Chapter One — Introduction to the Payroll

Before You
Begin...

How to Start
Payroll

Red'wing
FPaprall

Practice Guide

The Red Wing Payroll Practice Guide is a companion book to
the Payroll Getting Started Guide and the Payroll User Guide.

Use the Practice Guide to work with the sample company
data that comes with Payroll to learn basic set up and day-to-
day procedures.

The Practice Guide assumes you have a basic understanding of how to navigate in
a Windows environment. If you do not, we strongly suggest taking a class
through community education, a local college, a local consultant, etc.

You can use your mouse extensively or use key commands to navigate the
system. For example, you can click on any button with your mouse to activate it
or you can press the Alt key plus the underlined letter on the button. For example,
you can click Close or press Alt C.

To start your Payroll system (after installation—See the Getting Started Guide),
double-click on the Red Wing Payroll icon, the Logon window appears. In the
Name box, type Admin and in the Password box, type password. (The password
must be in lower case letters). Click OK.

{ The password will remain until you change it.
If you have not registered your software, a Registration window appears. Call
Red Wing Software at 1-800-732-9464 to register. (You can use the system up to

10 times before registering it.) Click Continue.

The Main Menu appears. You are ready to begin the Practice Guide.
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Use the Sample
Company

Practice Guide
Contents

As you use the Practice Guide, or when you want to try something new, use the
sample company, Mid County Supply that comes with your system. The three-
character company code is SAM.

Mid County Supply has employees already set up, along with typical earnings and
deduction types and many other frequently used features of Payroll. Use

Mid County Supply to learn about Payroll or test new things without damaging
your own company data.

After completing the Practice Guide, feel free to experiment!

Chapter Two Getting Started - Security & Setup Wizard (pages 2-1 to 2-8)
Chapter Three System Manager & Payroll Setup (pages 3-2 to 3-22)
Chapter Four  Pay Employees Using Check Writing (pages 4-1 to 4-7)
Chapter Five Pay Employees Using Time Entry (pages 5-1to 5-11)

Chapter Six Processes and Reports (pages 6-1 to 6-6)
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Chapter Two—Getting Started

Contents

This chapter gets you started in Payroll. The first section
introduces security through setting up new users and
assigning menu-level and company-level permissions. This
portion of the Practice System may be skipped if you do nat
intend to add users or set up any type of security.

Chapter Two also takes you through the Setup Wizard,
letting you set up a new company with states, taxes,
earnings, deductions and other key information.

As you work with the Practice System, use the online help
for detailed explanations of each option. Click on the Help
button or press F1 to access online help from anywhere
within Payroll.

Security (Optional)

1. SetUp aNeW USEr.......iiiiiiiiiiiiiiieeeeeeee e 2-2
2. Set Up Menu-level SECUTItY ..........uuvvruuiririiiiiiriiiiiiiiiiininnennnns 2-3
3. Set Up Company-level SECUSity ............uuuvuurivmiiiiiiiiiiiiiiiiiinns 2-4
Using the Setup Wizard

1. Set Up Company Information ..........ccccccvvvviviiiiiiiiiiiiiiiinnnnnnn. 2-5
2. SELUP ACCOUNLS ...ccoviiiiie et 2-5
3. SElECE StALES.. i i eiiiiiiiiii e 2-6
A, SEIECE TAXES ..eevieiiiiiee e ettt e e e aaaenaas 2-6
5. SeleCt EArMiNGS ... .uuuuuuiiiuiiiiniiiinniniieieeeneeeeeeeneneneneeneenennnnneeee 2-7
6. SeleCt DEAUCLIONS .......uuiviiiiiiiiiiiiiiiiiiiiiiireieeeeeeeeeeeeeeeeneenneeee 2-7
7. Finish Setup Wizard..........coovvviiiiieeeieiiiiiee e 2-8
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Security (Optional)

1. Set Up a New User

Add yourself as a user in all groups. This
will allow you to set up access to specific
companies and menu selections.

1. Open Payroll. (See Chapter One for
help on the User Name and Password.)
2. Click on the Cue Cards button and then

click on the Contents tab. Double-click
on Cue Cards; then again on Getting
Started and Adding Users/Companies.
Double-click on the Add a New User
cuecard.

The cue card will be displayed on top
of your Payroll window until you close
it.

Click on Toolsin the menu bar, and
select User and Group Accounts,«

i Aed Wing Payroll [Demo]

”i'elﬂ window Help
|8
N

On the Users Tab, click on New... to
display the New User/Group window
and add your name as a hew user.

User and Group Accounts. ..

Technical Support Utilities. ..

Continue following the instructions on
the cue card, adding yourself asa hew
user for all groups. When you are
finished, close the Cue Card. (To close
it, click on the[X in the upper right
corner.)

2-2 Getting

Help Topics: Cue Cards

Cantents | Index | Find |

Click a topic, and then click Display. Or click another tab, such as Index.

1) Cue Caids
I} Getting Stanted and Adding Users/Companies
Convert from DOS Payrall to Windows
@ Start Payrall Mid-pear
Company [with the same setup as another)

s

@ Adjustments and Consctions
Q H-24 (British wWest Indies] Employess

Cue Cards = E |
Help Topics

Back Options

Add a new user

Use this feature to set up additional users for
Payroll so that they can have differing access to
company-level and menu-level security (set up
in Systern Manager). You need to add a new
user name.

(Do NOT remove Admin. Also, do NOT delete
the user Codemin.)

Fram the menu bar above the Main Menu
select Tools and click on User and Group
Accounts

Click on the New... button to display the
Mew UserGroup screen

In the Mame field enter the user name
(example: Shirley ar Clerical)

In the Personal 1D field enter a unique
series of letters and numbers (atleast 4
characters lang)

—

Ll

-

=

Cancel |

Hew User/Group

Marne:

IAnne Scott

Personal ID:
anne

User and Group Accounts

Users I Groupsl Change Logon Password |

~User

Marne: IAnne Sicokk

il

MNew. .. | Delete | Clear Passward |
/Group Membership
Available Groups: Member OF;
Adrmins Adrmins
LSS GUEsts

Lt &emnvel

Print Users and Groups |

ag | Cancel | ASppl
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2. Set Up Menu-level Security

Limit the User “ Guest” to specific menu
selections (to protect your sensitive Payroll
data.)

1. From the Main Menu, select

System Manager
- Security
->Menu-Level Security

. l Click on a menu selection to
highlight it and double-click to open
it.

2. Sdect the User “Guest.”

3. Intheupper left section click on
System Manager.

Next, in the section immediately below,
click on Company Setup.

Finaly, in theright portion of the
window, under “Menu Item,” double-

click on Delete Company to change the
Permission from Yesto No.

Thiskeepsthe User “Guest” from
being able to delete companies!

4. Click on the Close button (Alt C) to
return to the Main Menu.

[

B3 Main Menu

Payroll

System Manager

o] ]

Change Company...

Download / Review Tax Tables...

Versions. ..

System Information...

Cue Cards

Company Selup

Setup

QZHZ O

Menu-Level Securily
Company-Level Security

[Mid County Supply

&sdrniry 9/25/03

. l Fast Find Capability: You can

B SM Security - Menu-Level Sect
admir} =

use your up and down arrow keys
to highlight any itemin a
selection box and select it or, if
you know what you are looking
for, start typing the code or ID.
The selection bar will jump to the
matching code.

B2 SM Securily - Menu-Level Security M B
User [Guest | Menu ltem Pemission
Sys Az Company Information Yes Select
Payroll Interfaces et —
iy Add Company Ves Unselect
System [nformation Yes =
4 Coupary Mo
Voo Select All
Unselect Al
Cloge
Securty
Seup Llp
//

Getting Started
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3. Set Up Company-level Security

Make sure you have accessto all
companies.

1. From the Main Menu, select

System Manager
- Security
->Company-Level Security

B2 SM Security - Company-Level Security M= =

2. Sdect yourself asthe User. / - . -

3. Make sure each company listed
displaysaYesunder “Permission” so Select 81

that you can ha/e access to a” / Unselect All
companies. gose

Help

Select

Uneslect

PR

4. Click on the Close button to return to
the Main Menu.
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Using the Setup Wizard

1. Add a New Company

Use the Setup Wizard to set up the files for
a new company, Ajax Body Corporation.
The information entered on the first window
of the Setup Wizard is used to set up
company information.

1. From the Main Menu, select

System Manager
->Company Setup
- Setup Wizard

2. Enter Ajax Body Corporation asthe
company name and AAB asthe three-
character company ID.

3. Continue entering the requested
information, using your own data.

4. When you arefinished, click on the
Next button (or pressAlt N).

N

. Set Up New Accounts

1. Default accounts are provided. Use
them or enter your own.

\ When you set up your own system, be
sure to enter accurate accounts
(WITHOUT separation charactersif
you interface to General Ledger or
WITH separation charactersif you
interface to AQCHEK). Payroll does
not validate the accounts.

2. Click on Next to continue.

Setup Wizard

Setup Wizard

B2 2003 SM Company Setup - Setup Wizard

What is the name of your company? [Ajax Auto Body

Enter a three character code to identify your company's data files. [AAR|

What is the address of your company?

Address |1234 My Shreet
Address
City., State, Zip [Fred wirg

‘What pear do you want to start in? |2003 'I

‘What is your company’s Employer Identification Mumber (EIN)? |12-3456789
* This is optional, but you will need to enter an EIN eventually (i e. before printing 'w-25)

EEE ETE I T T

| W | S

B3 2003 SM Company Setup - Setup Wizard

Enter the General Ledger d with the followi

you want

Checking m—

Payrall Expense [fosoon |
Taw Expense |511000
Taxes Payable 208200
Deductions Payable | 201000

ETE ETE I T T
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3. Select the Tax Withholding
States

1. Click on the check box next to
each state for which you withhold
taxes. For the Practice System,
select Minnesota and Wisconsin.

\ When you select a state, all state
taxes suppliedwith Payroll for that
state are made available. If you use
local taxes, you must set themupin
Utilities-Maintain System Taxes.

2. Enter the statetax ID for each
selected state, if you know it.

3. Click on Next to continue.

4, Select State and Federal Taxes

1. All federal and state taxes (for the
states selected in step 3) are
already “pre-selected.” Click on
the check box next to each tax you
do NOT expect to use.

. l All standard taxes are included with
Payroll. However, each tax you use
must be selected for your company.

2. Click on Next to continue.

B3 2003 SM Company Setup - Setup Wizard

Setup Wizard . . . 5
Which states will you be withholding taxes for?

* Indicate by placing a check mark nest to the stats

Selected State

State Tax 1D

ME _|Maine

Ml |Michigan

MM |Minnesota

MO |Miszouri

MP [N Mariana Islands

M5 [Mississippi

MT _|Mantana

NC |Woith Carolina

mininininisinkde sl

WD |Noith Dakata

ME IMNebraska

E3 2003 SH Company Setup - Setup Wizard

Setup Wizard

! * Indicate by placing a check mark nest ta the tax,

which federal and state taxes do you want to include in your payroll?

Selected Tax

Medicare Company Share

Medicare Employee Share

Federal Unemployment

Federal Withholding

E amned Income Credit

MM - State Withhalding

MM - State Unemployment Tax

MM - Workers' Compensation

'/l - State ‘Withholding

AAIIIAIIADE

Fiochester City Tax
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5. Select Earnings Types

1. Click on the check box next to
each earnings type you expect to
use.

\ Each earning type you select uses a
typical setup for that earning. After
completing the Setup Wizard for your
own company, you will want to
review each earning type to make
sure it matches your payroll system.

2. Click on Next to continue.

6. Select Deduction Types

1. Click on the check box next to
each deduction type you expect to
use.

\ Each deduction type you select uses a
typical setup for that deduction. After
compl eting the Setup Wizard for your
own company, you will want to
review each deduction type to make
sure it matches your payroll system.

