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Introduction

Typographical Conventions

Before you start using this guide, it is important to understand the terms
and typographical conventions used in the documentation.

For more information on specialized terms used in the documentation, see
the Glossary at the end of this document.

The following kinds of formatting in the text identify special information.

Formatting convention Type of Information

Triangular Bullet(>) Step-by-step procedures. You can follow these
instructions to complete a specific task.

Special Bold Items you must select, such as menu options,
command buttons, or items in a list.

Emphasis Use to emphasize the importance of a point or for
variable expressions such as parameters.

CAPITALS Names of keys on the keyboard. for example,
SHIFT, CTRL, or ALT.

KEY+KEY Key combinations for which the user must press and

hold down one key and then press another, for
example, CTRL+P, or ALT+F4.






CHAPTER 1

Getting Started

In This Chapter
Logon and Main MeNU........cccevueieviennninesene e 3
Adding and Updating an Employee .........ccccoeoevviviiiennnns 5

Logon and Main Menu

Logon to Payroll

o

. . . ACMS Payrall .
= Click on the Payroll for Windows icon on your Windows

desktop.
= Enter your User Id. and Password

NOTE: If you are logging on to Payroll for Windows for the first time, your
User Id. and Password will be ADMIN.

ACMS Payroll Logon

Please enter User Id.: ||
Please enter password:

( oK x Cancel |
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Payroll Main Menu

The Payroll for Windows main window will open.
i ACMS Payroll System 3.1b
Fle Edi i

Post Current Payroll

ECreate a Payroll, Browse Current Payroll, Print Payroll Checks,

. lee
)

Browse Employees and their payroll items
Add, Update, Delete Employees

gBrowse payroll items with Year-To-Date totals
KBrowse payroll history with payroll details

* Browse archived payroll records

] Print detailed Paryoll listing by Employee within specified dates

a7 Print listing of Federal taxes withheld within specified dates
mPrint Payroll items withYear-To-Date totals

ﬁPrint detail listing of Payroll items by Employee
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Adding and Updating an Employee

Browse Employees

(i Click on the Employee icon.
= The Browse Employees window will open.

Browse Employee File

Employee Mame ||

EMPLOYEE [l &nnaal 5alany Date ] Expense | Department |

Active - Mo, Last, First Mame S5H Hired  Temiinated| Code Title Code Title
|l 1|&ble, Debbie 234 6-7330 1.200.00( 01/01/1533 i 100 Church Administration

2.400.00 01,/01/1939 h 2 I ol

[l 'ID'I Minister's Salary 100 Churchf-‘«dm istration
[vl B|Fatst, Harold E 123-45-7589 ?2 BDD 0o 0140141999 126| Guest Speaker 280| Deacon Stone Miniz
4| Going, George G 456-78-9012 10.400.00( 0140141339 133|Director of Music / Fig  100| Church Administratio
= 5| Greene, Robert L 123-45-6783 31.200.00 0140141939 127 | Guest Preacher 100| Church Adrninistration
v 8| Stone, Mckinley BE7-89-0123 52682898 04/24/,2001 129| Church Treasurer 280| Deacon Stane Miniz!
V! 3|Wiggins, Susan L E78-90-1234 41,600.00( 0140141939 134| Organist 100| Church &dministration
<] | i
& Print Payroll Codes | Qﬁ Print Payroll History | & Print Payroll Periods | Inzert | Change | Delete |
<& Print Payrolltems | & Print Payroll Periods | < Print Withheld Taxes | Cose |  Hep |
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Adding (Changing) an Employee Record

= Click Insert to add.
» The Adding an Employee Record window will open.

Changing an Employee Record E”E| E|
Employes Data |Empl0_l,lee Fayrall Items |
Employee Mo: g W Active SSM: | Date OF Birth:
[ ate Hired: 424,200 Date Terminated: Gender
First Mame:  [MeKinlzy Initial ?: rl-flea:ale
Last Marne: | Stone Title: | Deacon
Address 1 [109 Fairawn Court Address 2: |
City: [ Colurnbia State: [5C Zip Code: | 23203-1805
Home Phone:  [(203]793-3000 Emergency Contact: | Contact Phone: [(903]796-8307
DeptCode: [ 250 J [Deacon Stone Ministry Marital Status: [Single J Dependents: 1
Expense Code: [ 129 | [Church Treasurer EEQC Code: [ | [asian
Payroll Frequency Rate Type Hourly Rate [Salary] / Standard Howrs & Annual Salam

7 wieekly " Biweskly " Haurly Hourly Rate / S alan: 219512 Payroll Code: [GROSS SALARY J

& BiMaonthly  © Montkly = Salary Standard Hours: 7R.O0

O Quarterly T Annually Annual Salany: [

0K | Cancel | Help |

Figure 1: Changing an

Employee Record »  First Name - required

= Last Name - required

= Dept Code Name - required

= Expense Code - required

= Marital Status - required

= Payroll Code - This must be GROSS SALARY - required
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Adding a Payroll Item for an Employee

=  Click on the Employee Payroll Items tab located on the top of the
window.

= This is where you will add or update an Employee's payroll items.

= Click Insert on the Employee Payroll Items tab of the Adding
(Changing) an Employee Record window.

