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Introduction
Technical Support

Welcome to the instructional manual for the Payroll module within the Eagle Business
Management System (EBMS). In the sections following, explanations and examples of the
available features within the Payroll Module will be explained. If you need to reach our staff for
further help, contact us using the information below:

Vinas

Eagle Business Software
5351 Lincoln Highway, Suite 9
Gap, PA 17527
(717) 442-3247 x2
(717)-442-1096 fax

www.EaqgleBusinessSoftware.com

Email: Support@EagleBusinessSoftware.com

Manual Revision 7.1.213.119 January 2007



Payroll

Payroll Overview

The Payroll module of EBMS is very flexible and easy to use. The system works well for a small
company with a few employees or a larger company with a variety of requirements such as
complex deductions or pay types. The timecard system can handle hourly pay, salary,
piecework, tips, commissions, and many other types of pay. Benefit pay such as vacation or
holiday pay can easily be managed using the tools within the system. The EBMS payroll module
is integrated with a variety of option modules such as the work order system (tasks), job costing,
and electronic time clocks. EBMS allows payroll to be based on a weekly or biweekly basis. How
often employees are paid is decided by the pay periods and pay dates used. Checks can be
printed as often as needed.

The Payroll module of EBMS is fully integrated with the General Ledger module, making it very
easy to have payroll information posted to the G/L as often as necessary. When Time Cards are
entered and payments are made to employees, the transactions are posted to the G/L as
increases in wages, payroll taxes, taxes payable, and as decreases in cash accounts. When the
payment of the payroll taxes is posted as expense invoices or payroll journal entries taxes
payable accounts are increased and cash is decreased.

EBMS can track vacation days, sick days, personal days, etc. for employees, as well as calculate
the accumulation of such if the information is entered in the employee information window. This
can help save time for the payroll personnel in calculating used and unused compensation days.
This will be explained in more detail later.

EBMS has been designed to handle piecework and prevailing wage payroll needs as well. More
information will be given on these issues in a separate section of this chapter. If your company
does either of these types of payroll, be certain to read the corresponding section.

EBMS can handle many types of payroll deductions, both tax and other. The basic tax
deductions that are standard will come already set up and will just need to be assigned to
employees. Any other deductions or taxes will need to be set up and assigned to employees as
needed. Taxes and other deductions will be discussed in a later section



Getting Started

Settings

To view and edit payroll settings as needed take the following steps:

Go to Payroll > Options > Settings tab and the following window will appear:

Default Pay Type:

Hours above

Minirmum ' age:
Payroll B ank Account;
Faprall *'ear:

Active Payroll Period:

Default Salany Toupe:

£3

3515
01700-000 - Checking Account W
2000
w
Reqular W
Salany W
40.00 per week are overtime,

[ ] Erter Hours Draily

Enable Piece Work

[]llow entry of piecewark rates for individual employees.,
[ ] Enable Prevailing '+ age

ak. l [ Cancel

e Minimum Wage should be set at the current Federal rate.

e Select the proper checking account to use for payroll from the drop down box in the
Payroll Bank Account box. This bank account may be a separate checking account
used only for payroll or a common checking account that is used also for paying

expense invoices.

o Enter the current payroll year in the Payroll Year block. This will automatically be

updated when a Payroll Year is closed.

e Active Payroll Period is the current, open payroll period. This can be changed here if
there is more than one payroll period open. If only one payroll period is open, it will be

listed as active. To enter new payroll periods review the Pay Periods section.
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o Default Pay Type can be set at Regular, Vacation, Sick, or etc. This should normally
be set to Regular unless your company has changed the standard pay types or added
one of their own.

o Default Salary Type is the pay type that will be the company default for salary, if
different from hourly employees.

o Enter Hours Daily enables the entry of dates in the employee advanced tab window for
daily hours. Review the Daily Hours section for more details.

The following two options are available only if the Piecework or Prevailing Wage modules are
added. Contact your Eagle Solutions consultant for information on adding these modules.

Enable Piece Work enables piecework. Review the Piecework Pay Overview for more
details on piecework pay.

Enable Prevailing Wages enables prevailing wages.



Pay Types

Getting Started

Pay types are used to identify the type of pay within the timecard and employee history. Before
a pay type can be used within an employee’s timecard the pay type must be entered in the
employee’s pay tab. Go to Payroll > Employees > Pay tab to set pay types.