2. Click on Next to continue.

B3 2003 SM Company Setup - Setup Wizard

=] S

Setup Wizard 5 _ 3
what earning types will you need in your Payroll?
a *Indicate by placing a check mark nest to the earning
Selected Earning -
Tanes ¥ [Borus
& Eamin [} Commizsion
~ Company 401K Contibution
¥ [Fiinge Benefits
v Haliday
M [Ceave
¥ [Cie Inswrance Over $50,000
¥ [Other
¥ [Overtime Hourly Fay
[} Piece work Pay =l

B 2003 5M Company Setup - Setup Wizard

I =] B

Setup Wizard R _ .
‘What employee deductions will you be using in your Payroll?
* Indicate by placing a check mark nest ta the deduction.
Selected Deduction -

¥ [401K Plan
T4 |dvanced Pay
¥ [Cafeteria Plan
¥ |Charitable Contribution
2 Child Support
¥ [Eompany 407K Contiibution
[T [Dental Insurance
[ [Emploper Benefit - 401K Match
¥ [Gamishment
¥ e Insuance =l
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7. Finish the Setup Wizard

1. After you havefinished all the
selections available in the Setup
Wizard, click on the Finish button
to compl ete the setup process.

. l\/\/‘nen you click the Finish button, the
new company database is set up and
the new company is opened.

2. Congratulations! You have set up a

new company that already contains
much of your payroll information.

2-8

- (D] ]

E3 2003 SM Company Setup - Setup Wizard

Setup Wizard )
~ The setup process can now be completed. There are several optional Payroll

om| features (shown below) you may want to use. If so, once the Setup Wizard is
finished creating your data files, consult the online help for details about these
and other features.
Optional features include:

- Department information

- Local tax calculations

- Tracking time far 'workers' Compensation job classes

- Tracking time by prajects

- Wacation / Leave lime calculations

Click on the Finish button to complete the setup process.

T BN TN T T

Red Wing E

Setup Complete,

Getting Started



Chapter Three—System Manager & Payroll Setup

Contents

Review System Manager information created from the Setup

Wizard and go through the Interfaces and Bank Account

selections.

Then, return to Mid County Supply (Red Wing’'s sample
company) and review or set up additional information for

each of the Payroll Setup Menu selections including

Customization, States, Taxes, Earnings, Deductions,

Payees, Departments, Classes and Employees.

System Manager (in Ajax Auto Body)

1. Company Information...........cccoeeeeiiiiiiiiiiie e
2. BanNK ACCOUNLS ...uuuiiiieiiiiiiie et
3. Change to Mid County SUPPIY .....eevrrrmrmmmmmeriniiiiiiiiiiiiieienineenes

Payroll (in Mid County Supply)
. Set Up CuStomMIzZation..........cuuiiiieiiiiiiiiiiee e

. Add New Taxes to the Company........ccccccvvvvvviiiiiiiiiiiiieienennnn.
. Add a New Earning TYPE ....cvvvuiieeeiiiiiiiiiie e eeeeeiine e
. Add a New Deduction TYPE ......cccvvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeee
Add aNEeW Payee ...
. Add a New Department ........cccccvvvviiiiiiiiiiiiiiiiiieeeeeeeeeee
. Add TWO NeW ClasSeS..........ccovviiriiiiiiiiiiiiriiiee e
. Add a New EMPIOYEE ......ccoovvviiiiiiiiiiiiiiiii

©CONOOUAWN R

Payroll Setup

A A NEW SEALe. .uvniiiiie e .



System Manager Setup

1. Company Information

Enter basic setup information about the
Ajax Auto Body.

1. Makesureyou aredtill in the Ajax
Auto Body. If not Click on the Change
Company... button (on the Main
Menu) and select the new company 1D
you just created—AAB.

2. Click on OK toreturn to the Main
Menu.

3. From the Main Menu, select

System Manager
->Company Setup
->Company Information

4. Asyou can see, the company name and
address information has been set up
(from the Setup Wizard). Enter any
contact information. (Make up your
own data.)

I l You can use either the Enter key or
Tab key to move fromfield to field as
you enter the information.

5. When you arefinished, click OK to
return to the Main Menu.

8 5M - Change Company

Company D -
SAM  Mid County Supply

H=1E3

o |

Cocel |

o |

E3 2003 PR Company Setup - Company Information

Company |0 IAAB

Company Mame
Address
Address

City, State, Zip
Country

— General Information

=13

Alax Auto Body

1234 My Strest

Red wWing

I |

| T | S

Contact Hame
Fhone

bl
o}
&

Email

Interret

— Contact Information

&nne Scott

(551 -385-7777
(551265 7764

ascoth@ajaxauto.com

www.a|axauto.con'l

3-2 Payroll Setup

o |

Cancel

Help




2. Review Bank Accounts

Although you will not be using Ajax Auto
Body, the next step (if you were working in
your own business) is bank account setup.

1

From the Main Menu, select

System Manager
- Setup
->Bank Accounts

A default checking account has been
set up. Click on the Change... button to
finish setting up the bank account.

Note how the checking account number
entered in the Setup Wizard is aready
set up for the account, aswell asthe
state, based on your business address.

Enter remaining account information
as needed. Generally you will need to
change the “Next Check No.” field to
reflect the actual check number.

When you are finished, return to the
Main Menu.

B PR Setup - Bank Accounts M= E
Add..
Change...
Delete...
List...
Close
Help
B3 2003 PR Setup - Bank Accounts =1
Bank I Direct Depostt |
— General Information
Bank Acct. Mo. [CHRACCT Description |Check\ng Accaount
Bank Mame |G oodview National Bank
Address |PO Box 15
Address
City, State, Zip [Red Wing [M = {[55066
Country US4 [ x
— Contact Information Accounting Information
Contact Name Next Check No. 1320
Fhone G/L Cash Account [ 103000 k3
Fax ABA Number
Email Fiouting Code
Internet
oK Lancel Help

Payroll Setup
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4. Change to the Sample
Company (Mid County Supply)

For the remainder of the Practice sessions,
you will be working with the Red Wing
sample datain a company called Mid
County Supply. However, fed freeto return
to Ajax Auto Body anytime to experiment
with the “practice” company you created.

1. Click on the Change Company...
button (on the Main Menu) and select
SAM.

2. Click on OK toreturn to the Main

Menu.

Payroll Setup

B SM - Change Company

Compaty D ﬂﬂ =

QK | LCancel

| Help

M=l

1. Customization

Set up/review Mid County Supply's
interface information and other system
options, accounts and defaults.

I l Make sure you are working with the
sample data files (company ID =
SAM) - Mid County Supply.

1. From the Main Menu, select
Payroll

- Setup
- Customization

QZHZ; DR

B3 Main Menu

System Manager
Payroll

Time Entip
Check Writing
Processes
Reports

End of Period

p
Utilities

Special Oplions
Queue Processing

Change Company...

[ (o] =]

Download / Review Tax Tables. .

Yersions...

System Information. ..

Cue Cards

Customization
States

Taxes
Earnings
Deductions
Employees

Employee Balances

Depaitments

Local Tax Groups

Classes

=l

|M|d Caunty Supply

Payroll Setup

|Adm|n
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Make surethe I nterfacestabis
selected.

Y ou will beworking as a stand-alone
system, so make sure the Interface Set
To field shows None. If nat, click on
M odify... and select None.

\ If you were interfacing with one of
the Red Wing general ledgers
(Business, TurningPoint or
AQCHEK), the systemwould search
for the data filesand let you select
them.

For more information, see online help
(F1) or your Payroll User Guide.

Select the Posting tab. Because you are
not interfaced to a General Ledger,
many fields are not available.

Note the following:

e Currently Processing: The current
year, quarter and period are
displayed.

o Employee Expense Allocation:
Leave the check box clear. This
option isavailable for non-AgCHEK
interfaces. See online help or your
Payroll User Guide for more
information.

E3 2003 PR Setup - Customization - (O] x|
Interfaces | Pasting I DOptions I Accounts I Defaults I
— General Ledger Interface
Interface Set Ta INnne Irvalid Secaurnts, |
General Ledger |
— Project Cost Interface
Interface Set Ta |Nome odify.
Project Cast I
0K LCancel Help
B 2003 PR Setup - Customization _ (O] x|
Interfaces Puosting I DOptions I Accounts | Defaults I
r— Post To General Ledaer I [ Cumently Processing
0% Sy By Aeeaurt Calendar rear |2DUE
1 Dt by Chech Ouarter [ENERNIPNEY -
€ Detai by Project Morth[Febuay =]
i General Ledger Transactions — Employer Expense Allocation
¥ | Fast Buantiies I Allacate Emploper Expense
[&/1C Tiransaction Mescrption IPay Fun Date -I Profit Center:  SFart
(et I 2
0K LCancel Help
Payroll Setup 3-5



10.

11.

3-6

Next, click on the Optionstab. Use
thistab to assign decimal places, time
entry standards, overtime hours and
other miscellaneous options.

e Change Mid County Supply to print

Last Name First on Reports.

e Changeto Use Earnings State for
SUTA to calculate state
unemployment tax based on the
state where the work is performed
by the employee. The earnings state
will be entered along with the time.
If thisisleft blank, the state
unemployment isbased on the
“SUTA State’ assigned to each
employeein Employee setup.

Look over the remaining entries.
Review online help for more detailed
explanations.

Click on the Accountstab. Thistabis
used to set up default account numbers.
Although Mid County Supply is not
interfaced with one of the Red Wing
general ledgers, default account
numbers have been entered.

Click on the Defaults tab, used to enter
the federal identification number,
vacation/leave information and pay
periods.

Review the information and, once
again, look at online help for more
detailed explanations.

When you are finished reviewing
Customization, click on the OK button
at the bottom of thewindow to return
to the Main Menu.

B 2003 PR Setup - Customization _ (O] x|
Interfaces I Posting DOptions | Accounts | Defaults I
— Decimal Places 7 Miscellaneous
|2 I
Sl > ¥ Last Mame First on Reports
s I El U I iUse Eamings State for SUITA
Fieces I 4 1234587 ¥ Use Deductions Mot Taken
Percent I 4 123 4567 I” Suppress Rate on Salaried Employees
Hourly Rate I 3 123,457 I™ Calculate Howrs on Salaried Eamings
Minimum ‘Wage 515
. Time Entry [ Employee User-Defined Entries
I™ Use Stat/Stop Times Optional Entry 1 |Uniforms
B | Eriten Tiimie iroMirutes Optional Entry 2 |Last Pay Rate
= | s biitan Time: Optianal Entry 3 |Last Cha Date
Start Overtime Aflerl 30 Optional Entry 4
Optional Entry 5
0K | LCancel Help
Interfaces I Posting I Options Accounts I Defaults I
[ General Ledger Accounts
Checking limm -
Paprall Expense |E09100 hd
Employer FICA Expenze (511000 -
Employer Medicare Expense [511000 hd
Waluntary D eductions Payable 205200 -
Emplopment T axes Payable (208200 hd
Federal Unemployment Expense (511000 -
State Unemplayment Expense |611000 hd
State Disability Expenze 511000 -
B3 2003 PR Setup - Customization M =1 E3
Interfaces | Puosling I Options I Accounts Defaults I
Federal Pay Period Information
Emp\uyer Identification Number [EIM] W Period Per'Year ‘Weeks Hours
— Vacation / Leave Information ————— | Daiy 260 20 £.00
- wleekly 52| 1.00 40.00
L Type 1 [Vacat
Lo T Bi-weekly 26| 200 | 8000
EaNE R T Semimanthl 24| 217 | meer
Leave Type 3 |Perzonal Morthly 12 433 [17323
‘rears of Service Based On [Employes Hire Date = | Duarterdy 4 13.00 | 520.00

7 Miscellaneous
™ Frink MICR Information an Checks
I” Disable Shading on Reports

Payroll Setup




2. Add a New State

Add a new state, lowa, to Mid County
upply.

1. From the Main Menu, select

Payroll
- Setup
- States

2. Click on the Add button to display a
list of available states.

\ When you select a state, all state taxes
supplied with the Payroll system for
that state are made available. If you
use local taxes, you must set them up
in Utilities-Maintain System Taxes.
(Sep 3, page 3-5.)

3. Highlight lowa and double-click on it
to open the State setup window (or
click on the OK button after
highlighting the state.)

4. For your own business, enter your state
tax ID and unemployment ID. For the
Practice System make the following

entries.
State Tax ID 12-3567
State Unemployment ID 123-000

5. Click on OK to savetheDsand return
to the main States window. Note that
lowa has been added to thelist.

6. Click on Closeto return to the Main
Menu.

. l The Payroll system comeswith all states available
for selection. However, you MUST select themin

"Sates' (or in the Setup Wizard) to have accessto

them fromwithin a specific company (i.e. Mid

County Supply or Ajax Auto Body.). This keepslist

box optionsto areasonable size.