Changing an Employee Record Q|ﬂ|@
Emplovee Data  Employee Payroll ltems |
Process lteml| Payrall ltem | Emploves | Company [|_ Tawable
D escription Current.  Additional Current TD | Regular FIC
L0 3 — S — SRR
= 8|lncome GROSS SALARY |Gross Salary 213512 ooo 1197 .00 v v
~ 8|MyDeduction | CAFETERLS PLAM [ Money Pluz -0.06 0.00 -0.30 0.0a 0.0a
v 8| MyDeduction |DEMTAL Dental Insurance £.56 Q.00 -34.30 0.oo 0.00{ v
I 8| MyDeduction |HEALTH INSURANHealth Insurance P £2.35 Q.00 311,78 0.aa 0.00| ¥
¥ 8|MyDeduction |OPTIOMAL LIFE | Optional Life -£.30 0.00 350 0.0a 0.00( v
¥ 8|MyDeduction |RETIREMENT Retirement 131,70 0.o0 -BR8.50 -131.70 -E68.50 ¥
~ 8| MyD eduction | SAVINGS Savings -270.46 oo -1,352.30 0.0a 0.00(k ~
¥ B(Tax FEDERAL Federal Tax 32397 000 -1.619.85 0.oaj -1.000.00
~ 8(Tax FICA_MCARE FICA Medicare -3.83 0.00 15915 -31.83 -159.15
v 8| Tax FICA_0ASDI FICA Old Age, Survi -136.09 0.0 27218 -136.09 27218
v B|Tax FUTA, Federal Unemplaoym 0.00 Q.00 0.00 233 -6.99
v 8(Tax STATE Stabe Tax 11764 0.00 -B883.20 0.0a 0.0a
<] | 2
Inzert | LChange | Delete |
0K | Cancel | Help |
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# Changing a Payroll ltem Record

= The Adding a Payroll Item Record window will open

»  Process Item - Check this if you want the item to be included each
time a payroll is created.

&3

Fayroll Ikemn Detail |

Employee: | g |Stone, McKinley
Process ltem [+ Payroll Class: [Income
Payroll Code: i |Gross Salary
Withholding / Deduction Indicators Current Payroll Amounts
[ Emplaves Deduction/a/ithhalding Emplopes Curent Amount: 213512
[ Employer Match Required Additional Amovnt; 0.00
v Tasable - Federal / State Compary Amount; 0.00
W Taxable - FICA YTD Payroll Amounts
Employee YT Amount; 11.975.60
Fayroll ke Type: [Income Company v'TD Amount; n.on
Department Code: | 100 J |Deacon Stone Ministry
Expenze Coder | 133 J |Church Treasurer

(] | Cancel Help
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= Payroll Code - Click on the L=< lookup button to display a list of
available payroll codes. (see example list below)

= Payroll Class - Income, Deduction or Tax. This is filled in
automatically when you select a payroll code.

= Withholding / Deduction Indicators

Employee Deduction/Withholding - If checked the item will be
subtracted from the Employee's gross salary.

Employer Match Required - If checked the Employer is required
to match the withheld amount.

Taxable - Federal/State - If checked the item will be included
when calculating Federal and State taxes.

Taxable - FICA - If checked the item will be included when
calculating Federal FICA taxes.

= Current Payroll Amounts

Employee Current Amount - This is the amount that will be used
when a new payroll is created.

NOTE: Federal, State and FICA Taxes will be calculated.

NOTE: Gross salary for Employees paid hourly will also be calculated.

Additional Amount - This is the extra amount to be included for
this item when a payroll is created.

Company Amount - This is the amount that will be used when a
new payroll is created.

NOTE: Company Amount for Federal, State and FICA Taxes will be
calculated. Once calculated, you can override the amount if necessary.

= YTD Payroll Amounts

Employee YTD Amount - This is the Employee year-to-date
amount for this payroll item.

Company YTD Amount - This is the Employer year-to-date amount

for this payroll item.

= Department Code - This field will default to whatever is listed in the
Employee detail. However, you can override the default and enter a
different code.

= Expense Code - This field will default to whatever is listed in the
Employee detail. However, you can override the default and enter a
different code.

» Click OK to save.
= Click Cancel to abort.
»  The system will return to the Adding an Employee Record window.
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Payroll Codes |
Payrol Taxable || Deduction || Emplover
Descripton Regular| FICA |'withHald | Match Bequirs
Car &llowance Income
DEMTAL Dental Inzurance MyDeduction Deduction W~ v |~
FEDERAL Federal Tax Tax Federal Income Taw Withhel Federal T ax =
FICA_MCARE FICA Medicare Tax Medicare T ax Withheld Federal Tax = I3
FICA_QASDI FICA Old Age, Survivar, Dizab. | Tax Sacial Security Tax \Withhel| Federal Tax = =
FUTA Federal Unemployment Tax Tax Federal Tax v
GROSS SALARY Grozs Salary Inzome “Wages, Tipz, other Compen| [ncome v v
HEALTH INSURAMC [Health Insurance Plan MyDeduction Deduction ¥ v |~
HOUSIMNG ALLOWAM [Housing Allowance Income Other |ncome
LOCaL Local Taves Tax Local Income Tax Withheld | Local Tax =
OPTIOMAL LIFE Optional Life MyDeduction Deduction v ¥ (¥
RETIREMEMT Fietirerment MyDeductio  |See instructions for Box 13 |Retirerment |2
SAVINGS Savings MyDeduction Deduction v 2
STATE State Tax Tax State Income T ax Withheld | State Tax =
Inzert | Chanage | Delete |
Select | Claze | Help |

Figure 2: Payroll Codes
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Create a New Payroll

Creating a Payroll

= Click the Create a Payroll icon %on the main menu tool bar.
= The Create New Payroll window will open (see below).

= Payroll Period ID - Click the lookup button L==1 to select a payroll
period or insert a new payroll period (see Select a Payroll Period).

= Create a Mew Payroll E“E@

Payrall Period ID: 17 I

Date Posted:
Current Payrall v'ear: 2004
NOTE

Starting Check Murmber; 1m

r

To process an EFT payroll, leave the starting check number blank.

