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Using the Payroll Setup Wizard to Create a New Database
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Before you begin using CenterPoint Payroll, you will need to set up a few items such as taxes, earnings, deductions, and
benefits. The Payroll Setup Wizard is designed to allow you to easily select the options you want to use, select the accounts to
post payroll to, and provides pre-defined setup. After you complete the Payroll Setup Wizard you can customize CenterPoint
Payroll to meet your organization's specific needs.

The Payroll Setup Wizard creates an employer in your CenterPoint database. An Employer can represent:

? A company in a CenterPoint Payroll database that processes its own payroll and issues its own payroll reports to tax
entities and other parties. While CenterPoint Payroll allows you to create multiple companies for a single employer, it is
much more common for each company to be a separate employer.

» Several companies in a CenterPoint Payroll database that process payroll, but are part of the same payroll reporting
entity. Payroll information is accumulated at the employer level. For example, an employee working in two different
companies with the same database can receive one W-2.

Applicable taxes, earnings, deductions ,etc. are added to an employer and can be used to process payrolls for that employer.
The active status of employees, taxes, earnings, deductions, etc. is maintained by employer.

Do you want to use the Payroll Setup Wizard?

Unless you will be transferring data from Perception Payroll or Red Wing Payroll to CenterPoint, we suggest that
you use the Payroll Setup Wizard to assist you with adding employers, taxes, earnings and deductions/benefits to
a new database.

How to Access the Payroll Setup Wizard

Option A: When creating a new database in CenterPoint Payroll (File > New) the system will automatically ask if
you'd like to use the Payroll Setup Wizard to create the database.

Option B: When a new employer is created in the system by selecting Setup > Payroll Details > Employers
>New.

i |

Step-by-step Instructions for the CenterPoint Payroll Setup Wizard

©

» Within any Account box, either right-click and select New or click the Magnifying glass icon and then click
New.
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» Complete the account information and then click Save.

The same process can be used in any Vendor field to add a new vendor.

Step 1 - Welcome to the CenterPoint Payroll Setup Wizard

# Employer Setup Wi
> s ; ;
Welcome to the CenterPoint Payroll Setup Wizard! I
3 Step2
% Step3 Before you begin using CenterPoint Payroll, you will need to set up a few items such as
5 Step4 taxes, eamings. deductions, and bensfits.
p Steps
’,) ;Ep ‘ This Setup Wizard is designed to allow you to easily select the options you want to use,
il select the accounts to post payroll to, and provides pre-defined setup options
3 Step7
After you complete the Setup Wizard, you can customize CenterPoint Payroll to mest your
company's specific needs. Then, you will be ready to run your first pay run!
(B ] o

1. Click Next.

Step 2 - Employer/Company Name and Address

# Employer Setup Wi
 step1
- isleome Employer/Company Name and Address |
o Step2
Enter your employer/company name and address as you want it to appear at the top of
5 Step 3 each report. The employer/company address will also be included on your payroll checks
5 Step4 and forms.
» Step 3 If your database includes multiple employers/companies, the additional employer/company
 Step6 irformation can be added later.
= Stap7
Employer Informatian
Employer Abbrewauonﬁ;@ |
Employer Name| Red Wing Software] |
Address Lme1| |
Address Lme2| |
(cySetez -] I | |
Telephone
7]

1. Enter your employer/company name and address as you want it to appear at the top of each report. The
employer/company address will also be included on your payroll checks, government reports, and W-2
forms. If any of this information is not known, it can be added to the employer later.

2. If your database includes multiple employers/companies, the additional employer/company information can
be added later.

3. Click Next.
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Step 3 - Federal Taxes

‘ﬁ/ Employer Setup Wizard

X
~ s
- Weleome Federal Taxes
V52
- Employer Information Select the federal taxes your company is required to pay
o Step3 ;
[ iFederal Ur 1t Tax
% Step4 Federal Withholding Tax
o Step s Medicare Tax
& Step6 Social Security Tax
o Step7
Corcet || i )
1. Select the federal taxes your company is required to pay.
2. Click Next.