5 2003 PR Setup - States M=] E3

Minnesota
Horh T3l

ota
50 South D akata
W Wiscansin Change...
Delste...

List...

Lloze

e

Help

AR Arkansas

AL American 5 amoa
AL Arizona

Ca Califormia LCancel
co Colorado
cT Conneticut Help
DC Washington D.C.

DE Delavare

FL Florida

GA Georgia

GU Guam

‘ HI Hawaii

14 lowvea
n [, Jid

it

5 2003 PR Setup - States [Add) =1

SlateIIA |Iowa
| Y State TaxlD [123567

/ State Lnemployment 1D |1 23-000

juls LCancel Help

Payroll Setup
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3. Add New Taxes

Add lowa taxes and enter tax account
numbers. (All standard taxes are included
with each state. However, each tax you
use for the current company must be
added to that company. When you set up
your own payroll, the Setup Wizard
handles this more efficiently.)

1. From the Main Menu, select

Payroll
- Setup

->Taxes /
2. Click on the Add button.

3. Double-click on thefirst lowa tax—
State Withholding (or sdlect the tax
and click OK. (Note that the only
taxeslisted are for statesthat have
been added to the company.)

4. On the detail window, add a Taxes
Payable Account, even though you are
not interfaced with one of the Red
Wing General Ledgers. Generally, the
system will default to the correct
account.

Taxes Payable Account 208200

5. Click on OK to close the window and
return to the main Taxes window.

6. Repeat steps 2 through 5 for the
remaining two lowa taxes, using the
following tax accounts:

Unemployment Payable 208200
Unemployment Expense 611000

Workers Comp Payable 208200
Workers Comp Expense 611000

.lRed Wing will send a new tax file to you at least once

a year with updated federal and state tax files. Use
Utilities-Maintain System Taxes to set up any local
taxes.

B3 PR Setup - Taxes

FICA

FED | MedicCo Medicare Company Share
FED | Medicare Medicare Withholding

. g
Incomne Credit

M State withhalding List... |

MM State Unemployment T ax

MM ‘Workers' Compensation Cloze |

] MDY MND Tax ND State Withholding

Change...

Delete |

MO MD SUTA MDD - State Unemployment Tax Help
MDY ND wC ND -Waorkers' Compensation
Wl Wi Tax W1 State Withholding ;I
%
B9 PR Setup - Taxes [Add) [_[O1=]

14 |4, - State Unemployment Tax
14 14, - workers' Compensation
sD 5D - State Withholding

sD 5D - State Unemployment Tax
sD 5D - Waorkers' Compensation

Iding

%
Bl PR Setup - Taxes (Add) |- [O] =]
— Tax Type |dentification
Taxear |2um Categony IIncDmE Tax
Autharity ISlate State Iluwa
[ General Information
Abbrey & T ax TawPaidBy & Emplopes ¢ Compary
Dezcription |14 - State Withholding Eatel oo
tethod [&nnual Table - waae Base 1]

Fiound ta earest Dielan =

[ Neccounting Information

Tax Liability Limit Iii

Taxes Payable Account [208200

Tax Brpersesecaunt| 511000 -
oK | LCancel | Help
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7.  When you have added all three lowa
taxes, return to the main Taxes window
and click on the List button.

8. On the Taxes(List) options window,
select State for the Authority and select
IA (lowa) for the state to list.

9. Click on the Preview button to view
the lowa state tax information.

I l Because tax tables often change from
year to year, the percentages on your
report may not match this example.

10. When you are finished, click on the

Close Window icon on the
Preview toolbar to return to the Taxes
(List) window. Click on Close to return
to the main Taxeswindow and Close
again to return to the Main Menu.

B PR Setup - Taxes [List) _[O]
Selection Ranges
e Preview
Taw'vear (2003 —I
Authority [State = Print |
State From |12 B
File: |
Tofla = =
Reset |
Close |
Help |
4
izE03 Mid County Supply Page 1 oi
751 AM Company Tax Table List
Tax ID 220 Deseription 14 - State Withhalding
Tax Year 2003 Abbreviation 18 Tax
Authority  State Method Annusl Table
Category  Incomee Tax Paid By Employes
State 14 lowe
Rate ] Tax Liability Limit a0
Wage Base o Taxes Payable Account 203200
Round ho Tax Expense Account  £11000
Tax ID 221 Description 12 State Unemploymert Tax
Tax Year 2003 Abbreviation 14 Unemp
Buthority  State Method Percent of\Wages
Category Unemployment Paid By Company
State 18 lowa
Rate 0000 Tax Liability Limit i
Wage Base 18,200.00 Taxes Payable Account 203200
Round o Tax Expense Account 611000
Tax ID 222 Deseription 18- workers! Compensation
Tax Year 2003 Abbreviation we
Authority State Method Percert of Wages
Category  Workers' Comp Paid By Company
State 18 lowa
Rate o000 Tax Liability Limit i
Wage Base 99,999,999.00 Taxes Payable Accourt 203200
Round No Tax Expense Account 611000
** Report Opfions **

Tax Year: 2003
Tax Authority: State
States: 1A TolA

4% End of Report

Payroll Setup
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4. Add a New Earnings Type

Add an earnings type for double-time pay
for hourly employees.

1

From the Main Menu, select

Payroll

- Setup
->Earnings

Click on the Add button to display a
list of default earning types.

. lTip: To help you become more

3-10

familiar with the versatility and
power of the Payroll online help
system, click on the Help button (or
press F1) and use online help as you
set up the new earnings category

Becauseit is the most similar earning
type to the new one you are adding,
double-click on Overtime (or select it
and click OK).

Add New Earnings

* Farnings > Acief New

1

Click on the Add button. A list of possible eaming tpes is
displayed. Select the one that most closely matches the
earning type you want to set up

Double-click on an earning type to selectit. {Or, click an
Cancel to return 1o the options window)

The Earnings Oefinition window is displayed. Enter the
general and hourly infarrnation. Also, if desired click on the
Mo Tas. or Mo Deduction... buttons to further define the
earnings.

Be sure to assign hew names to replace the default
definition {and abbreviation)

Click on OK to save the new earnings information. You are
returned to the options windaow.

Click on Cancel to return to the first window without saving
the current entries. (Al prior entries are saved.)

Add, change, delete or list another eaming type, or click an
Close (o return to the Main Menu.

B2 PR Setup - Earnings [Add)

[_ O[]

Bonus
Co 407K
Commisr
Fringe
Holiday
Leave
Life+50K

T~

RegHrs

Piecei/k.

Bonus
Cormpany 401K Contribution

Commiszion

Fringe Benefits LCancel
Holiday

Leave Help

Life Insurance Owver $50,000
Olther

Payroll Setup

E3 2003 PR Setup - Earnings M=] E3

Expensze Expense Reimbursement Add
Haliday Haoliday
Owertime Owertime Hourly Pay Change.. |
Personal Personal Time
Fieceiwik Fiece work Pay Delete... |
FegHrs Fegular Haurly Pay
Salary Salary List... |
Sick Sick Pay
SickPay Third Party Sick Pay LCloze |
Tips Tips
Yac “acation-Hovrly Help |
Yac-Sal acation-5 alary

How to. [_[O]x]

Help Topics: Biack Options




4. Makethefollowing entries on the
Earnings (Add) definition window.
Many entrieswill remain unchanged,
because this earning typeis based on

the Overti me earni ng type. 5 2003 PR Setup - Earnings (Add) I8 [=] B3
— General Information
Abbrey |Double Pay Type | T axable pay -
AbbreV Dou ble Description |Doubletime Hourly Pay Expense Account [G09100 =
Description Doubletime Hourly Pay Method [Haul ate =l UebitgAzcout]________ -
Rate .000 Federal Rate 0000
Method Leave at Hourly rate StamRate| 000
Rate Leave at .000 (will vary - Houry Information
with each employee) Track Hours (7 Shi 1) Adiustment 000
. . . Hours Type [Fremium = Shift (2] Adjustment .ong
Accept the remaining entries until the last one. Accre for Unemgloyment [ S, ——— =
Base Rate Adj. 2.00 Dzt ! Base Rite Ad 2000
[ertime Eamitigs: K Overtime Eamning [~
5. You donot need to use the No Tax... Holaw | Mobesetor | ok | y/‘lv Hele

and/or No Deduction... buttonsfor this
earning type, because thisearning is

subject to al taxes. \ The Base Rate Adj. isthe multiplier used to calculate
the hourly rate for the specific earning type. For
Double-time earnings, the base hourly rate assigned
to the employee will be multiplied by two. Therefore,
if the employee’ s base pay rateis $12.00 an hour, the
double time rate is $24.00 an hour ($12.00 x 2)

6. Click on OK to save the new earning
type and return to the main Earnings
window.

7. Click on Closeto return to the Main
Menu.

5. Add a New Deduction Type

B2 2003 PR Setup - Deductions == E3

Add a deduction for life insurance. TR '
CafPlan Cafeteria Plan

ChildSup Child Suppart

1. From the Main Menu, select Cod01K | 401K Company Conlribution Change...
’ Drental Dental Insuance
Medlins Medical Inzurance Delete
Payroll
- Setup Order
- Deductions List..

Close

2. Click on the Add button to display a
list of default deduction types.

Help

i
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3. Becauseit isthe most similar = PR Setup - Deductions (Add) - 0]
deduction type to the new one you are i e f| —
adding, double-click on Lifelns (or Advance | Advanced Poy =
i i Chari Charitable Contributi Cancel |
select it and click OK). DS ChidSupson
Co 401K Carpany 407K Cantribution Hel |
Dental Denl‘;lh:lsurance ot =
Emptdstch Employer Benefit - 407K Match
Gamish
Medins
54 edical Savings Account (M54)
Qther Ottker LI
CARJCER CAR CEP Plan
4. Makethefollowing entries on the
Deductions (Add) definition window.
Many entrieswill remain unchanged,
because this deduction type is based on
the Life Insurance default.
& 2003 PR Setup - Deductions (Add) =[o]x]
— General Infarmation
Abbrev Ller Abbrew |Life2
L L. . Description | Citizens Life Insurance Deduction Type [Insurance [not part of Cafeteria plan] = |
Description Citizens Life Insurance Method [Fied oot = ErlmB S|
Method Leave at Fixed amount Rate .00 Listiity Account [208200 =
Rate Leave at .000 (will vary T~ BEskeiEn L‘m"SM s s 4 s s
with each employee) o ok [———— DeductonCheck ¥ v 7 & [
Accept the defaults for the remaining entries. Fer Quarter 00
PerYear .00
Lifetime [ 00
5. You do not need to use the Reduce —— — — e
Tax... button for this deduction type, »>— - B -

becauseit is not a pre-tax deduction.

6. Click on OK to save the new earning
type and return to the main Deductions
window.

7. Click on Closeto return to the Main
Menu.
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6. Add a New Payee

Add the company that will be paid the
premiums that are deducted from employee
pay for life insurance. Payee information is

used when writing liability checks. &5 2003 PR SeiigRiEst =10fx]
1. From the Main Menu, select s _ew |
&pt. Ol EVENUE
Paer” il State of Wl Change... |
> Setup Delete... |
->Payees (It's toward the bottom of the List. |
list. Use the scroll bar.) e |
2. Click on the Add button to display the U
Payees (Add) window.
3. Enter the Payee information, using
Citizenlns asthe Code and Citizens
I nsurance Company as the Name. \ Pit Sewn -Fye LI =181
Enter any address you want. Eodz [Ciizenins _
Mame |Citizens Insurance Compan
) Address [3108 Penny Ave. =
4. Click on OK when the Payee Address
information is complete. Note that it e [ n_=Jfsesid
has been added to the list box. e
5. Click on Closeto return to the Main
Menu.
Ok LCancel Help
7. Add a New Department
B9 2003 PR Setup - Departments =1 E3
Add a shipping department. (Departments
are optional in Payroll.) fdd. |
Change...
1. From the Main Menu, select ?i
Payroll ” |
->Setup —
—>Departments Clase |
Help
2. Click on the Add button to display the 4'
Departments (Add) window.
Payroll Setup 3-13



3. Enter 03 for the Abbreviation and £ 2003 PR Setup - Departments [Add) _[Ofx]
Shipping Department for the ]

—>
Departme'lt Abbresy |D3—

Department |Shipping Department

4. When you arefinished, click on OK to
return to the main Departments
window. Click on Close to return to the

. Ok LCancel Help
Main Menu.