Date of Payrall 0101 /2004

_fl'ﬂ Step 1. Add Employee Timezlipz

]

(& Step 2. Create anew Paproll

jjj Step 3. Browse Curent Payroll

@ Step 4. Print Checks

HE et e
RO W R R R T

K Close |
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_Cl'ﬂ Step 1. Add Employee Timeszlips

Employee timeslips.

- Click this button to add

]

Step & Creat Paproll . .
. = ot EaEanmm T - Click this button to create a

new payroll from the Employee timeslips added in Step 1.

jjj Step 3. Browse Current Payrall

- Click this button to browse

the current payroll Employee items.

Cﬁ Step 4. Print Checks

- Click this button to print
checks or Electronic Fund Transfer sheets for the current payroll.

?ﬂj Step 5. Post Current Payroll

- Click this button to post the
current payroll to the payroll history files.

Select a Payroll Period

= When you click on the Payroll Period ID. lookup button , the
Browse the Payroll Periods Information File window will open.

= The Payroll Periods will be sorted by Payroll Check Date.

NOTE: Before you can create a payroll, you must select a payroll period.
If you have not added the payroll period you need or it does not currently
exist in the Payroll System, you must add it to the system (see Adding a
Payroll Period).

% Browse the Payroll Periods Information File {pr_Run)

Payroll Check Date | Payrol Peringip | Check Date:
Payral J| Eavioll Period| Date|l Check Mo. Employee J Emploter| #
Period ID'  Check Date End Date Created Starting Grozz) Deductions| Deduction Match
Posted Ending T anes Mt Payroll T aues
a0] 10/09/1933 10/09/1993) 10409419993 EEES 1.500.00 n.o0 oo
10/09/1939 9395 n0.og 1,500.00 0.ao
3| 08/27/2000) 094272000 09/2772000 123 277675 0.00 n.ao
0a/27/2000 129 -229.29 2547 48 -B3.29
32| 10706420000 10/06/2000( 10/06/2000 5560 14813 0.00 n.oo
10/06/2000 5 561 367 144.48 367
33| 10/07/20000 10/07/2000( 10/07/2000 G008 14813 n.on nao
10072000 G 009 367 144.48 -3.67
38| 033142003 034312003 011172004 234512 A77T3 1370
01./11/2004 -609.53 1.257.86 17025
36| 09/01/2003)  09/01/2003 n.ao n.on nao
0.00 0.00 0.00
7| 12/01220030 12401420030 O1A10/2004 234512 47773 13170
m.A0/2004 -B09.53 1.257.86 17025
34| 12/25/2003) 12/25/2003) 014072004 374512 47773 1370
_01/10/2004 -BE1.20 1339395 101.73
SRl TTEAAT2003] T TEAT 003
4 bW
Inzert | LChange | Delete |
Select | Cloze | Help |
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Adding a Payroll Period

Click Insert on the the Browse the Payroll Periods Information File
window

The Adding a Payroll Period Information window will open (see
below)

Enter the Date of Payroll
Enter Payroll Period End Date
Click Save to save and exit

You will be returned to the Browse the Payroll Periods Information
File window

Click Select to select the highlighted payroll period record.
You will be returned to the Create a New Payroll window
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Step 1- Add Employee Timeslips

Add (Change) Employee Timeslips

Click the Step 1 - Add Employee Timslips button on the Create a New
Payroll window

The Changing a Payroll Period Information window will open

i Load Timestips | _ Click this button to load previously saved
Employee Timeslips

# Changing a Payroll Period Information

Payrall Penod Information |

Period 1D e
Date of Payrol: /012004
Period End D ate: lm
Payroll Printed I

D ate Printed:

Starting Check Mo; 1]
Ending Check Mo 1]

Payroll Created: 11/28/2004
Paproll Pozsted:

&b Print Timeslips

&@ Print Payroll kems

T
T

r_l’_f.lJ Calculate Taxes |
Remember Timeshps |

Employee Timeshps

X]

&y Save I>( Cancel | Help |

Timnezlip [ Employee [ Total] Hour Il Groszs [[a0]
SlplD] Mo Mame Hours | Type Regular| Differential Total|D
2 3 Deele, Betty G 20.00 Begular 0.00
1{Rightfellow, John L 20.00(Regular 200.00 n.an a00.00f 1
4 B| Ten Minty-Mine, Giveme A& 40.00|Feqular 200.00 0.00 200,001
Murnber of Timeslips: 3 _CIﬂLoa(I Timeslips I Insert | Change | Delete
Payroll kems for Employee highlighted above
Empll| Payrall Code Current Amount [[_Emploves Y10 [ Tope I
Mo Employes Company| Additional| Emplopese)  Company )]
3 GROSS 54 200,00 0.00 0.00 0.00| Income 1
3|FEDERAL -8.94 n.an n.an 0.an 0.00{Tax 1
3|FICA_MCARE -2.490 -2.90 n.an ooan 0.00|Tax 1
3|FICA_OASDI 2,40 12.40 n.an ooan 0.00|Tax 1
3|5STATE -4.48 n.an n.an n.an 0.00|Tax 1
Met Income; 171.28 Payroll lkermns: 5 Inzert LChange Lielete
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Adding a Timeslip

= Click the Insert button in the Employee Timeslips section of the
window

» The Adding a Time Slip Record window will open (see below)
»  Click the lookup L=l button next to the Employee ID No. field