Step 4 - Federal Tax Accounts

he” Step 1
Viekome Federal Tax Accounts
h” Step 2
~ Employer Information Enter or change your federal tax identification number and default general ledger accourts
oy Step 3 for the Federsl taxes you selected.
" Fodwal T Federal Withholding Tax

& Step 4 Name Tax Id Liahility Account

= Step 5 Federal Withholding Tax 41-1234567 Federal Taxes Payable

5 Step6

o Step7 Cther Federsl Taxes

Name Liability Account Expense Account

Federal Unemployment Tax Federal Unemployme | ESTRRERCR=T (]
Medicare Tax
Social Security Tax

1.

Enter or change your federal tax identification number and default general ledger accounts for the federal
taxes you selected. Click Next.
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Step 5 - Federal Tax Vendors

 Step 1 7
- Wiakoma Federal Tax Vendors

% :::b:er Information For each lisbility account, select the vendor that payroll liabilty invoices will be created for.
ks IO

Liability Account Vendor

4 Stepd Federal Unemployment Payabl | U. 5. Treasury Department ;

P :::.: Federal Taxes Payable [ U. 5. Treasury Department |

(?)

1. For each payroll or credit card liability account, select the required vendor that payroll liability invoices will
be created for. If you intend to use CenterPoint Payroll to generate the checks that will pay for the liabilities
created through payroll, you will need to setup vendors and associate them with the liability accounts.
These vendors may include the vendor that you pay your 941 or 943 deposit to, insurance vendors, state
taxing departments, etc. Note: Non-payroll liability accounts will not require a vendor to be associated with
the account. (For the system-supplied accounts, vendors are already assigned to the account, but can be
changed. For example, the Federal Taxes Payable account is assigned the Internal Revenue Service
vendor and the State Unemployment account is assigned the State Department of Revenue vendor.)

2. Click Next.

Step 6 - State Taxes

¢ Step 1
- Viekome State Taxes
e Step2
Emloyer Infarmstion Select the states where you are required to pay payroll taxes
i Step 3
i Federsl Tases [E] Hawil -
Federal Tax Aczounts [7] 1daha
L... Federal Tax Vendors [ Ninois
i Step4 [ Indiana
[ lowa 7l
P Steps [[] Kansas
 Step 6 7] Kentucky =
o Step7 [ Lovisiana
[ Maine
[ Maryland Il
[] Massachusetis
[ Michigan
Minnesota
[ Mississippi
Missouri
[] Mortana
[7] Nebraska o
(7}

1. Select the states where you are required to pay payroll taxes.

2. Click Next.
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Step 7- State Tax Accounts

(7 oo s D =)
¢’ step1 |
L. Wiekome State Tax Accounts
i Step2
.- Employer Information Enter or change your state tax identification number and default general ledger accounts
I Step3 forthe state taxes you selected
s on Employee Only Withholding Tax
1+ Federal Tax Actounts
L Feddl Tax Vendos Name Tax Id Liability Account
oy Step 4 Minnesota State Withh | 123456785 Minnescta Taxes
% Step 5
% Step &
% Step7
Employse/Employer Tax
Mame Tax Id Liability Account  Expense Account
Minnesota State Unemp MM Stste Unsmp! | EERETESE )]
©
1. Enter or change your state tax identification number and default general ledger accounts for the state taxes
you selected.
2. Click Next.

Step 8 - State Tax Vendors

1. For each liability account, select the vendor that payroll liability invoices will be created for. If you intend to
use CenterPoint Payroll to generate the checks that will pay for the liabilities created through payroll, you
will need to setup vendors and associate them with the liability accounts. These vendors may include the
vendor that you pay your 941 or 943 deposit to, insurance vendors, state taxing departments, etc.