8. Add Two New Classes

Add two new classes (used for Workers

Compensation reporting). EPRSetwp Classes ______HEK
MM MHURS N urzery FE—
1. From the Main Menu, select MM JHFFL [Ofice R
Change.. |
Payroll — |
QSetup Delete...
—>Classes List |
Cloze |
2. Click on the Add button to display the e |
list of states.
E PR Setup - Classes [Add) =[=1E3

3. Sdect the state for which this new class

applies. In this case, it will be lowa. ’;j Mimesola x|
Highlight lowa and double-click or Wil |wisconsin Cancal
select it and click on OK. Help
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4. On the Classes (Add) Window, make £ PR Setup - Classes [Add) M= E3
the following entries: Yl
Class CLER Clazs [CLER
- . Deseription |Clerical
Description Clerical - ol
Rate .0100
5. Click on OK to savethe new classand
return to the main Classes window.
Ok LCancel Help
6. Repeat steps 2 through 5, entering the
following class (also for lowa):
Class SHIP
Description Shipping B9 PR Salup - Classes M=
Rate .0250
14, CLER Clerical o
7. Wh fini r man WM MURS  Nursery ==
en you_ are shed, you . a MN OFFC | Offce Change. . |
Classes window should look like the -
oneto theright. = |
List... |
8. Click on the Close button to return to e |
the Main Menu. _ b |
9. Add a New Employee - -
Add yourself as a new employee. Search |
Emploves Code Mame S5N
. Graharm, Kathy J 565-45-6456
1. Fromthe Main Menu, select SRR Jackean, Bany L Hoz47e
Payroll JONESC JEEZE Conolt 1516320115 M
KEMNMED Kennedy, David E. 45E-30-5287 Delste
- Setup ;I
->Employees |
LCloze
\ Help
Take a minute or two to look at how
you can display employee hames,
experimenting with the Search, Sort W satéy Display
. . ® EmployesCode ¢ Mame 55N ‘ ’7 v Active [ Inactive ‘
By and Display options.
Payroll Setup 3-15
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For the Practice System you will be an
hourly employee. The easiest way to
add yoursdlf isto copy from the
“default” employee. First, select to
display both active and inactive
employees. Then select NEWEMP and
click on the Change button. Change
the NEWEMP to Active (under Status)
and return to the list of employees.

\ Many employers set up one or two
default employeesto copy from.

Click on the Add button to open the
Employees (Add) options window.

Select the NEWEMP line in the list
box and click on Add (Copy).

At the top of the main Employee detail
window, enter the following

information.

Employee Enter the first five letters of
your last name, followed by
the first letter of your first
name (i.e. SCOTTA)

Name Enter your full name (i.e.

Anne P Scott)

Start with the General Tab and enter
the following information:

Address Enter your address.

City, State, Zip  Enter your address or
accept the defaults. Leave
the state as MN for the
Practice System.

Country Accept the default.

Social Sec. # Enter any 9 digit number.
Do NOT enter separation
characters. They are
supplied automatically.

Phone Enter any phone number

(without separation chars.)

Pay Frequency  Accept the default.

H=1E

E PR Setup - Employees

Search |

Ermnployes Code Mz 55N

GRAHAK Graham, Kathy ) BE5-45-5456 add
JACKSE Jackszon, Barry L. 352.52-4789 i
JONESE Jones, Brian &, 045-24-5674 e |
JONESC Jones, Carol W 151-63-201%5 ==

Kennedy, David E 456-30-5287
, Default Employes 93

Delete... |

E3 PR Setup - Employees [Add) [_ O] =]

Seaich I

Emploves Code Marne S5M

GRAHAK Graham, Kathy J. BE5-45-6456 7 i

JACKSE Jackson, Bay L. 3h2-52.4724 g d

JOMESE Jones, Brian A, a4 -6674

JONESC Jones, Carol M 151-53.2015 —IAdd (Ho Copy)
Kennedy, David E 7

LCancel |
Help |

. Default Emploves

& 2003 PR Setup - Employees [Add)

Employes [SCOTTA

Name [4nne

[P [5eatt

. l On detail entrywindows (i.e. employee tabs, rapidly
move past the fields that have acceptable defaults by
pressing the Enter or Tab key.

To select a new tab, click on the tab or press Alt and
the number preceding the tab name. For example, to
select the 7 - Leave tab, pressthe Alt key and enter
the number 7 (Alt+7).

5 - Deductions |

8- Advanced I
1 - General I

4-Taxes I

B - Accounting I T -Leave I

2 - Personnel I 3 - Eamings I

Address 2730 Southdale Ave.
Address
City, State, Zip |Fed Wing
Country m
Social Security # =
Phone [[E51)388-1172 |

[MN = ][5506E

Status

Pay Frequency |Bi-weekly Ed o i
chive

Pay Tvpe |Hourly hd
" Inactive

Department |03 -

Shift [1 - First Shift =

Payroll Setup




Pay Type Accept the default.
Department Select 03 (Shipping).
Shift Accept the default
Status Active

6. When you arefinished, click on the
Personndl tab (Alt 2).

7. On the Personnd tab enter your Sex
and Ethnic Group.

8. SdectaClassandjob Title.

9. Check on thel-9 On File box. To enter
the date you received the I-9 fo

click on the calendar icor 21,
Experiment with the online calendar.
Double-click on any date to select it.

\A Form1-9 MUST be filled out for
every employee hired on or after
Nov. 7, 1986 to show the individual’s
employment eligibility (isa citizen or
national of the United Sates, isa
lawful permanent resident, or isan
alien otherwise authorized to work).

10. Continuefilling out the Personnel form
with “your” personnel data. When you
arefinished, click on the Earnings tab.

11. First, assign a base hourly pay rate for

yoursdlf. Enter any amount for the

Hourly Base Pay Rate. A message
appears asking if you want to update all
of your hourly earning rates. Click on
Yes. Thisisnow the base rate for all
hourly earning codes for this employee
(multiplied by the earning’ s Base Rate
Adjustment, explained on page 3-11).

B3 2003 PR Setup - Employee| g5 Calendar =1olx|
Employee [SCOTTA Thursday, September 25, 2003
Mame [anne Sun Mon Tue Wed Thu Fri Sat
5- Deductions | & 1 2 3 4 5 [ ced I
s 2 B
1 -General S 7|89 |w|n|z]13 s
Sex [Femals 14 | 15 | 16 | 17 [ 18 | 19 | 20
Ethnic Gioup [\white 21 | 22 | 23 | 2455 26 | 27 oK
Dlass[lASHIP =] 28 | 23 | 38 Direct Deposit...
Title |Shipper
190N File 7 dop |
— Emergency Previous Month = Mext Month £
| Cortact Decrement Year = | Inciement Year 1
Work Phone =l
Home Phone:
Rielationship
E3 2003 PR Setup - Employees [Add) 19 [=1 E3
Emplovee [SCOTTA
Name [&nne [P [Seatt
5- Deductions | B - Accaunting | 7-Leave | 8- Advanced I
1 - General I 2 - Persannel 3-Eamings 4-Taxes
-ﬁase Pay Rate
Hoaurly Fiate 15.000 ok
Salay Rate 0] =
Direct Deposit...
"0 401k Employer 401K Contribution Hel
Holiday Holiday 15.0000 ==t
Overtime Overtime Haurly Pay 22,5000 Add...
Perzonal Personal Time 16.0000
RegHrs Regular Hourly Pay 15.0000 Change.
Sick Sick Pay 15.0000
Yac Yacation-Haurly 15.0000 Delete...
Payroll Setup 3-17



12.

13.

14.

15.

16.

17.

18.

19.
20.
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Next, you add a new Doubletime
earnings category to your file.

Click on the Add... button. A selection
list appears showing all the earnings
typesthat have NOT been selected for
this employee (based on the “copied
from” default employee).

Select “Double -- Doubletime Hourly
Pay” and click on the OK' button.

On the Employee Earnings detail
window enter the following

information:

Active Make sure it is checked.

Rate Note that the Doubletime Pay
Rate is $30.00, exactly double the
base pay rate, based on
Doubletime’s Base Pay
Adjustment of 2.

Account If you were interfaced with one of

the Red Wing General Ledgers
you could select up to 3 accounts
to post this pay to. Otherwise, the
field is optional.

Click OK to return to the Earnings tab.
The new earning type now appears.

Open the Taxestab. Select Federal
Withholding and click on the
Change... button.

Change the Tax Tableto Married and
the number of exemptionsto 3. Note
that you can set up Payroll to take extra
withholding each pay period. Also, you
can enter an Uncollected Tax amount if
you did not withhold enough tax from
the employee on previous checks. It

will bewithheld on the next check.

Click on OK to return to the Taxes tab.

Click on the Deductions tab.

B3 2003 PR Setup - Employee Eamings

Select Emplopes E amning to &dd
1 Doubletime Hourly Pay
Expenze Heimbursement

Pigce'wik Piece Work Pay
Salary Salary

SickPay Third Party Sick Pay
Tips Tips

“Yacation-Salay

oK

Cancel
Help

E3 2003 PR Setup - Employee Earnings 9 [=] 3
Description [Doubletime Hourly Pay Year To Date oo
................... i
Rate 30,000
Expense Allocation Percent
Account [E09100 =1 100.0000
Aenit =l J]
Aceaurt = 0000
ok | gence | Help
5 - Deductions | E - Acoounting I I-Leave | 8- Advanced |
1 - General I 2 - Personnel I 3 -Earmings 4-Taves
— Detault Tax Codes
Tax State [MHN =
Tax Local =z

FED  FICA Company Share

FED | FICA Employee Share
FED | Medicare Compary Share
FED  Medicare Emplayee Share
FED  Federal Unemployment
Federal ithholding
MM M - State Withholding

M M - State Unemplogment Tax
M MM - orkers' Compensation
M Rochester City Tax

MM | Rochester School Tax

Add..

Change. |
Delete |

B3 2003 PR Setup - Employee Taxes

Description |Federal Withholding

State l_
Active [
TauTable [Maed =
Esemptions | 3
Extra‘Withholding [ 00
Uncollected Tax [ 00

oK LCancel

I =] S

‘ear To Date a0

Help
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21,

22. Sdlect CitizensLife Insurance from
the list of deductionsand click OK.
23. Makethe following entries on the 5 2003 PR Setup - Emilive sl EICIRNE =131
Empl Oy% DedUCtI OnS ddal I Wl ndO\N Description IElllzens Life Insurance Year To Dalel 0o
Active [
H ' Rate 1380
Active Make sure it is checked. Uroaladied s |—qu
Rate 13.80 D eduction Limits
Uncollected Amt. Leave at .00 Matimum
Per Check. .00
Per Quarter .o
24, Becausethe annual rateis $358.00 and v Per Year T
Lifetime .00
you do not want to deduct more than ,
that during the year, enter 358.00 for K Coreet Help
the maximum deduction limit Per
Y ear.
25. When you arefinished, click on OK to
return to the Deductionstab. Make sure
thelife insurance is added.
1 - General I 2 - Personnel I 3- Eamings | 4-Tares |
5 - Deductions § - Aceounting I 7 -Leave | 8 - Advanced |

26.

To add the new lifeinsurance
deduction you set up earlier, click on

1 - General |
5 - Deductions I

2 - Personnel
E - Accounting

3 -Earnings | 4-Taxes

7 -Leave I 8 - Advanced

401k

E. 0000

CafPlan Cafeteria Flan 80,0000

the Add " bUtton : Co 401K, 401K, Company Contibution 2.0000
Dental Dental Insurance 10,0000 Add
Medins Medical Insurance 781600 —

Click on 6 - Accounting tab to see the

Change...
Delete

[ Miscellaneous Tax Information

[ Employer Expense Allocation

information entered. Y ou do not need ioone For [ =) FuolConerlocali _Perr
. Ag Empl

to make any changesto thistab. fm"f;fj?;“,—d g

.0oog

—'w-2 Box 13 Information
Statutary Employes [
Retirement Plan [

1 Bilingual Check Stubs

Print Top Stub In IEngI\sh 'I

Print Battom Stub [n IEngI\sh 'I

27. Next, click on the 7 - Leave tab.
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28. On the Leavetab click on the
Change... button.