# Adding a Time Slip Record =3
Detail |
Time Slip 1D: 12 Pay Period 1D: afa) Pay Period End D ate: 01/25/2004
Employes D Ha: [ £ .| [Hamcd E [Faust
Hour Type: Regulail El Total Hours: 40.00  RatesSalany: 35.00 Reqular Gross: 1.400.00
Differential Tppe: 0 J Differential Fate: 0.00 Amount; Qoo Differential Grozs: 0.0a
|
Payroll Cade: GROSSSALARY il 1 TR e Gross Amourt [ 7.400.00
Employee Hours Classification Deductions: 0.00
W PapbyHouly Rate [V Accrue Benefit [V Benefit Hour Tawes [ 000
v Productive Iv Taxable [ Bonus Net Payment [ 0.00
CheckiPayment Type Check Information
* Regular Check Mumber: 0
" gpecial Check Date: | 01./25/2004
kK | Cahcel Help
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= The Browse Employees File windw will open

= Double click on the name of the employee you want to add to the
current payroll

Browse Employee File EI@J‘S__(I
Employes Mame ||
EMPLOYEE [l &nnaal 5alany Date ] Expense | Department |
Active - Mo Last, First Name S5N Hired|  Temminated| Code| Title Code| Title
|l 1|&ble, Debbie 234-5E-73390 3.200.00) 01,/01/1939 Ju: 100 Church &dministration
7 Belan, kewvin L 245 a0 240000 010141939 137 Youth Drurnrner 200 Sunday Schoal
| 2|Benszon, James T BET-83-0123 26.000.00( 0140141333 101 |Minister's Salary 100| Church &dministration
=2 &|Fauszt, Harold E 123-45-7589 72800.00{ 01014999 126| Guest Speaker 280| Deacon Stane Minizl
4|Going, George G 456-78-9012 10.400.00( 0140141333 133|Director of Music / Fig  100| Church Administratio
= 5| Greene, Robert L 123-45-6733 .,20000) 010141993 127 | Guest Preacher 100 Church &dministration
v 8| Stone, Mckinley BET-83-0123 b2 E82.88| 04/24/2001 1239| Church Treasurer 280| Deacon Stone Minis!
W 3|Wiggins, Susan L E78-90-1234 41,600.00{ 01201/1999 134|Organist 100| Church Adminigtration
<] | .-
& Print Payroll Codes | Qﬁ Print Payroll History | & Print Payroll Periods | Insert | Change | Delete |
< Print Payrolittems | & Print Payroll Periods | < Print Withheld Taxes | Cose |  Hep |

= The name you selected will now appear on the Adding a Time Slip
Record window

= Click the lookup =21 button next to the Hour Type field
= The Browse the Payroll Hour Types window will open

Hour Type |D |H|:|ur T_I.Jpe|

Pavroll Hour || Benetit || Accrue || Productive | Taxable |Bonus Pavroll Cade Type
Type D Tupe Haur Benetit Faurent

1 Beqular W W W W

2| Owertime [ [ [ v Inzome
3| Salary = = v = Income
4| Sick v = v |ncome
A{Holiday v = v |Ficome
E| W acation v = v Income
7| Perzonal v [ v Income
2| Bonus = W |nzome
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= Double click on the hour type you want to select

= The hour type you selected will now appar on the Adding a Time Slip
Record window

= Total Hours - Enter the total hours the employee worked for the
current payroll period

NOTE: Employees paid by salary do not require hours

= Rate/Salary - The rate/salary displayed here comes from the
employee's profile.

NOTE: You can override this amount

= Payroll Code - This should always be GROSS SALARY
= Employee Hours Classification

Paid by Hourly Rate - If this field is checked, the regular gross will
be calculated by multiplying total hours by the hourly rate.

Accrue Benefit - reserved for future use
Benefit Hour - reserved for future use
Productive - reserved for future use
Taxable - If this field is checked, the gross amount will be taxed
Bonus - If this field is checked, this will be a bonus payment
= Check/Payment Type - Regular or Special

= Click OK to save the Employee Timeslip record
» To add another Employee's Timeslip, go back to Adding a Timeslip

Payroll ltems for Employees with Timeslips

= The payroll items listed in each Employee's profile is automatically
added when the Employee timeslip is added
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You can change or delete
any item listed in the
Payroll Items for
Employee highlighted
above list

» These items will be in the Payroll Items for Employee highlighted
above section of the Changing a Payroll Period Information window

NOTE: This is where all changes must be made to an employee's payroll
item.

Payraoll tems for Employee highlighted above

Met Income: 171.28

Print Time Slips

FPayrall Items: 5

|ngert

LChange

Empll| Payroll Code Current Arnount || _Erployes YTD | Type
MHao Emploves Company| Additional] Emplovee  Comparny

3 GROSS Salapy’ | 200.00 0.00 0.00 0.00 | Income
3|FEDERAL -8.34 Tax
3|FICA_MCARE -2.90 Tax
3|FICA_DASD 12,40 Tan
3|STATE -4.43 Tax

Delete

&5 Print Time Slips

- Click this button to print the employee
time slips for the current payroll period

Employee Timeslips
Payroll Period 1D.: 1 - Check Date : 01/01/2004 - Payroll Period End Date: 01,/01/2004

Regulai Differentia Gross
Hour Type Hours  Rate/Salan Gross Differential Type Gross Payment

3 Deele, Betty G S5 987-65-4321 Marital Status: Single Exemptions: 1 [REGET Hourly Wieekhy
O HourlyTime  Regular 80.00 200.00 200.00 0.0a 200.00
SubTotal: 80.00 200.00 0.00 200.00

1 Rightfellow, John L S5M:123-45-6789 Marital Status: Married Exemptions: 2 O Paid Hourly Weeakly
[0 HourlyTime  Regular 80.00 800.00 800.00 0.on a00.00
SubTotal: 80.00 800.00 0.00 800.00

& Ten Ninty-Hine, Giveme A SEM: 456-78-9123 Marital Status: Single Exernptions: 1 [ PaidHourly  ‘Weekly
O HourlyTime  Regular 40.00 200.00 200.00 0.oo 200.00
subTotal: ~ 40.00 T 200,00 0.00 200.00
| Grand Total: 200.00 1,200.00 0.00 1,200.00
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Calculate Taxes

o
—F”J Alculale Taxes - Click this button to calculate the taxes

for each employee

Print Payroll ltems

. S Print Payrolltems | _ cjicy this button to print a listing of the
payroll items for each employee

