & Wages
=
Save Cancel Hafie ] ﬂ E | oo | @

12. Repeat for all dates that salary time should be allocated to until the number of hours entered in Step 6 are allocated.
13. Click Save.

14. When Save is selected, a time sheet is created for this salaried employee, however salaried employee time sheets are
not displayed in Process > Time Sheets (which is only used for hourly and piece rate type earnings). Salaried time sheets
will display in Process > Pay Employees when a new pay run is created for the pay period used in the salary time
allocation for this employee and the Exclude Default Pay Amounts check box is selected.

£ Pay Employzes

List Pay Employees  Filter Reports
Company | Alpine Sports Pay Date | 812019 | Pay Run Number | 00053

1. Select Employees 2 Enter Pay 3. Special Adjustments 4. Totals 5. Prepayment Reports 6. PrintChecks
Pay Run Information

Company | AlpieSports 00 PayPeriodFrom 07/26/2013 B
Bank Account |Chedeng To [osjoyjzo1s B
MNumber _0065_4 [ET Pay Date .
Deduction/Benefit Freguency [ ,3 Extra Freguency —f:‘-

Memo Line
Exclude Default Pay Amounts

Employees
Search For

| By Employee Abbreviation —~

I+| Filtering

»

Employees selected: 1

Import Time Sheets

Save |1 cancel Close | 0

15. Click Import Time Sheets.

16. The Salary Time Allocation time sheet will display in the Time Sheet Earnings section (not in the Regular Earnings
section, as a result of selecting to Exclude Default Pay Amounts). Click the + plus sign to display each line of the salary
time allocation.
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& Pay Employees
List Pay Employees  Filier Reports
Company | Alpine Sports

Pay Date | 812019 Pay Run Number | 00053

1. Select Employees 2. Enter Pay 3. Special Adjustments 4. Totals 5. Prepayment Reports 6. PrintChecks

| =S (EeE =

Employee... / NetPay

& [ Gross Earnings [ 557692 Total Hours 00| Total Offered uﬁ\
B —
OT Period Eaming Hours Rate Amount Detail
Bonus 000 000 000
Faid Time OFf- 5 0.00) 000 0,00
Reimbursement 0.00) 000 000
Seiary Pay G50 [ (L]
Vacation - Salary 0.00) 000 ooof
&1 T e Evins
OT Period Eaming  * Date Hours Rate Amount Remove
| | Setary Pay. |omor2019 3000 000 418269
Employess: 1
| | Salary Pay | cerotiz01 200] 0.00) 27885
o BN U S | | Setary Pay [omot07® 800 0.00] 111538 |
Lo e
s
Psid Time Off 42310 000
Voo Ve | mE 1w e o —
e —
e —
< >
Detail Casleuste | Recal | | Options |+
[swe || cacel | Cose | @

17.
18.

Continue processing the pay run as you normally would to post and print checks.
After posting and printing checks, you can view the posting details of the allocation by printing a General Ledger Account

Activity report from Reports > Reports > Transaction Reports > General Ledger > General Ledger Account Activity

grouped by Profit Center and Project.
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