29. Review thiswindow. Everything
should be correct. Click on OK to
return to the Leave tab.

\ Use the Setup Wizard (available
when you select Vacation/Leave from
the Setup Menu) to set up vacation
and leave standards. Refer to the
Payroll User Guide or online help
for details on setting up
Vacation/Leave.

30. To complete employee setup, click on
the 8 - Advanced tab.

31. Because you are a new employee, clear
entriesfor the Last Pay Rate and the
Last Change Date. Write some nice
comments about yourself in the Notes
field at the bottom of the window.

32. If desired, double-click on the Photo
field and choose a picture from your
filesto paste into the window. For
more information on the picture field
see online help.

33. Click on the OK button to the right of

the tabbed windows to return to the
main Empl oyees window.

3-20

B3 2003 PR Setup - Employee Leave M [=1E3
Description IVacat\Un
SR ;&Ei‘i‘b‘é}p
Leave Table |vacation hd
Carry Dwer .ooo
Accrued oon
Used .000
I aximumn oon
Lost .0oo
Earning |¥ac 2
oK | Cancel Help
1-General | 2 - Personnel | 2 - Eamings 4-Taxes
5 - Deductions | B - Accounting | 7-Leave 8 - Advanced
— User Defined
) Double-click to select a phata,
Urifarms |No
Last Pay Rate
Last Chg Date
(Going to be a great employee!] ﬂ
j Image Name I
B9 PR Setup - Employees |- (O] ]
Search |
Employee Code Name S5M
GRAHAK Graham, Kathy J. GE6-45-6456 Add
JACKSE Jackson, Bamy L. J52-52-4783 —
JONESE Jones, Brian & 045-24-5674 Change.
JONESC Jones, Carol M 161-63-2015 =
KENMED Kennedy, David E. 456-30-5287 Delete
NEWEMP . Default Employes 933-339-3359 = -
S nhe F. List
Llose
Help

Digplay ‘

Sort By
’Vﬁ Employee Code © Mame 33N ‘ ’7 [v Active [ Inactive
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35.

36.

37.

38.

In thisfina step, print a Detail
Employee Report showing much of the
information you just entered.

Click on the List button. Select
yourself for Employee Code and make
sure the Report Typeis Detail.

Print or Preview the report. Check out
theinformation to seethat it is

accurate. Close the report window and
return to the main Employees window.

Click on Close to return to the Main
Menu.

Congratulations! Y ou have completed
the setup portion of the Practice
System.

B PR Setup - Employees [List)

[_ O[]

— Selection Ranges

Emplayee Code Fram m
To[SCOTTA =]
Employes SSM From ﬁ
L) I |

— Sort By

155N

= Employee Code

 Employes Name

— Fomgt ————
Emplapee Name From = ;
plo =l Fepart Type [Detail -
U = w Comments v
Tepartment From [ =1
T =1  SelectRateFrom ——
Pay Frequency -1 iy |
Employee Status [Ecth - I Salany j‘
{Previen: Prirt | File | Reset Claze | Help |
SZ5M3 Mid County Supply Page 1 of 1
813 A Employee List - Detail
Sorted by Employee Code
Employee Scott, Anne P Sex Female Bom
Address 2730 Southdale Ave. Ethnic Group White Hire 08253
JobClass  NewClass Last Review

Red WWing MN 55066 Title Shipper Hext Review
Phone  (G51)385-1172 I9onFile  Yes G503 Retire
S50 555.55.5555 Contact Income Form 4.2
EmpCode SCOTTA Work Phone Ag Emp Mo
Pay Freq Bi-weskly Home Phone SUTAState  MN
Pay Type Hourty Relationship Default Tax State  MN
Dept 03 Shirping Department Status Active Default Tax Group
Shift 1 - First Shift Term Date
Default HrRate 1500 Default Salary i
Hotes Gaing to be & great employee!

** Report Options ***

Employes Code: SCOTTA To SCOTTA
Employes SSH: All

Employes Hame: All

Department: All

Pay Frequency: Al

Employes Status: Both

Show Comments: Yes

= End of Report***

Payroll Setup
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Chapter Four—Pay Employees Using Check

Contents

Writing

Use a sequence of steps in the Check Writing process to

pay employees without going through Time Entry. This is the

fastest way to pay employees.

(See Chapter Five for Time Entry method of paying
Employees if more detail is needed.)

1. Select Employees to Pay..........ooccveiiiiiieiiiiiec e
2. ENtEr Pay ...
3. Verify Leave Time
4. Preview Pay
5. Print CheCKS .....cooiiiiieieceec e
6. Update Employee Balances .............cccceeviiviiiiiice e

Pay Employees Using Check Writing
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1. Select Employees to Pay

Select yourself and two other employees to
pay for the current pay period.

\ This is the quickest way to pay
employees. You can use it if you do
not track projects, pieces, daily time,
splits to multiple accounts, etc.

B Main Menu E]l@g\
System Manager
Payroll

Change Company.

Download / Review Tax Tables...

Versions...

System Information. ..

Cue Cards

QZHZ 0P

Time Entry ElecEmpluyees to Pay
. g nter Pay
1. From the Main Menu, select Processes Preview ’573
E:g‘:ngeliod D:Il:ct Di‘;niil Stubs
Payro" 3tlalll.llp 3pql.attle_EmpltnTj{ee Balances
>Check Writing S T il Leave Tine
>Select Employees to Pay O (I
[Mid Caunty Supply [Adrin | 10A10/05

2. Because the Practice Guide uses Mid
County Supply (SAM), the system may )
default to the last time Select As you go through these menu Selectlons,. be sure to
Employees to Pay was selected. If there look at your Help or open your Us.er Guide to
are already selected employees, Chapter Four to see how each option works.
unselect them and click OK to exit the
window. Re-enter and start over.

3. Double-click each of the following £ PR Check Writing - Select Employees to Pay [[(=1[E3]
employees to Select them Available Employess Selected Employees

GRAHAK Kathy J. Graham JACKSE Bamy L. Jackson
risn A. Jones JONESC Carol M. Jones
Barry L. Jackson CENED Dol eoneiy E—
Carol M. Jones
Yourself (as set up in Chapter 3)

4. Accept the default Pay Run Pay Fun B reate Pay From
information. Verify the Work Date ~ —p , Seoeell ] poomons o
range and Check Date. Ta 8 " AftertheFact (Manual]

ok Date [03/12/2006 Check Message
Bank Account Mo [22-8831017 |

5. Under Create Pay From, SV |
Employee Information. soestiowp | ¢ | Cones Heb

6. Enter a check message (optional).

7. Click OK to save the entries and return
to the Main Menu.
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2. Enter Pay

Enter pay information for each of the three
selected employees.

1. From the Main Menu, select

Payroll
->Check Writing
~>Enter Pay

2. Depending on your last name, you or
Barry L. Jackson will be the first
employee to pay. If it is Barry, enter 80
RegHrs and 3 Overtime hours. Click
Recalculate. When the message
appears, click Yes. Note how all
earnings, deductions and taxes are
calculated automatically.

3. Click Next to go to the next employee.
Enter 80 regular hours and 1 Overtime

hour for yourself and repeat the process.

When Carol Jones displays, accept her
salary.

4.  When you finish, click Recalculate All
to calculate deductions and taxes for all
employees. Again, click Yes to
calculate both taxes and deductions.

5. Click Close to return to the Main
Menu.

3. Verify Leave Time

Verify the available leave time for the
employees in the current payroll.

1. From the Main Menu, select

Payroll
->Check Writing
>Verify Leave Time

& PR Check Writing - Enter Pay (=13
Check Information Check Tetal
Emplopee [JACKSE | [Bamy L. Jackson Gross Pay 124633
‘WeeksWarked [ 2 Deductions 45439
[ Pint Check, . Tares[ 9535
MNet Pay 63664
] +| | Deduction Amount = |
e T | [ T
E° — = — Thids up K]
il o 407, m
Faliday ] 74,750 L] e TR
et I K B 36
metie Tax Psid By Amount_~
Persanal 0o 14750 uj FICA Co ~[Emploper 7728
Fiecew, i i i F [ Erpioyme —
Feghrs 50,000 74,750 718000 MedicCo = [Emloyer i
Sick o0 14.750 00 | [Medicae - |Employee 1807
Fecaloiialel | Previous et | Recaloulate & | Dlose Helo |

B PR Check Writing - Verify Leave Time

Selection Ranges

Employee Code From -

O

Crepartment From A

) —

Format

™ iShaw Only Employees Exceeding Available Leave

Prewiew Frint File Reset LCloge Help
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1A7I05 Mid County Supply Page 1071

851 AM Verify Leave Time
2. Leave the selection ranges blank for the e T o o
. . Code Name Leave Ty Hours Used Over Limit
Verlfy Leave Tlme report. GRAHAK Kathy J. Graham Persan;\lmE 32000 000 000
Sick 32000 000 000
Wacation 30.000 40.000 10.000
3. For the Practice System, leave the Show = ="~ o Gm o g
Only Employees Exceeding Available =~ ‘owsc  camiiiones Pemare o » »
Leave check box blank. You can either . e e
' ¢ e Report Opons
click Preyiew to look at the report on S Lol
your computer screen, or click Print to o Exoouding Avalablo Laave: o

print the report.

4. Click Clese to return to the Main
Menu.

4. Preview Pay

Verify the pay information entered for the
three selected employees.

1.  From the Main Menu, select

Payroll
->Check Writing
-2>Preview Pay B PR Check Writing - Preview Pay
Selection Ranges Farrmat
2. Leave the selection ranges blank for the Buileo Bels F";f"’—_l :l Repott Typs [Detal -
Preview Pay report. All employees with ]
pay information will be included. o =]
3. For the Practice System, select the Detail
report. You can either click Preview to
look at the report on your computer
screen, or click Print to print the report.
Preview Frint File Beset Close Help
4. Note how much information displays.

This is some of the information that
will print on each employee’s check
stub.

5. After you view the report, select
Summary to compare the information
between the two reports.
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lMany reports and lists have a
Summary/Detail option.

-
6. When you finish, click L and return
to the Main Menu.

7. Ifyou need to make any changes, go
back to Enter Pay and make them.
Then, remember to Recalculate after
making the changes. If you made
changes to deductions, answer No
when it asks to calculate both taxes and
deductions. Re-run the Preview Pay
report to verify the amounts before you
continue.

5. Print Checks

Print checks for the three employees you
selected to pay.

1. From the Main Menu, select

Payroll
->Check Writing
->Print Checks

FEEA00G Mid County Supply
11:33 A Preview Pay - (D etail)
Earrirg =
Code Hours Rate Amount
Employee: GRAHAK  FKathy J. Graham
Holiday ooo 10000 00 401K .00 FICA 1984 Co 401K 12L
herime ooo 15000 00 Cafflan .00 hedicars 45
Personal ooo 10000 00 Dental 10.00 Fed Tax 10.00
Faghrs 40,000 10000 4000 hedins 716 hiH Tax 300
Sick 000 10000 o0
e o0 10000 .00
Ermp Total 0 000 400 00 10216 a7 4 [EE]
et Pay 170,35
Employee: JACKSE Barry L Jackson Check No
Expensz o000 o000 00 401K .40 FICA 36.588 Co 401K 173
Haliday 000 14750 .00 ChildSup 149700 Wedicars 5.5
Dherime ooo 22125 00 hedins #4116 Fed Tax 3478
Personal 40,000 14750 500,00 RN Tax o
PFieceiiliic ooo 000 oo A Tax 20014
Faghrs oo0 14750 o0
Sick 000 14750 o0
e o0 14750 .00
Ermp Total 0 000 520,00 T66 56 0001 177
et Pay 2
Feport Totd TH 000 72000 AT ETE EE
77777777777777 T - s Dedugtion e oo TN e e Bt e
Code s Amourt Cods Arncurt Code Amcurt Cods Amount
Expense oon oo 401K 5041 Fed Tax 6054 Cod0ik w073
Holiday ooo 00 CafPlan W0 FICA 718z
Oherime oo0 o0 ChildSup 14700 Medicare 1653
Personal 40,000 59000 Denl 0.0 MHTae 300
PFieceiiliic ooo 00 hedins 16231 A Tax 014
Feghrs S0.000 65000
Saary ooo oo
Sick 000 o0
s ooo oo
“ae-sal oo o0
Tetal 120,000 124000 ) 20143 AT

= Report Dptions
Ernployee Court: 5

Employee Code: Al
Cepartrert: All
=+ Erd of Recort =+

Employee Code From [JACKSE -
To [JACKEE =

Check Infamation

Checking Account | 103000

Next Check |4353

Process Sart By

% Print Paychecks " Reprint Checks & Emploves Code
" Department

Selection Fanges Format

Check Type [YTD [Shows Benefits] =

Stub Location [Stub-Check-Stub_~

Special

:I Frint Company Mame [ Frint Emp 1D [~
PFrint Check Mumbers [# Print Dept Code [
Print Leave Information & Frint EIN ™

Print Paper Checks For All Emplogees [~
Suppress Social Security Numbers [

Meszage Line |
Frirter [\iMIMND'WAHP Laser)et 4000 SeresPS < |

FPrrint ‘ Prewiew | Heszet | LClose | Help

A

If you use the Preview button to look at the check first, you
must select Reprint Checks to print it and reenter our
starting check number (it will have advanced.)
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2. Select one of the three employees
(Barry Jackson, Carol Jones or
yourself) and print a check on blank
paper using the defaults.