Employee Payroll lkems for Current Timeslips
Payroll Period 10 1 - Check Date : 01012004 - Payroll Period End Date: 01,/01°2004
Employee Included ir  Included ir Employ pany Employ
Employ Additional Employee Regular Ta: FICA Tar  Deduction/ Match/ Match
Type Payroll Code Amount Amoum Total Calculation Calculatior Withholding Contribution  Required
Deele, Betty G Gross 200.00 Cther Income 0.00 Deductions 0.00 Taxes 0.00 MNet 0.00 Hours 80.00
Income GROSS SALARY 200.00 0.00 200.00 = = O 0.0o O
Tax FEDERAL -5.94 0.0n -5.84 | O 0.00 |
Tax FICA_MCARE -2.40 0.00 -z2.80 O O = -2.80 =
Tax FIGA_OASDI -12.40 0.0n -12.40 | ] = -12.40 =
Tax STATE -4.48 0.00 -4.48 O O 0.0o [}
SubTotal: 171.28 0.00 171.28 -15.30
Rightfellow, John L Gross 800.00 Cther Income 200.00 Deductions 0.00 Taxes 0.00 MNet 0.00 Hours 30.00|
Income GROSS SALARY 300.00 0.0n 300.00 H | | 0.00 |
Income HOUSING ALLOWAN 200.00 0.00 200.00 O = O 0.0o |
Tan FEDERAL -65.29 0.00 -65.29 O O & 0.00 O
Tax FICA_MCARE -14.50 0.00 -14.50 O O -14.40
e FICA_QASDI -62.00 0.00 -62.00 O O -62.00
Tax STATE -40.54 0.00 -40.54 O O ) 0.00 O
SubTotal: 817.67 0.00 817.67 -76.50
Ten Ninty-Nine, Giveme A Gross 200,00 Other Income 200.00 Deductions 0.00 Taxes 0.00 Met 0.00 Hours 40.00|
Income GROSS SALARY 200.00 0.00 200.00 O O O 0.0o |
SubTotal: 200.00 0.00 200.00 0.00
Grand Totak: 1,188.95 0.00 1,188.95 -91.80 |
‘Eml)loyee Totals: Gross Income  1,200.00  Gther Income 200.00 Deductions 0.00 Tanes: -211.05 et 1,188.95 Hours 200.00|
\ Employer Totals: Matched Deductions 0.00  Tames: -91.80 |

Remember Timeslips

N i i . .
=y Remember Timeslips | _ cjick this button to save the current
timeslips for a future payroll

NOTE: Please review all Employee Payroll Items. This is where all
changes must be made to a Payroll Item.

S Save

= Click to exit
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Step 2 - Create a New Payroll

= Unless you are paying Employees by Electronic Fund Transfer

(EFT), before you create a new Payroll, you must enter a starting
check number.

NOTE: If you use an Electronic Fund Transfer (EFT) to pay employees,

leave the check number blank.

& Step2 Create a new Payal

payroll from the Employee timeslips created in step 1.

Step 3 - Browse Current Payroll

jjj Step 3. Browse Current Pagroll

% PR_Main: Current Payroll File

Pagroll Items by Employes Mame |

| - Click this button to create a new

|- Click this button to browse the
current Employee payroll created in Steps 1 and 2.

= The Current Payroll File window will open.

Employes Pavroll Item Emplol,lee_ émount Compary
v 3| Dieele, Betty STATE Tax State Tax -4.48 0.00 -4.48 0.0 .00
% 3| Deele, Betty FICA_MCARE Tax FIC, - b el 280 n.on 2,80 280 -2.90|V
= 3| Deele, Betty FICA,_0ASDI Tax FIC&, - Socia 12,40 0.00 12,40 -12.40 1240
v 3| Deele, Betty FEDERAL Tan Federal Tax -8.94 0.00 -8.94 0.00 0.00|
= 1|Rightfellow, John GROSS SALARY  |Income Gross Salar 200.00 0.00 800.00 0.00 0.o0|C]
! 1| Rightfellow, John HOUSING ALLOWYE [ncome Huousing &l 200.00 0.00 200.00 0.0 000
= 1|Rightfellow, John FEDERAL Tax Federal Tax -BR.29 n.on -BR.29 0.00 0.00|
= 1| Rightfellow, John FICA, _MCARE Tax FICA, - b edi -14.50 0.00 -14.50 -14.50 1450V
= 1| Rightfellow, John FICA,_OASDI Tax FIC - Socia -B2.00 n.on -B2.00 -B2.00 -E2.00(V
= 1|Rightfellow, John STATE Tax State Tax -40.54 0.00 -40.54 0.00 0.0o0|v
W 6| Ten Minty-Mine, Givere  [GROSS SALARY  |lncome Groszz Salar 20000 0.00 200.00 0.00 n.o0|—J
] | i
MOTE: Al Emploves Payrall lterns listed here can anly be changed in Step 1. | |
& Print List | il | Help |
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NOTE: You cannot change any of the Payroll information displayed on
this screen. If you need to change any of the information, please click on
the Step 1 - Add Employee Timeslips button.

= Click on the Print List button to print a listing of the Employee(s)
payroll items.
= Click Close to exit and return.