2. Click Next.

Step 9 - State Unemployment Insurance Rates (SUTA)

T R e
Wy Step 1
- Wekome State Unemployment Insurance Rates (SUTA)
he Step 2
+ Employer Information Enter your state unemployment insurance rate as a percentage. For example. f your rate is
e Step 3 05% enter 0.5
- Fadaral Taxes
A The wage limits for CenterPoint Payroll will automatically be updated with a cument
i e Customer Care Membership. There is no need to enter the wags limits
+ Fadera| Tax Vandors
o Step 4
- State Taxss State Rate
Hinnesola 60006000
- State Tax Accounts
+ State Tax Vendors
= Step5
o Step 6
= Step7
[ Concel | v

1. Enter your state unemployment insurance rate as a percentage. For example, if your rate is 0.5%, enter

0.5.
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Step 10 - Earnings

2. The wage limits for CenterPoint Payroll will automatically be updated with a current Customer Care

Membership. There is no need to enter the wage limits.

3. Click Next.

T . |
- Wakeoma Earnings
" Step 2
+- Employer Information Select the eamings you pay employees with.
o Step3
(i adanel T [7]11/2 Day Ski Lessons - Adult -
L Fakitel Tar Aot [7] 142 Day Ski Lessons - Child B
h Federal Tax Vendors Bonus
e’ Step 4 [C] Commissions
i State Taes [ Ay Fishing
i State Tax Accounts Hourly Pay
;--Sﬁaﬁa Tax Vendors D lcs Fishing .
_;3.2:% [ Lake Fishing i
b 4 [ Minimum Wage Adjustment
_. [] Mourtain Biking
» Jeed Overtime - Hourly Pay
Lt [] Paid Time OFf - Hourly Pay
[ Paid Time Off - Salary
[ Payroll Advance
[] Piece Rate Pay
[C] Reimbursemert
[ Road Biking i
7]
1. Select the earnings you pay employees with. Any additional earnings that are not on this list can be added
after you finish the wizard.
2. Click Next.

Step 11 - Earning Accounts

PEmEme e

— . |
- Walcome Earning Accounts

n Step2

* Emplayer Information

v Sep 3

i Federal Taes Hame

- Federal Tex Acsounts Bonus Salary & Wages Expense

*- Fedaral Tax Vendors Hourly Pay Salary &'wages Expense

o Step 4 Overtime - Hotity Pay. | Salary & Wages Expense

i State Tawes

State Tax Accounts

- State Tax Vendors

" SUTA Rates

3 Steps

i~ Earnings

o Step6

% Step7

Enter the default expense general ledger accourts for ezch eaming you selected.

Expense Account

DBk | [ ]| @

1. Enter the default expense general ledger accounts for each earning you selected.
2. Click Next.
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Step 12 - Deductions and Benefits

S I =
h” Step 1
Vielooms Deductions and Benefits
he” Step 2
- Employer Information Select the deductions and benefits you use in your payroll
he” Step 3
- pader Tanms [CIA00e Foced AMOUTE el
- Fadersl Tax Accounts 401k Percent of Wages B
Faders| Tas Viendors [] 401k Plan - Fixed Amount
e Step 4 [T] 401k Plan - Percent of Wages
- State Tares [ Dental Insurance (Aftertax)
-~ State Tax Accounts Dental Insurance (Pre-tax) B
State Tax Yendors |7] Dependertt Care (Predax)
- SUTA Ratzs

[ Fexible Spending Account
s 3 [] FSA Dependent Care

P [7] F54 Health Care Reimbursemert B
P :::‘2 s [ Gamishmert of Wages

[T] Health Insurance {Afterax)

S Step7 Health Insurance (Pre-tax)

[ Health Savings Account - Family

[] Health Savings Accurt - Individual

["] Hith Care Reimbursement Arangement
[F1] Life Insurance (After4ax)

(7]
1. Select the deductions and benefits you use in your payroll. Any additional deductions or benefits not on this
list can be added after you finish the wizard.
2. Click Next.