3. Next, select another one of the three
employees and change a few items like
check type and stub location to see how
flexible check printing is.

BarryL. Jackson 352524789 Vacation Accrued 2633 Remaining 13.67-

. . Check Date: 0312/06 Check No 4358 Sick Accrued 40.00 Remaining 40.00
4. Finally, select the third employee and aring Wy Rae | Pay Ve Taee T VTe Dedet ol YOOl Bewt  en VDS
try a different set of options. o eoTmoorn ol mm o owms s pawomE o
ry p
oo eres fn gare o
{ If you had left the Employee Code

From/To boxes blank, all three o o - )
employees’ checks would print at the
same time. Mid County Supply

491 Highway 19

PO Box 19

Red Wing, MN 55066

5. When you finish, click Close to return
to the Main Menu.

SIX HUNDRED MNINETY-SIX & 64/100 DOLLARS

. o . 03/12/06 4359 kkitt G 696 .64
6. If you use direct deposit in your real
company, the next step would be to
print the direct deposit stubs. You have 5203 Fiametra tane
. . . Ellsworth, W1 54011
all the same options in the Direct
Deposit Stubs menu selection as you
did in the Check Writing menu
selection. = . Vacaon teemes 253 Remmng 1267
Check Date: 0312/06 Check No 4359 Sick Accrued 40,00 Remaining 40.00
For Periodt 0227/06  Tax 03/12/06 Personal Accrued 48.00 Remaining 48.00
N B 2120 o = e o 77101 o o e 20 B2

FiecsWre 00 ] 13300 FICA 72 LTI ChikdSup 34531

80.00 14750 118000  4TIZE0 Medare 1807 7432 Medine 8415 23860
00 0 550.00 WITax o 21
et 63024 24838 ETIS2 8535 109070 45438 1EM4E2 EC) 182,75
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6. Update Employee Balances

Update employee balances and prepare
General Ledger entries (if you interface to
Red Wing Windows Business, TurningPoint,
or AgCHEK).

1.

From the Main Menu, select

Payroll
->Check Writing
->Update Employee Balances

Click Update. The following takes —_|

place.

v' Pay information for the current payroll is
saved in the history files.

v" Employee balances are updated.

v Employee leave time is updated with
any time that was used in the current
check processing run.

v Liability totals are saved so that
payments can be made when due.

v General Ledger entries are created.

v Time Entry information that was paid is
removed.

When the Update Complete window
appears, click OK to return to the Main
Menu.

You have completed the Check Writing
method of paying employees. The next
chapter introduces Time Entry as
another option for paying employees.

E2 PR Check Writing - Update Employee Balances Elﬁlg|

Havwe you finished printing your checks?
|lze this zelection to update emploves balances and produce General Ledger

entries for the curent paproll. Make sure you have printed your payroll checks
before completing this process.

T

Update Help

Pay Employees Using Check Writing 4-7



NOTES:
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Chapter Five—Pay Employees Using Time Entry

Contents

Use this method of paying employees when you track details
such as projects, pieces, daily time and classes.

B OTe] o)V 1 1[PPI 5-2
CENter Time e 5-3
LISt TIME e 5-5
. Print Worksheets ........oooouiiiiiiiiiie e 5-6
. Select Employees to Pay.........cccooovciiiiiiiiiiicceee e 5-7
. Verify Leave TiMe ..oooeeieiiiie e 5-8
CPreview Pay ... 5-9
PNt ChECKS .. 5-10
. Update Employee Balances ..........cccccceveeeeiciiiiiieee e 5-11
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1. Copy Time

Copy time information from the previous
pay period to the new pay period for hourly

employees.

1. From the Main Menu, select

Payroll

>Time Entry
>Copy Time

2. For the Practice Guide, leave the
Selection Ranges blank, and in the Pay
Type box, select Hourly.

3. For the Copy Time Options, accept the
defaults, with the following exceptions:

Change Date by Adding 14
Zero Hours Worked

4. Click Copy Time to copy the time
entries.

Select the box

5. Click OK (or press Enter) when the
copy process is complete message
appears it will tell you how many time
entries were copied.

6. Click Close to return to the Main

Menu.

5-2
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Selection Hanges

Emplopes Code From

Department From

E3 2003 PR Time Entry - Copy Time

— Copy Time Options

= Copy From Pay Run |6 b
i | i
To - Zera PIEC;; '
Pay Type [Howly - Update May Nate: [~
Blank Project [~
Mew Time Entry Dates
Date Worked of 2020003
Wil be changed to 3A13/03
Copy Time l Clase | Help ]
Red Wing ]

The copy pracess i complete with 4 time entries copied. Use the Time Entry
menu selections to modify and/or list the entries as needed,

- [O[x]



2. Enter Time

Add the hours worked to the copied entries
from Step 1 and make any other changes.

1. From the Main Menu, select

Payroll
>Time Entry
~>Enter Time

2. For the Employee Code, select Barry L.

Jackson (you can either type in the
employee code or use the Search
button). He is one of the employees
with copied time information.

3. Before you enter time, take a minute to
see how Time Entry is set up. Click
Options...

4. Note how you can set up Enter Time to
fit your business. Each selected check
box indicates a tab stop on the Detail
Entry window. You can also select the
Use Detail Entry check box to
automatically default to the Detail
Entry window.

5. After you review the Enter Time
(Options) window, click OK to close
the window and return to the Quick
Entry window.

&5 2003 PR Time Entiy - Enter Time 19 [=] 3
WJAEKSB ~| Search [ Bamy L. Jackson Detail Ertry
Date Earmnings Code Hours PayRate Run Amount  Delete | =
f[orzems | [E|[Regtre = 000 [ 1a7k0 e | [l
726/ | [l|[Overtine = 000 | 22125 [No | |
*|[0s/2572009 | [Elf = 000 | 000 [No | |
Record: 14 U N B
Total Hours 80000 Total Amount 118800
Newfmp | PrevEme | Dotns. | RemoveTine | Diose Help
8 PR Time Enliy - Enter Time [Option) <]
¥ Expense Information
¥ Check Sequence Mumber
¥ Eamings Code ¥ TaxState
¥ Hours Difered ¥ TaxLocal
W Hours Worked ¥ Department
¥ Fieces W Class
¥ Shift
W PapFRate
Use Detail Entiy [~
Ok LCancel Help
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10.

5-4

Next, click Detail Entry to display the
Enter Time Detail window. Make the

following entries:

Date

Project
Earnings Code
Hours Offered
Hours Worked
Pieces

Shift

Accept default
Leave blank
RegHrs

Leave blank

80

Leave at .0000

2 - Second

Shift (Note how the
pay rate changes)

Accept the defaults for the remaining entries.

The entries for Barry Jackson are saved
when you start a new record (another
employee or another transaction for

Jackson).

Click Next Emp or Prev Emp until
you come to your name. Click Quick
Entry to return to the one-line entry

window.

Enter the following information:

Line 1

Date

Earnings Code
Hours

Pay Rate

Line 2

Date

Earnings Code
Hours

Pay Rate

Line 3
Date

Earnings Code
Hours
Pay Rate

Accept default
RegHrs

40

Accept default

Accept default
Overtime

10

Accept default

Use same date as
above

Vac

40

Accept default

When you finish, click Close to save
the entries and return to the Main

Menu.

E3 2003 PR Time Entiy - Enter Time

Employee Code [JACKSE =1 Search | Bany L Jackson

Buick Entry

7 Dae T E|
Poject/Catenory [ 7]
Earnings Code ]m
Hours Dffered I—UUU‘
Hours Waorked ,—MT_@
Pieces [ 0000 |
ET |2 - Gecond S ikl
PayRate [ 14850

Record: 14 1o wnfvs]of 2

Expense Allocation

Percent i‘
100.0000

Total Hours | 000 Total Amount |

Mest Emp I PrevEmp J

Options...

Account [E05103 |

Aocount | =l

Account | =l 0000
Check Seq| 1= Selected for Fun [No

Tax State ]m Tax Local J—;I

Depatment [02 =] Class [OFFC =

Amount 1.188.00 Delete

oo

I Remove Time Cloze Help I

\ Take the time to look carefully at all the options on the
Detail Entry window. For example, see how the clock
icon works for those who use Start/Stop times.
Start/Stop times can be automatically prompted if
chosen in Setup > Customization.

& 2003 PR Time Entry - Enter Time =1
Employee Code [SCOTTE <] Gearch | 4nneP. Scat Detail Entiy
Date Earnings Code Haurs Pay Rate  Run Amount  Delete |
[3r28/03 E[RegHrs | 40000 | 15.000 [No | 60000 wx|
372602 [)|[Overtine =1 10000 | 22500 Mo | |
[0372672008 | E)|[Vac = 40000 | 15000 [No | Ee|
ez ) ] N W ]
Record: 14| < [[T 4 o [ei]#|of e il
Total Hous 0000 Totaldmount [ 142500
NeEop | PevEmp | Dpis. | Aemovelime | Close Help
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3. List Time

List time entries for yourself'in two different

Sformats.

1. From the Main Menu, select

Payroll
>Time Entry
List Time

2. On the options window, select yourself
for the Employee Code. Leave the
remaining selection ranges blank to
include everything.

3. Inthe Report Type box, select

Summary.

4. Click Print.

5. Next, choose the Detail Report Type.
Preview or print the report.

6. Compare the two reports. Note how
much more information appears on the
Detail Report. However, depending on
the purpose for the report, you will often
need only the Summary Report.

7. When you finish, click Close to return to
the Main Menu.

8. Verify the information. If it is not
correct, go back to Time Entry to
correct it before proceeding into Check

Writing.

212505 Mid County Supply Page 1 ot
10:04 A List Time Information - (Summary)
Sorted hy Employee Code
Date  Employee Pay Hours Eaming
Worked Code Rate worked Pieres Amourt Dept Project Code
Employee:  SCOTTA Scatt, Anne P
03/26/03 SCOTTA, 15.000 40.000 600.00 RegHrs
0312603 SCATTA 22,500 10.000 22500 Owedime
032603 SCOTTA 15.000 40.000 600,00 Wac
Employee Total: ~ SCOTTA 90.000 0200 1,424.00
Report Total §0.000 i) 142500
*** Report Options ***
Employee Code: SCOTTA ToSCOTTA
Department Al
Project: All
Work Dater All
Eamings: All
** End of Report***
Summary Time List
21503 Mid County Supply Page 1 of1
10:05 AM List Time Information - {Detail)
Sorted by Employee Code

Date  Employee Pay Hours Eaming
Worked Code Rate Worked Pietes Amourt Dept Project Code
Employee:  SCOTTA Scatt, nne P
03i26/03 SCOTTA 15.000 40.000 50000 03 RegHrs

Class  SHIP Hours Offered 0 Cat

Shift 1 - First Shift Expense Account  E09100 70.0000

Tax State MN Start 00 603103 300000

Tax Local Stop .00
030268103 SCOTTA 22500 10.000 22500 03 Overtime

Clss  SHIP Hours Offered 0 Cat

Shift 1 - First Shitt Expense Account 503500 100.0000

Tax State MN Start 00

Tax Local Stop 00
U3i26/03 SCOTTA 15,000 40.000 50000 03 Wac

Class  SHIP Hours Offered 0 Cat

Shift 1 - First Shit Expense Account 503800 100.0000

Tax State MN Start 00

Tax Local Stop 00

Employee Total: ~ SCOTTA 90.000 0000 142500

Report Total 90.000 000 142500
** Report Options **
Employee Code: SCOTTAToSCOTTA
Department All
Project: All
Work Date: All
Eamings: All
** End of Report **
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4. Print Worksheets

Many employers use worksheets to enter
time information before it is put into the
Payroll system. Print two different types of
worksheets for yourself and compare them
to see what would work best for your
business.