=
1R TR

Zoom

2 Zoom: [Page Width [=]

Employee Payroll ltems by Employee Name (current payroll)
Payroll Period 1D 1 Check Date: 01/01/2004 Payroll Period End Date 01/01/2004

Employee Company Regular  FICA, Employer Payroll

ltern Amount  Additional ¥TD Armount ¥TD  Taxable Taxable Matched Type
[Deele, Betty G

Gross Salary 200.00 0.00 200.00 0.00 000 = 1 Incame

State Tax 448 0.00 448 0.00 ooo [ O 1 Tax

FICA - Medicare -2.80 0.00 -2.80 -2.80 280 [ O [l Tax

FICA - Social Security -12.40 0.00 -12.40 -12.40 -12.40 || | 4 Tax

Federal Tax -8.94 0.00 -5.94 0.00 ooo | O ] Tax

[ tot 171.28 0.00 171.28 -15.30 -15.30 |
[Rigntrellow. John L

Gross Salary 200.00 0.00 200.00 0.00 noo = O Income

Housing Allowance 200.00 0.00 200.00 0.00 000 ]| 2 [ Incorne

Federal Tax -R5.20 0.00 5528 0o o0 [] 0 M Tat

FICA - Medicare -14.50 0.00 -14.50 -14.50 -1450 || O | Tax

FICA - Social Security -62.00 0.00 -62.00 -62.00 -62.00 | | [l bd Tax

State Tax -40.54 0.00 -40.54 0.00 oo [ O 1 Tax

[ 817.67 0.00 817.67 -76.50 -76.50 |
[Ten Ninty-Nine, Giveme A

Gross Salary 200,00 0.00 200.00 0.00 oo [ O O Incore

[ 200.00 0.00 200.00 0.00 0.00 |

\ Grand Totak 1,188.95 0.00 1,188.95 -91.80 -91.80 |

[Employee Totals:  Gross Income: 1,200.00  Other Income: 200.00 Deductions: 0.0 Taxes: 211.05  Met:  1,188.95]
|Em|)|oyer Totals: Matched Deductions 0.00 Taxes: -91.80 |
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Step 4 - Print Checks

@ Step 4. Print Checks ) ) )
" - Click this button to print

the Employee payroll checks or Electronic Fund Transfer sheets.
» Displayed below is a sample of the printed EFT.

Flectronic Fund Transfer
01252004

Hawll E. Famct L1778

CE THOTANT O ETNDEED SEVENT ¥-ZEVER ANTIS0L0D #4444 480000ttt tasssssritiss

Hall E. Famst
109 Fairls w Comt
Colmnba, 30 22210-0000

Gt fmaler
Barrell Tean Current Sddiionsl YTD Descripcien
Cezoss iy 140000 ann 40000 Incems
Fderal Tax S1254 ann -57116  FederalIax
Lediaze Iax -2030 L) -1 FRdszallax
ik Tax -T325 00 S1GTS ek Tax
117728 L) LI64 37
Electronic Fund Transfer
01250004
HanoM F. Famet 117799

CME THOTANT O ETTHDEED SEVENT ¥ EVER AT S0L00 44484 0000000000000 00 st bbts

Doparinent  Deacon Hems Tt
Expeawe: Gt ipmalke
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Step 5 - Post Current Payroll

?ﬂj Step 5. Post Current Payroll

- Click this button to post the
Current Payroll to history.

NOTE: Do not forget to post your payroll to history.
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Payroll Tax Forms

Creating Form 941

= Farm
= Click onthe Form 941&' icon on the Main Menu

» The Browse the Federal Tax Form 941 File window will open

% Browse the Federal Tax Form 941 File

]

[uarter End D ate |
Cuarter End| Line 1 Line 2 Line 3 Line 4 Line & LineEa LineEh Line?s Line?hb Lire 8]
03/31/2003 5 17.191.69 1.512.00 0.00 1512000 17319163 21377 17.191.69 433,56 263033
06/30/2003 14.975.02 1,300.00 0.00 1300000 14975.02) 1.856.90 14,975.02 434,28 229114
093072003 17.761.69 1.453.00 0.00 1453000 17.761.63) 220245 17.761.69 515.03 2.717.54
1

00 0.00 1.901.54
5 1.041.E0

[¢] |

i
Change | Dielete |
ﬁ 941 Form | & 941 Template |§ 941 Report n|.l_-' Create Form 941 | Close | Help |
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(]
= Click on the Create Form 941 i Create Form 941 | button
» The Processing Records window will open

Processing Records

0% Completed

Date quarter began: | 01}01;2004
Date quarter ended: | 03}31;2004

Go | Cancel

= Enter the Date the quarter ended
= Click Go to start processing

A new record will be added to the Browse the Federal Tax Form 941
File window

Printing Form 941

NOTE: - If the Browse the Form 941 File window is NOT already open,
click on the Form 941 icon on the Main Menu.

Click once on the Form 941 Quarter End record you want to print. In
the example below, 03/31/2004 is the record selected to be printed.

% Browse the Federal Tax Form 941 File

X
Quarter End Date |
Guarter End| Line 1 Line 2 Line 3 Line 4 Line & LineEa LineEh Line?a Line?b Line &]
03/31/2003 5 17191639 151200 ooof 1512000 1719169 213177 17.191.69 498,56 2,630.33
063072003 14.976.02 1.300.00 noaf o 1300000 14575020 1.856.30 14.975.02 434.28 229118
0943072003 17.761.69 1.453.00 0.00) 1453000 1776163 220245 17.761.69 515.03 2.717.54
1243172003 16,.335.02 1.222.00 0.o0f 1222000 15335.02) 1,901.54
034314200 3 8.400.00 B34.55 0.00 B3

15,335.02 444,72 2,346.26
0

9.400.00 1.041.60

[« | il
LChange | Delete |

.? 941 Form | &5 941 Template | @ 941 Report ﬁ'|.l_-' Create Form 241 | Close | Help |
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= Click on the 941 Form icon Ml to print the imaged 941