To view, add, or change the standard pay types included with EBMS take the following steps:

Go to Payroll > Options > Pay Types tab and the following window will appear:

Dezcription Base Type
Bonus Drollar B erefit
Commizzion Drollar B enefit
Double Hour Standard
Haliday Hour B enetit
Mizc. Hour Standard
wertime Hour Standard
Personal Hour B erefit
Fiecework, it Fiecework,
R eqular Hoaour Standard
S alary Crallar S alary
Sick Hour B erefit

acation Hour B enefit

II}
[l
[

Delete

X

OE.

J |

Cancel

Adding a Pay Type

Click the Add button, the following window will appear:
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= Mew Pay Type

Descriphion: | 5 alanies
Baze: |Hour W
Tupe: | Benefit L

Bezet Hours Available
() &t end of calendar year

() &t employes anniversary

) Mever

[#]iCamy unuzed hours to nest vea

[ Ok l [ Cancel

1. Enter a short Description of the new pay type.

2. Select a Base option of either:

Dollar based pay is used for pay such as bonuses, commissions, tips, or piece work.

Hour based pay is the most common type of pay.

It is calculated by taking the

number of hours worked and multiplying by the hourly rate.

3. Enter the Type of pay, which can be any of the following:

Benefit pay is normally hourly based. This type records the number of hours
accumulated, number of hours used and the total available at the current time.
Hours can be accumulated automatically in a number of different ways. Some
common Benefit type pays are vacation, holiday, sick, or personal pay. See
Employee Pay tab section for more details on setting up Benefit pay types for
an employee.

Employer Paid Tips type identifies tips that are paid through the payroll check.
All tips that are recorded in payroll but are taken home as cash must be
identified as Take Home Tips pay. Employer Paid Tips are always dollar
based. Review the Processing Tips section for more details.

Piecework is used when paying an employee by the piece rather than by the
hour. This option may not be available if the optional piecework feature is not
included in your system. Review the Piecework Pay Overview for more details
on piecework pay.

The Salary type is used to identify salary pay. Review the Salaried Pay
Overview section for details on processing salary pay.

The Standard type is the most common used type. Use this type if none of the
other types apply.
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e The Reimbursement option is useful when reimbursing an employee for
miscellaneous expenses such as mileage or tolls that should not be taxed.
Review the Reimbursements section for more details.

o Take Home Tips is the pay type used to process tips that were paid to the
employee as cash. Take Home Tips are always dollar based. Review the
Processing Tips section for more details.

o Benefit Salary is similar to the Benefit type except that the benefit pay is not
added to the salaried employee’s pay, but rather the benefit time is included in
the employee’s salary. This type is useful if the salaried employee does not get
paid extra for vacation or holidays but the number of days needs be tracked
within the benefit hour windows. Review the Entering Salaried Employee
Information section for more details.

The Following options are only applicable if the Base value is set to Hour and the Type
setting is set to Benefit or Benefit Salary.

4. The Reset Hours Available setting identifies the method used to reset the annual
benefit hours. Review the pay tab section of Changing Employee Information to setup
pay types within an employee.

5. Turn the Carry unused hours to next year option ON to copy the balance of unused
hours to the following year.

6. Click Ok to create a new type or cancel to abort.
Review the Benefit Pay section for more details explaining the management of benefit hours.

Pay Types must be added to the employee before they can be used on a timecard. Review the
pay tab section of Changing Employee Information to setup pay types within an employee.

Editing Existing Pay Types
1. Highlight the pay type to be edited.
2. Click the Properties button.

3. Change the Description if desired. Note that this description is used to identify the pay
type throughout the system so if the description is changed the system must search
through a number of databases and update the pay type description. This can be time
consuming.

4. Change the Base if desired. Use with caution if the pay type has been used in previous
timecards.

Warning: It is recommended that the user does not change the base from an hourly base to a
dollar base if the pay type has already been used. This change can result in skewed hour / pay
reports especially with benefit pay. It is recommended that the user create a new pay type for the
new base and then remove the original pay type from the employee pay table.

5. Change the Type if desired. See the list of types in the above section. Use caution if
the selected pay type has been used since the change will effect benefit hours and
history.

6. Click OK to save or Cancel to abort.
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Removing an Existing Pay Type

Click Delete to remove an existing pay type. If this pay type is listed within any employee pay tab
or within the employee folder defaults, the pay type will not be able to be deleted.
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Workman's Compensation

This window is used to identify the classification for each employee. It is recommended that the
Workman’s Compensation Classifications are setup before employees are entered. Go to
Payroll > Options > Workman’s Comp tab to enter the classifications.

= QOptions F§|

Settings | Pay Types | Meszages | Employee Folders

Clazszification Rate
[Nane] | Add..
Clerical
M aintenance
b anufacturing
Officers
Sales

ak. l [ Cancel

Enter the list of workman’s compensation classifications into the Classification column.
Keep the classification description brief.