1. From the Main Menu, select

Payroll
>Time Entry
->Print Worksheet

2. On the options window, select yourself
for the Employee Code. Leave the
remaining selection ranges blank.

3. Make the following entries under

Format:

Report Type Pay Summary
Worksheet

Begin Date Enter today’s date

End Date Accept the default

Lines Per Day 3

4. Click Print. Note how it lets you write
in summary information for each
earning type.

5. Change the Report Type to Time
Worksheet and print it. Note how it
lets you fill in information separately
by day.

6. Click Close to return to the Main
Menu.

5-6 Pay Employees Using Check Writing

8125Mm3
10006 A

Mid County Supply Fage 1of1
Pay Summary Works heet
Sorted by Employee Code

Employes

Eaming Hours Pay

Code Hame Code Worked Rate Amount
SCOTTA Seott, Anne P. Ca 401K

DoLkle

Haliday

Ovetime

Personal

Reghrs

Sick

Vo

Pay Summary Worksheet
92513 Mid County Supply Page 1 0f2
007 A Time Worksheet
Sorted by Employee Code

Employee Eaming Hours Pay
Code Hame Date Code Worked Rate Amount

SCOTTA

Sedtt, Anne P

09/2503

0912503

09/25103

09728103

0326103

09/26/03

09/27103

09/27103

09/27.03

Time Worksheet



5. Select Employees to Pay

Select to pay the two employees with new
time entries for the current pay period.

1.  From the Main Menu, select

Payroll
->Check Writing
->Select Employees to Pay

2. Accept the default Pay Run information
with the following exceptions:

Work Date From Accept default
Work Date To Accept default
Check Date Accept default

IMPORTANT! Your work date range has to
include all the dates of your time entries.

3. Click Select Group...Check the Time
Entries check box. Click OK and notice
how all employees with time entries are
selected. If no employees are selected,
you will need to review your work
dates vs. time entry dates.

4. Under Create Pay from, make sure to
select Time Entries.

5. Enter a check message.

6. Click OK to save the entries and return
to the Main Menu.

B PR Check Writing - Select Employees to Pay

Luwailsble Emplopees Selected Emplovees

GRAHAK Kathy J. Graham JACKSE
JOMESE Erian A, Jones G FENNED

JOMESC
[2]

»
o
<
<<

Bary L. Jackson
David E. Kennedy

Carol M. Jones

|
[=]

Create Pay From

" Employee Information
% Time Entries

" After-the-Fact [Manual]

PayRun &
Check Seq [T =] Deduction Period [T =]
‘Work Date From ,m
To [T272008
Check Date lm

Bank Account Ho. [22-683-1017 =l |

Check Message

Select Group... | akK | LCancel Help
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6. Verify Leave Time

Verify the available leave time for the
employees in the current payroll.

& PR Check Writing - Verify Leave Time

Selection Aanges

Employee Code From =
1. From the Main Menu, select i A
Department From ,—;I
Payroll o =]
->Check Writing
->Verify Leave Time Format

r ;Shuw Only Emplopees E xceeding Awvailable Leave

2. Leave the selection ranges blank for the

X X Presiew Frint File: Beset Cloge Help
Verify Leave Time report.
3. For the Practice System, leave the Show
Only Employees Exceeding Available == (e Bor T
Leave check box blank. You can either —~ ='* Verify Leave Time
click Preview to look at the report on Erployee R Hows Rours
- . . Code Name Leave Type Hours Used Over Limit
your Computer Screen’ Or Cllck Prlnt tO GRAHAK Kathy J. Graham Personal 32.000 000 000
R — Sick 32000 000 000
print the report. ks eyl tadksen e pr e e
Sick 40.000 24.000 000
WVacation 26.333 .000 .000
4. Click Close to return to the Main e e fr e e e
- 274666 64.000 10.000
Menu. o Report Options

Employee Code: All
Department: All

Show Only E mployees E xceeding Available Leave: No
=+ End of Report*™
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7. Preview Pay

Look at the Preview Pay (Summary) report
to see the totals for the two employees
selected to pay.

1. From the Main Menu, select

Payroll
->Check Writing
->Preview Pay

2. Leave the selection ranges blank for the
Preview Pay report so that all
employees with pay information will be
shown.

3. Inthe Report Type box, select Detail.

4. Click Preview. Verify that all the
information is correct. If you need to
change earnings, you will need to
unselect the employee and go back to
Time Entry, make the change and then
reselect the employee.

5. When you finish, close Preview Pay
and return to the Main Menu.

7252008

Mid Courty Supply

11:33 2 Preview Pay - (D etail)
L R — Dedactior - — R - Beraht —mev
Code Hours Fate Amount Code Mmoot Code Armount Armour
Erployee: GRAHAK  Fathy J. Graham Check ho
Holiday oo 10000 00 401K .00 FICA 1984 Co 401K 120
hertime oo 15000 00 Caffian .00 hedeare 46
PFersonal oo 10000 00 Certal 10.00 Fed Tax 10.00
FgHrs 40,000 10 000 40000 hedhs 7816 hiH Tax 3.00
Sick oD 10 000 o0
e o0 10 000 o0
Erp Total a0 00 400 .00 18216 a7 TZ00
et Pay 170,35
Erployee: JACKSH Barry L Jaskeson Check ha
Expenss 000 00 00 01K H.A0 FICA 368 Co 401K 177
Holiday oo 14750 .00 Childsup 19700 Medicar 5.5
hertime oo 22125 00 hedhs 8415 Fed Tax 3473
Personal 40.000 14750 500,00 MM Tax o
Pieoeliliic oo 00 oo WA Tax 2014
FgHrs oD 14750 o0
Sick oD 14750 o0
e o0 14750 o0
Erp Total a0 00 50000 T6655 0001 [EED
et Pay T3
Report Total 120 000 129000 ABET T T FCER
77777777777777 = [ TS T 50— oo Berefit -
Code s Amourt Cods Arncurt Code Arourt Cods Arncunt
Espense i} oo 40k 541 Fed Tax 6054 Codnik 073
Holiday oo 00 CafPlan W00 FICA 710z
Cherime oo0 D0 ChildSup 14700 hedicare 1683
Personal 40,000 59000 Cerml 0.0 MHTE 300
Pieoeliliic oo 00 Wedhs 16231 WA Tax 014
FRegHs 20.000 650.00
Saary oo oo
Sick oD oo
i oo oo
-l i) Jili
Tetal 130000 174000 45571 20143 R

=+ Feport Options
Errgl ayee Court: §
Ermployee Code: Al
Cepartraert: Al

=% End of Reoort =+
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8. Print Checks

Print checks for the two employees you
selected to pay.

1. From the Main Menu, select

Payroll
->Check Writing
->Print Checks

2. Leave the Employee Code box blank.
Checks will print for all selected
employees.

3. Print (or preview) the checks. If you
preview the checks first, and then want
to print the checks, you will have to reset
the next check number because it
increments whether you preview or print.
Also under Process, select Reprint
Checks.

4.  When you finish, click Clese to return to
the Main Menu.

5-10

E3 2003 PR Check Writing - Print Checks

Soit By
(Cy Employes Code
1~ Department

Fiocess

(c anl F:ayéﬁ;i:k;s e Reprint Checks

Selection A anges Format

Employes Code From -

To x

Stub Location [ShubCheck-Stub =

Check Type |YTD [Shows Benefits *

I :] Frint Company Mame [» Frint Emp ID [~
] Piint Check Mumbers [# Prnt Dept Code [~
Prirt Leave Information [ Frint EIM ™

Check Infamation

Checking &ceount 103000

Mewt Check |4368

Special

Fiint Paper Checks For &l Employees [~

Message Line ]3Dring has ariived!
Printer ]HP Laserlet 4000 Series F5

|

Friit ‘ Prewism ‘ Hesat I Close ‘ Help
Barry L. Jacksan 62524789 Vacation Accrued 2633 Remaining 633
Check Date: 03726103 Check Ho 4364 Sick Accrued 4000 Remaining 4000
For Period: 031303 To: (3126003 Personal Accrued 4800 Remaining 48.00
Eaming  Hrs Rate Pay YTD-Pay Taxes Tax ¥T.Tax Deduct Ded YTD-Ded Benefit Ben VYTD.Ben
Dvertime. 00 22125 00 25445 FedTax 12078 TI6.50 401K KB 37879 Coddik 35684 188.39
Piecetiir 00 00 13800 FICA T30 0143 Childsup 27477 1.427.00
Reghrs #0.00 14350 1.188.00 502030 Medicare 17.23 9155 Medhs 8416 420,74
WYl Tax 6044 4678
Het asen 18800 831335 ECXTI L wnam 7283 64 tEe3
Spring has arived!
Mid County Supply 22-889-1017
491 Highway 19
PO Box 19
Red Wing, M 55066
FOUR HUNDRED EIGHTY-FIVE &635/100 DOLLARS
03/26/03 4364 ficsa “§ 485 69
Barry L. Jackson
4682 Hiawatha Lane
Ellsworth Wl 54011
Barry L. Jacksan 352524763 ‘acation Accrued 2633 Remaining 26.33
Check Datez 0325003 Cheok Ho 4354 Sick Accrued 40.00  Remaining 40,00
For Period: 034303 To: 0326103 Personal Accrued 4300 Remaining 45.00
Eaming  Hrs Rate Pay YT Pay Taxes Tax  YID-Tax Deduct Ded ¥T0-Ded Benefit Ben YTDBen
Dwertime. oo 22125 oo 26445 Fed Tax 12078 T26.50 401K 7128 7870 CodlIK 64 180.30
Pieceifrc oo oo 138.00 FICA 7386 391,43 ChildSup 7477 142709
Feghts 000 14850 118800 58080 Mediews 1723 9155 Medns 8415 ams
I Tax B4s 37
Het 485,08 1m0 831328 i 1smeEn 0020 222083 awse 1803

Spring has arived!

Pay Employees Using Check Writing



6. Update Employee Balances

As you did in Chapter 4, complete the
process by updating employee balances.

1. From the Main Menu, select

Payroll
->Check Writing
-2>Update Employee Balances

2. Click Update. .

3.  When the Update Complete window
appears, click OK to return to the Main
Menu.

4.  You have completed the Time Entry
method of paying employees. As you
can see, this method handles much
more detail, but is a slower process.
Many businesses use one method for
their salaried employees and the other
method for hourly employees.

E3 2003 PR Check Writing - Update Employee Balances

Have you finished printing your checks?

Use this selection to update employes balances and praduce General Ledger
entries for the current payroll. Make sure you have printed your payroll checks
befare completing this process.

Update Help

Pay Employees Using Time Entry
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Chapter Six—Processes and Reports

Use this final session of the Practice System to close the
period, print liability checks from within Payroll, and print

reports.
1. Month End/Year End ProCess ..........cccocvvrieiieiiiiesiie e 6-2
Contents 2. Print Liability Checks ........ccuvviiiiiiiicee e 6-3
3. PHNEREPOITS .ottt e e e 6-4

Processes and Reports
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1. Month End/Year End

Close the month (or quarter or year).

1.

From the Main Menu, select

Payroll
->End of Period
->Month-End Processing

Depending on the month, you will
automatically close the month; month
and quarter; or month, quarter and year
(for example, September would close
the month and the quarter, October
would close the month only).

Click Help, and then click What
Happens During the End-of-Month
Process? to see a list of what happens
during the end-of-period process. Close
the Help.

Click OK (or press Enter) to close the
period.

Click OK to return to the Main Menu.