Form

= Click on the 941 Template icon & 941 Template |to print the
information on the IRS issued paper 941 Form

= Click on the 941 Report icon Ml to print the

information on a report for reveiew

Creating Form WH-1605 or WH-1606

= Click on the Form 1605

‘==u|5C Form
= _IwH-1608

icon on the Main Menu

= The Browse the State of SC WH-1605/1606 File window will open

# Browse the State of SC WH-1605/1606 File

3

240000 1 .00

Quarter End D ate |
Form '#H-1608 | Line 1 Line 2 Line 3 Line 4| Penalty] Interest Linek W-2llLinell Jantar] Aprdun]  JulSep| Oct-Ded
Quarter End Wages| 10
1 03/31/2003) @100 0.on n.ao oo naoo 1719163 O n.on n.on Qoo oo
] 06/30/2003  701.00 0.00 n.ao 0.o0 0.0 14975.02) 0O 0.00 0.00 0.o0 0.0r
1 09/30/2003 ) oo n.ao 1776169 O n.on n.on Qoo oo
vl 12/31/2003 0.00 0.00 15,3435.020 5 811.000  700.00)  &29.00
: il I

] | H
E g | Query | % WH-1605/1606 Template | LChange | Delete |
_9 WH-1605/1606 Form | @ WH-1605/1606 Report | rh"|J.-' Create WH-1605 I Close | Help |
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Tl
= Click on the Create WH-1605| J Create WH-1605 Ibutton

» The Processing Records window will open

Processing Records

Creating Form 1605 Information

02 Completed

Date quarter began: | 0170172004
Date quarter ended: | 03/31j2004

Go Cancel

= Enter the Date the quarter ended

= Click Go to start processing

= A new record will be added to the Browse the State of SC WH-
1605/1606 File window
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Printing Form WH-1605 or WH-1606

NOTE - If the Browse the State of SC WH-1605/1606 File window is NOT
open, Click on the Form 1605 icon on the Main Menu.

= Click once on the Form 1605/1606 Quarter End record you want to
print. In the example below, 03/31/2004 is the record selected to be
printed

# Browse the State of SC WH-1605/1606 File

[uarter End D ate |

<] |
Eg !Query |

& WH-1605/1606 Template |

Farm 'wH-1605 | Line 1 Line 2 Line 3 Line 4| Penalty] Interest Linef W2l Linell Jan-Mar] Aprdun]  JulSep| Oct-Ded
Guarter End “Wages| 10

1 03/31/2003) @100 n.oo noo 81100 oo 000 &#11.000 1719es) 0 n.on n.on Qoo oo

] 06/30/2003  701.00 0.00 000, vo1.0o 000 0oop  F0.00) 1497502 0 0.o0 0.o0 0.o0 0.00

(1 09/30/2003] 82900 ] 0oo §2300 0o 000, 829.000 1776189 O n.oo n.oo n.oo oo

v 12/31/2003]  709.00 0.00 000 709.00 0.00 000 708000 1533802 B 811000  FOM.00) 829000  FO0S.00

Cl 037312004 2396l 0.00 0,00 3896l 0,00 0,00 3 0,101

]
Lhange | Lelete |

52 WH-1605/1606 Form | 52 WH-1605/1606 Report |

Ol Create WH-1605 Close Help

+  Click on the WH-1605/1606 Form icon 5 WH-1605/1606 Form_|
print the imaged WH-1605 or WH-1606 Form

=  Click on the WH-1605/1606 Template icon

&k WH-1605/1606 Template |

to

WH-1605/1606 Form

[t

reveiew

print the information on a paper

Click on the WH-1605/1606 Report icon
@ WWH-1605/1606 Report

print the information on a report for
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Updating W-2, W-3, 1099 and 1096
Information

b,
= Click on the Print W2, W3, 1099 and 1096 W'z' e 10 |
button

» The Browse Federal Forms W2, W3, 1099 data file window will open

# Browse the Federal Forms W-2 , W-3, 1099 data file (pr_WZ2data)

Federal Year, Employes ID |

Print| _Federall] Form Tupe | Employes | Lire 1 Line 2 Line 3 Line 4 Line 5 Line & Line 16 Lire
Tasvear] -2 1093) Id.| Mame

W 1| Rogers, Wwiiliam & 14000000 252411 14,000.00 32288 1400000 V612 1400000 255,

= 2| Faust, Robert R 1501204 3000000 35012.04] 2525100 3501204 85524 1501204 4587

W 3 P Debbie 1 .00 0.00 0.00 0.00 0.00 il i

v 4]'whitehead. Lindsay 14, 4 REF 83 19.800.00) 1.3937.55) 1350000 73345 19500.00{ 1.345

] L
(%J Cuery | Inzert | Change | Delete |
@ Print W.2(s) | & Print W.3 | @ Print 1099 | ¢ Print 1096 | Close | Help |
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# Changing a W2/1099 Record

Highlight the Employee record you want to change
Click Change
The Changing a W-2/1099 Record window will open