Enter the workman’s compensation Rate for each classification.
Click OK to save changes or click Cancel to ignore changes.

Employee classifications are set for each individual employee in Payroll > Employees >
General tab.
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Adding and Deleting Employee Folders

This feature helps with the organization of employees. The folders are created in Payroll >
Options > Employee Folders tab. The EBMS program comes with two standard folders-
employees and inactive. Additional active folders can be added as needed. Folders will be most
helpful if designed in a manner that will facilitate ease of selection for which folder to use for new
employees.

EXAMPLE If you have an office employee and warehouse employee you could set up folders for
office employees and warehouse employees. Then, when new employees are entered or
existing employees are being searched for they are easier to find.

Folders have been designed that there can be main folders with sub-folders underneath them.
This setup can help facilitate a more detailed breakdown of employees as well. This allows sub-
grouping of employees of one type into multiple folders underneath the main folder. Instead of
deleting employees, it is better to put them in the inactive folder. This allows access to the
employee information but does not put the information in reports with current employees. To add,
delete, or edit folders take the following steps:

Go to Payroll > Options > Employee Folders tab, the following window will appear:

Settings | Pay Types | Messages Workmat's Comp.

= {4 Employees Add Folder
(23 Clerical
[Z7 Hardware Deparkment Delete Folder
[:l Inactive

[ Officers Properties

Paint Department
O P Edit Defaults

1

(]S

[ Cancel

Adding a Folder

To add a folder highlight the folder that it is to be a sub-folder to and click Add Folder button and
the following dialog will appear:

11
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M Folder Properties @

General | Narning

Folder Mame: |[TENEat |

[] &llows only subfolders

]9 ] [ Cancel

1. Enter the New Folder name describing the contents of the folder.

2. Turn the Allow Only Sub-folders switch ON if you do not want any employees
placed into this folder but only wish to allow other sub-folders.

Deleting a Folder

Click Delete Folder button and a message asking to verify folder being deleted will appear. A
folder cannot be deleted if there are employees in the folder. To delete the folder the employees
will need to be moved to another folder before deletion is possible. To move the employees see
the section on entering new employees.

Changing the Name of a Folder

To change the name of a folder, click the Properties button. Change the folder name or edit the
button of the highlighted folder as necessary. Review the Folder Lists section for more details on
adding and changing folder lists.

12



Employees

Setting Employee Defaults

It is wise to set employee folder defaults before entering new employees. If you are not familiar
with editing defaults review the Change Defaults, Filter Down data and Globally Editing data
section. To continue, go to Payroll > Options and click on Employee Folders tab. Click on the
root folder named Employees and click the Edit Defaults button. The following window will
appear:

= Employeesh E|

Folder: ‘ Employees |

General |F'a_l,I Perzonal | Advanced | Emploves T axes | Comparw Taxes || Meszages

Last Name: | | Eist: |
Address: | \ Localy: |
| \ Muricipalty: |
Ciy: | | State:| | Zip |

Country: |L|S.-'1‘« V| Type: l:l Soc. sec. number: |

Contact Infarmation

Phone [ ) - *
Fax [ ] - |
E-Mail | o
Contact | |
e N

|
|
|
Login Mame: | A |
|
|

Wwhorkman's Comp. Clazzification: | Clerical

Mate:

[ 0k ] l Cancel ] Print =

The Employee window appears very similar to the Employee entry window, but is used only to
enter default values. Any data entered in any of the entry fields will default the next time you
enter a new employee in the main employee entry window.

EXAMPLE If you set the country entry field default to "USA" then you will not need to enter USA
into that field when entering a new employee.

General Tab
Most of the information on the General tab will remain blank with the following exceptions:

o Set the Contact Information field labels to reflect the most common contact information
that you obtain from your employees. Click on the right arrow button to the right of each
of the 5 entry fields and you will be able to select a variety of labels.

e Set the Workman’s Comp. Classification to the most common classification used for

new employees. If you do not wish to have this field default to a classification, keep the
field blank.

13
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Pay Tab
= Fmployees\Clericalt
Folder: EEIn.ar-i;aI :
General | Pay [ Personal | Advanced | Employee Takes | Company Tases | Messages|
Fay Frequency: | Bl-wieekly w | 15 subject to minimum wage
Default Pay Type Pay Rates:
O Hourly ) Salary Pay Tupe Fate Active Diefz| | &dd Rate... |
Huorly Pay: Salary Pay: Bonuz - [ | | Properties. .
| 5 Delete
L || | ¢
Fresious Pay — — it i i
Last Evaluation [ ate: | EIJ! Regular ‘\/ ———
: acation v
Last Raise Date: | E]! T -
R ate
[ Direct Deposit s ! >
Account Mumber Rauting Murnber Deszcription Account Tope ~
* v
5 >
[ Ok l [ Cancel ] Delete Print =

Pay Frequecy should be set to the length of the normal payroll period such as Weekly or BI-
Weekly.