Step 13 - Deductions and Benefits Accounts

(7 s vt . =)
b’ Step 1 |
- Viskcome Deduction and Benefit Accounts
W’ Step 2
i~ Emplayer Information Enter the default lisbility or expense general ledger accounts for each deduction/benefit
W’ Step 3 you selected.
[ Fadonl Taies Deduction Only
i+~ Fadaral Tax Accounts
- Fadzral Tax Vendors Name | Liability Account
W st Garnishment of Wages
o
i+ State Tax Vendors
- SUTA Rates
g Step 5
i Eamings Deduction/Benefit
- Earning Accounts
& Steps Name Liability Account Expense Account
i+ Deductions & Bensfits 401k Percent of Wages £01k Payable Other Expense
- EEEEETEETE | | Dental Insurance (Pretax) | Dental Insurance Payable | Benefits Expense
S Step 7 Hezlth Insurance (Pre-tax) Health Insurance Payable | Benefits Expense
< . | 3
F=—x (B | [tee | @

1. Enter the default liability or expense general ledger accounts for each deduction/benefit you selected.
Note: The default Liability Account you select must be an account in the Payroll Liabilityaccount category
and the default Expense account you select must be an account in the Other Employee Expense or
Benefit Expense account category. The same expense account should not be used for a deduction
or benefit expense as is used for an earning.

2. Click Next.
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Step 14 - Deduction and Benefit Vendors

e . e

#

“Vigkome Deduction and Benefit Vendors
W’ Step 2
Empheyer Information For each liability accourt, select the vendor that payroll liability invoices will be created for.
e Step 3
- Federal Tanes
i Federal Tax Acoounts
- Fexoral Tax Vendors Liability Account Vendor
e Step 4 407k Payable Eig Profit Investment Company
i+ Srate Taxes Dental Insurance Payable Shiny Teeth Dental Care

 State Tax Accounts Health Insurance Payable Mllcare of Colorado

{- State Tax Vendors s
© SUTA Rates Child Support Payable Minnescta Department of Labor

hg Step 5
$ Eamings
i Earning Acoounts
4 Step 6
i+ Deductions & Benefits
Dacuction & Banafit Aoco
 Step7

« it | b

[ | [ He | @

1. Foreach liability account, select the vendor that payroll liability invoices will be created for. If you intend to
use CenterPoint Payroll to generate the checks that will pay for the liabilities created through payroll, you
will need to setup vendors and associate them with the liability accounts. These vendors may include the

vendor that you pay your 941 or 943 deposit to, insurance vendors, state taxing departments, etc.
2. Click Next.

Step 15 - Next Steps

PE—TE )

h¢ Step 1

- wielome. Next Steps
he Step 2

- Emplayer Information There are a few additional steps you may wish to consider prior to entering emplayee
W Step 3 information in Setup > Employees.

o Fedena| T

R Ses the CenterPoint Payroll Getting Started Guide for more information

he' Step 4

- State Tanes * Setup > Local Taxes
\/ Step 5 + Setup > Worker's Compensation Classes

- Eamings + Setup > Payroll Departments
¢ S + Setup > Pay Defaults

RS + Setup > Work Shits

i+~ Deductions & Bensfits + Setup > Leave > Leave Categories and Setup > Leave > Leave

i Daduction & Banefit Ao + If you accrue leave, enter beginning leave balances:

L Derkation & Boaait Vesd + Customize CenterPoirt Payroll in Flle > Preferences
5 Step7 « Customize eamings in Setup > Eamings > Eamings

-, + Customize deductions or benefits and check deduction limits in

Setup > Deductions & Benefits > Deductions & Benefits

+ Verfy/change employer information in Setup > Emplayers to include
the items you setup above.
+ Enter employes information in Setup > Employses.
+ ff you zre starfing CenterPoirt Payrall midyear, use Setup > Start-up Pay.

< [ ] r

s

1. All of the required information has now been provided. You can create your employees (Setup >
Employees) and begin using CenterPoint Payroll. However, there are additional (optional) setup items that
you may want to review prior to entering your employee information in Setup > Employees. The use of
these items depends on what is needed for your companies requirements.

2. Additional Setup items for consideration. Topics explaining these steps can be found in the Help.

? Create Workers' Compensation Classes
» Create Payroll Departments

? Create Pay Defaults

»” Create Leave Categories

? Create Leave

? Create Local Taxes
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» Customize CenterPoint by Setting Payroll Preferences
» Customize Earnings
?  Customize Deductions and Benefits

3. Click Finish.
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