=

W2 /1034 Detai | Federal Tax Year: 2004 Ermnployes Noo| 2 [Robert R. Faust
Form Type : : g :
W W2 data W ages, lipz, other compensation; 15.012.04 | Federal income tax withheld: 3.000.00
[ 1089 Data | Social security wages: 36.012.04 Social securnity bax withheld: 2525.10
Emplayer identification number Medicare wages and tipz: 3501204 Medicare tas withheld: 085 24
[123456789 3 — :
Sl Social security tips: 0.00 Allocated tips: 0.o0
[First Church, 054, Advance EIC Payment; [ oo Dependert care benefits: [ 0.00
[1 Main Street Manqualified plars: 0.00 lea[ [ 000
| Calurnbia [sC [292030000 :
12 [ ©om
: [ Statutom employes
Employes’s S5N: | 000-00-0000 [~ Retirement plan tee[ [ 0o
Emplayee's first name and initial -~ Last name [~ Third-party sick pay 12d: l_ 0.oo
BT I T HOUSING ALLOWANCE - 20,000.00
[ 109 Fairlavn Court 14 Other
[Columbia [5C [ooono-0000
State State |d. Mo. State wages State income tax Local wages Local income tax Locality name
5C [ 234567891 [ 15,012.04 [ 4,657.65 [ 15.012.04 [ 0.0o |
[ [ n.ao [ n.ao [ ] [ 0.oo |
Added: [ 12/20/2004 [2DMIN Updated: [ 12/20/2004 [&DMIN ak. I Cancel Help |I

W-2 /1099 Information Fields

Print this information - check this box if you want to print this record when

printing W-2(s) for employees
Form Type - W-2 will print with the W-2(s), 1099 Data will print with the

1099(s)
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Printing W-2, W-3, 1099 and 1096
Information

b,
= Click on the Print W2, W3, 1099 and 1096 W'z' e 10 |
button

» The Browse Federal Forms W2, W3, 1099 data file window will open

# Browse the Federal Forms W-2 , W-3, 1099 data file (pr_WZ2data)

Federal Year, Employes ID |

Print| _Federall] Form Tupe | Employes | Lire 1 Line 2 Line 3 Line 4 Line 5 Line & Line 16 Lire
Tasvear] -2 1093) Id.| Mame

W 1| Rogers, Wwiiliam & 14000000 252411 14,000.00 32288 1400000 V612 1400000 255,

= 2| Faust, Robert R 1501204 3000000 35012.04] 2525100 3501204 85524 1501204 4587

W 3 P Debbie 1 .00 0.00 0.00 0.00 0.00 il i

v 4]'whitehead. Lindsay 14, 4 REF 83 19.800.00) 1.3937.55) 1350000 73345 19500.00{ 1.345

] L
(%J Cuery | Inzert | Change | Delete |
@ Print W.2(s) | & Print W.3 | @ Print 1099 | ¢ Print 1096 | Close | Help |
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Highlight a record with the Federal Tax Year you want to print. In
the window above, the Federal Tax Year selected is 2004

. . Print W-2 .
= Click the Print W-2(s) it & |button to print all Employee
W-2(s) for the Federal Tax Year 2004 with the Print box checked

= The Erintini Form W-2 window will open

Please inzert pour blank
Federal Tax Form 'w-2
into the prinker now.
Click O to continue.

= Click OK to continue

= The Print W-2 Forms Progress window will open

Print W-2 Forms

Federal Tax Year

Print W-2(s] for: | 2004

First Date: |01/01/2004
Last Date: [1243142004
< pisvicu | € cancer |

= Click Preview to continue
= The Report Preview window will open
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= Report Preview

File Wiew Zoom
@ﬂ@ Page: [1 4 Across: | B [ 4 Zoom: [Page width [7]
~
123456789 15,012.04 3,000.00
First Church, USa, 3501204 252510
! Main Street 35,012.04 855.24
Columbia SC 29203 ' : :
0.0C 0.0C
noc 0.0c
Robert B Faust 0.0C 0.00
0.0C
109 Fairlawn Court
Columbia SC 29203 HOUSING 0oc
ALLOWAMCE -
20,000.00 a.ac
5C 23456789-1 15,012.04 4,687 65 15,012.04 0.0C

= Click on the Printer @l icon to print the W-2 forms

=  Click the Print W-3 & Frmvea |button to print the W-3 for the

Federal Tax Year 2004

. . Print 1099 .
= Click the Print 1099 @ ke button to print all Employee
1099(s) for the Federal Tax Year 2004 with the Print box checked

- Click the Print 1006 Pt 1096
the Federal Tax Year 2004

button to print the 1096 for

NOTE: All W-2, W-2, 1099 and 1096 forms require the IRS issued forms
to be loaded in the printer
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Year-end Closeout

Change Current Payroll Year

EEVTGN Tax Tables Tax Forms Re

| Create and Process a Payrall

|

Zhange Current Payroll Year

. . archive Payroll Data
= Click on Payroll on the Main Menu

= Click on Change Current Payroll Year
= The Browse the Payroll Year File window will open

# Browse the Payroll Year File [z|

Record Order |

<] | 2
| Change | Delete |

Cloge | Help |
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= Click on Changing a Payroll Year Record window will open

# Changing a Payroll Year Record

Dretail

Current Payroll Year: '2: ::l
0k | Cancel | Help |

= Type over the Current Payroll Year with the new Payroll Year
= Click OK to save and exit

NOTE: Click Cancel to abort and exit

» The Tax Year-end Close out window will open

Tax Year-end close out.

2004 TaxYEAR-END CLOSEQUT

Thiz procezs will allow you to change the
Current Payrall Year and perform a clogeout,
YWwhen you change the Current Payroll vear,
the following processes will be activated:

1. Employee Payroll ltems year-to-date
amounts will be changed to ZERO!

' E 2. The Federal farm 941 infarmation for
. 1243142004 will be updated.

3. The Federal forms \W/-2, -3, 1093 & 1036
information for 2004 will be updated.

4. The State form 160516086 information for
124312004 will be updated.

Do pouw want to continue?

(] | Cancel

= Click OK to Continue

The Following processes will be completed automatically

= Employee Payroll Items' year-to-date amounts will be set to zero

=  The Federal form 941 information for the period ending 12/31 will be
created

= The Federal forms W-2, W-3, 1099 and 1096 information for the period
ending 12/31 will be created

= The State form 1605/1606 information for the period ending 12/31 will be
created
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W
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