. l If you need to change back to a

6-2

previous quarter, you can do that on
the Posting tab in Setup >
Customization.

Processes and Reports

& PR End of Period - Month-End Processing M=E3

Usze this selection ta close the current period and prepare vour Payioll system for a new month,
quarter, or year. The action(s] indicated below will be completed during this process.

¥ End-of-Month processing will be completed for October

™ End-of-Quarter processing will be completed for M
[ End-ofvear processing will be completed for M

¥ Employee Years-of-Service will be adiusted for Hire Date [Oct]

LCancel | Help |

B More... =10
Help Iopicsl Options I

What Happens During the End-of-Month Process?

Calculates leave that should be accrued far the manth.

tirme with the results.
Makes vears of service adjustments, if applicahle.
Ifitis the vear-end, the following additional steps are taken:

1.

DO R Wk

All systerm tax tables that do not already exist are copied for the new year.
Copies company tax table to new yvear (for records that do not already exist).
Copies employee leave information to the new year.

Copies employee earnings information to the new year.

Copies employee deduction information to new yvear.

Copies employee tax information to the nesw yvear.

Lipdates month, quarer and year (dates specified in Customization) as
necessary.



2. Print Liability Checks

Use Payroll's capability to print liability
checks directly from the system for
Minnesota and Wisconsin State
withholding.

1.

From the Main Menu, select

Payroll
>Processes
=>Print Liability Checks

Select the Unpaid check box and scroll
through the entries, click the check box
to the left of entries for MN State
Withholding and WI State Withholding
to select them for payment. In the Pay
To box, select MN (Minnesota) or WI
(Wisconsin) for the first entries
(remaining entries will default
correctly). Payees are setup in Payroll
Setup > Payees. You do not need to
select all in this exercise! To select all
liabilities of one type for a date range,
click the Select... button.

. lClick Split to pay only a portion of a

3.

4.
5.

selected liability or to increase the
amount.

Next, to print the checks, click Checks....

Change any necessary information or
accept the defaults. Since this is only a
practice session, preview the checks or
print the checks on blank paper.

Click Print.

When the checks finish printing click
Close to return to the Print Liability
Checks window.

Click Close to return to the Main
Menu.

B4 PR Processes - Print Liability Checks _ O] x|
Selecl Pap o Libiity Type Dale Amount_Account Fad _ Check Ag il
L ~ [Child Suppart T1713/03 267,68 |201000 = L
L] ~ [Federal Unemployment [11/13/03 2526 [208200 =] L]
[# [N = [MN Statle Withholding  [11/13/03 1200 [208300 | u
| = [l State Withholding 1713703 B5.86 |206300 = u
L ~ [Fiochester City Tax 11713703 7.00 (208300 | L
L ~ [Rochester School Tax 11713703 361 [202300 = L
L] ~ [Child Support 11727703 318.89 [201000 =] L]
r v [Federal Unemployment  [11/27/03 28,87 208200 = Tl
Record: 14| 4 [ T k] of 82

Display
r [ Paid [ Unpaid

Checks.. | MaicPad.. | Seket. | Lit. Sl Close Help

\ Click Mark Paid... to show liabilities as paid, even
though you have not written a check. For example,
you may call in your FICA/Medicare balances and
have the dollar amounts deducted automatically
from your checking account. Note: This will not
create any General Ledger entries like those that are
created when paying the liability using the Checks

option.

B3 PH Processes - Print Liability Checks

ISi[=1E3

Print hecks | Reprint Checks

— Selection Range

Chieck Wumter o E
[} 5

Frint Company Mame [~
Print Check Numbers [~

Faormat
| ’7 Stub Location |Stub-Check-Stub [+

— Check Information

Bank Mame [First Mational Bank

Description |Checking Account
Checking Account {1030-00

Mest Check (4353

Check Date |10/23/03

Bark Account Mo, |22-883-1017 'I

Printer [HF Lssexlet 4000 Series PS5

Frint | Preview

||

| Reset |

Cloze

Help

Processes and Reports
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3. Print Reports

Print several management reports from
Payroll. Look at as many reports as
possible to see the types of management
information available in Payroll.

1. From the Main Menu, select

Payroll
->Reports
->Pay Data Reports
->Pay Run Totals

2. Accept the default Pay Run. (It will
always be the last pay run you
updated.)

3. Print the Pay Run Liability Totals
report. Then, change the Report Type
to Pay Run Employee Totals and print
it. Compare the two reports to see how
each organizes the data for different
purposes.

4. Click Close to return to Pay Data
Reports. Look at the various Registers
and Certified Payroll Journal.

\ Anytime you leave the selection
ranges blank, the report will include
everything. This is a good way to make
sure you do not miss an employee.

B3 PR Pay Data Reports - Pay Run Totals

— Selection Ranges

Pay Fun [[ERNNE =

— Format

15 [=] B3

Prewview

Frrint

il

File

BReset

Report T}'De'F‘ay Run Employee Totals

[ |

Llose

Help

i

92503

Mid County Supply

Page 1 of1

10:26 AM Pay Run Liability Totals
Pay Run Date: 3/26/03
Linbilly
Paylniomation Amount Tdd
Grass Pay 261300
Taes 4g362
Deduations 697 £6
Net Pay 142172
Taxes Paid By Armount
FICA Company Share Campany 15705
FICA Employee Shars Employss 15705
Mesicars Company Share Company 3673
Mesicars Emplayee Share Emplayes 3873
F eeral Withholdng Emplayee 18240
Fertersl Linemployment Company 1301
Total Federal Taxes 506,97
Ml - State Vithholeing Employee s7.00
MM - Stete Unemployment Tax  Company 630
MIN -Workers' Compensation  Company 126
Total M Tax 64.56
W1 - State Withtoleing Employes 6044
Total W1 Tax 6044
Rochester City Tax Employes il
Rochester Schoal Tax Employee il
Total Local Tax For M 0
Deductions Amount
40k 15878
Cafetena Plan 6000
Child Suppart 47T
Citizens Life Insurance 1380
Dental Insurance 1000
Medlical Insurance 16231
Total Deductions 637 66
Tdd Company Linbilly 2833.35

6-4 Processes and Reports



10.

11.

12.

From the Main Menu, select

Payroll
>Reports
—2>Employer Tax Reports
->Taxable Wages

Select a tax type, i.e. Federal
Withholding.

Leave the remaining selection ranges
blank.

Make sure the quarter is Jan 1 - Mar 31.

Choose how to sort the employees.
Print the report.

Look at the other Employer Tax
Reports and experiment with the
options to see some of the possibilities
available in Payroll reporting. When
you finish, return to the Main Menu.

From the Main Menu, select

Payroll
->Reports
->Labor Reports
->Daily Pay Detail

Select the same pay run and leave the
selection ranges blank.

B PR Employer Tax Reports - Taxable Wages _ O] x|
— Selection Fanges Sart By
Tan Tupe [Federal Withholding =1 & Employes Name
Emplopee Code Fram - I ; Employee Code
L — =N
Department From - I .
To 2 I
i Reparting Period
Petiod [Quarter -
Quarter [Jan. 1 - Mar. 31 =1
[Eheck [ate Eiom EI
T =]
FErint | File | Beset | Close Help
)
aR5M03 Mid County Supply Page 1 ofl
10:31 A Taxable Wage Report
Quarter Ending03/31/03
Sorted by Employee Name
Tax Id: 435345354 Tax Type: Fed eral Withholding
Employes Taxable Hon-Taxable Tax
Code Hame: ssH Wages Wages Amount
GRAHMK  Graham, Kathy J 56545-6456 227845 oo 22573
JACKSE  Jackson, Barry L 35252.4789 533445 0 72650
JONESB  Janes, Brian A 045.24-5674 3,760.00 oo 34588
JONESC  Janes, Canol M 15163-2015 5,081.52 oo 57395
KENNED  Kennedy, Denid 456:30-5287 51894 0 6198
SCOTTA  Scoft, 4mne P 555.65.5555 232865 0 102,00
Report Total 19,862.03 00 203604
“ Report Options Total Enployees [
Emploses Code: All
Department: All
=+ End of Report =
E9 2003 PR Labor Repots - Daily Pay Detail = (O] |
Selection Fanges i
2 Freview |
i Print |
Employee Code From - I
To ﬁ, File: |
Department From - I Reset |
To = I
Lloze |
Help |
Processes and Reports 6-5



13. Print the report. Notice how there is a
separate page for each employee.

14. Continue to print other Payroll reports,
as desired.

\TIP: You might want to put together
a notebook with reports printed from
Mid County Supply to give you a
quick reference to reports that show
the type of information available on
each report.

15. From the Main menu select:

Payroll
2>Reports
>Federal Tax Forms
>Quarterly Federal Tax (941) Form

16. Select a quarter and how often you
deposit.

17. Click OK and wait for the data to
transfer to the Aatrix Software.

18. In the Aatrix software,
a. Review/Edit the report
b. Fill out required boxes
highlight in RED.

c. Review the report for accuracy

of value.

d. Blue boxes may be changed.
To change the information on
the Aatrix screen, click in the
box you want to change.,
change the information, and
then click Save. The saved
changes will print on the
report, but will not affect the
Payroll totals.

e. Printa copy of the report for

6-6

272503 Mid County Supply
10:34 AW Daily Pay D etail
For Period: 3/13/03 to 3/26:03

Page1of3

Employee: Jackson, Barry L S5H: 35262-4789
4582 Higwsths Lane

Ellzworth Wi 54011

Hours Start Stop Hours Hourly
Description Offered Time Time  Worked Rate
Co4nik 000 oo oo 000 35,640
Ovettime 000 oo o0 000 22125
RegHrs 60.000 i) 00 50.000 14,650

Date Day
O3B0 Wed

Piece Total
Pieces Rat:  Wages
3564

00

1,188.00

&0.000 20000

122364

Totals for Jackson, Barry L 50,000 £0.000

&5 PR Federal Tax Forms - Quarterly Federal Tax {941) Form

Selection Ranges

Feport Method m—;l
Quarter [Jan, 1-Mar. 31 %
Tanear 2008

Depositor S cheduls

* Semiweskly
 Monthly
" Other

ak LCancel Reset

0000 122354

CEX

Help

Processes and Reports




your records.

f.  Print an official Federal or
State copy and mail it, or
simply click eFile to eFile the
report.

\ All of the Federal Tax Reports
(940, W-2, 1099, 941 and 943)
transfer to, and print from the Aatrix
software.

Congratulations! You have
had an excellent introduction
to the Red Wing Payroll
system. Feel free to
experiment with the sample
company data as you learn
more about the system.

I\ Katrix Payroll Raports - 2006 941 Repart

Fio Edb View Hel

Review ' Edit My Copy Federsl Copy
— 3

</ » \i‘) FRed Flelds must be filled before continuing.

3 pogrs

Fw. Jaraary 2008)

o 341 for 2006: Employer's Quarterly Federal Tax Return
P8 TR = N i Sants

<0 wee L4 [2]- (SIC3) (] (S]E](5
v ot i e amey | MID_COUNTY SUPPLY

J

Triede nies & a1p) [

nwen |#91 HIGHWAY 19, PO BOX 19
et I

= YT
RED WING | [am_][s5088
T o

I [ & nctabar. Novarmbar. Dacambes

I

Fzad the Saparale Inswuctio
Part 1: Answer thosa gt

1 Wumbar ups,
reclusing: Mo arter 1, Jome {{Ounter | Sead 17 Guarter 3), Dec. 13 [Guster 4)

v il gul this form. Pleaze pe of prisd within the bgees.

L2 13703 68

Processes and Reports

2 Wages, lips, aod oitwr surpensaien «  + « 0 0 e 0 4 b= 4 s s

3 Totul inonma tu wager, Vps, and slhar companesion . L L L . . 4 4 . 1 1558 10
4 Pty o MABEMAEKG. 4 . o ek and g 0 1sa 8,
5

Codaw { Coluws 2

- 14560 58 |, o, 1805, 51 |

%o Tavatle socisl pecurtytips. 0 oo HAM= 9,00 ]

S0 Toabie e waour tiBr 14560 S8 |x gras| 422 26 |

. e | P R
6 Totel tases before adjusiments (NES 3+ Sdulined). . . . . . . o . . . . [
T TAX ADJUETMERTE ¥

11111



NOTES:
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