The Is subject to minimum wage option should be enabled under normal circumstances.
This option is important if piecework payroll is being utilized.

Default Pay Type should be set to the most common pay type, Hourly, or Salary.

Pay rates and Previous Pay values should be kept blank and be entered at the employee
level.

The standard Pay Types should be listed within the default employee setting. Select the new
Pay Type you wish to list on all new employees. Perform the following steps to setup
defaults in Pay Rates table:

1. Click on the Add Rate button. The following dialog will appear:

14
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Employee Pay Types E|
Fay Type: | Perzonal w

work Code: | GENERAL 4 [] sctive

Bate Formnula;  |Egqual to ﬂ
|nzrement
Conditior: | Each Timecard w
AmaLint;

Haours Awvailable

Current “'ear Frewvious ear
From Previous Years: |0.00 0.00
Thiz Calendar Year: |0.00 0.00
Uzed: |0.00 0.00
Total Available |0.00 0.00

Ok l [ Cancel

Select a Pay Type from the list. The user must create a pay types in the Payroll >
Options > Pay Types tab before they show on the options list. See the Pay Types
section for details on how to create new pay types.

The default Work Code entry is normally blank for default settings unless a work code is
always associated with this pay type. See the Work Codes section for details on the
function of a work code.

The Rate Formula should be set to Equal to in the default screen if the pay type is hour
based. Select the formula template by clicking on the right arrow and choose one of the
available templates. This setting must set to Equal to for prevailing wages settings to
work properly. Review the Piecework Pay Overview for more details on prevailing wage
settings.

Increment fields are only used for benefit pay types that are limited such as vacation or
sick days. Ignore the Increment and hours available field entries if they are not
consistent for all employees.

Choose the Increment Condition from one of the following options:

e Each Time Card will increment the available benefit hours each time a timecard is
processed.

o Either the Beginning of Year or Beginning of Anniversary Year option will be
available based on the Reset Hours setting within the pay type settings. See the
Pay Types section for details on changing this setting to the other option. Both
options will increment the Amount once a year.

15
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e The Never option will not increment the Hours Available amount automatically but
will require manual entry of hours.

7. The Amount field reflects the amount that This Calendar Year is increased each time
the Increment Condition is TRUE.

8. Click OK to save pay type changes. Repeat these steps for any additional default pay
types.

Click the Properties button to edit Pay Types.

Click Delete to remove a pay type. Pay types should be deleted from the default list if the
pay type is not standard.

The Direct Deposit option should be disabled in the default employee dialog. Direct
Deposit options should be set whenever a new employee is added.

Personal Tab

Keep the personal tab blank since this information should be set for each employee.

Advanced Tab

= EmployeesiClericaliHeidi Johnson §|

General | Pay Perzonal | Advanced | Employes Taxes | Company Taxes | Timecards | Messages | 2000 | 1999

Makeup Pay; | 74810-000 j
Fapmoll Payable: | 27000-000 - Pavmoll Payable w
Credit Workweek Amount; | 50.00

Draily Houra:

Day Start Time Stop Time Start Time Stop Time Tatal Hours
b Monday 0200 &4 11:30 AM 12:00 P 05:30 PM 9.00 I
Tuezday 07:55 AM 12:00 PM 12:30 PM 05:00 P 558
ednesday (0750 Ak 11:30 AM 12:00 PM 05:00 P 867
Thursday 10:00 &M 11:00 PM 01:30 PM 07:20 PM 883
Friday 10:00 &M 01:15 PM 01:45 PM 0710 PM 267
# |Sunday

Total Hours:

[ 1]4 ] l Cancel H Hew ] [ Delete l Prirt =

ﬂﬂ Employes: |JOHHEI j Folder: | Clerical ﬂ ﬂﬂ

Set the Makeup Pay general ledger account as an expense account to record any makeup
pay that is paid to an employee. Makeup pay is added to an employee’s pay and must meet

16
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minimum wage requirements. Review the Payroll > Processing Payroll - Advanced >
Minimum Wage and Makeup pay section for more details.

Set the Payroll Payable general ledger account, which requires an account with a Payroll
Payable classification. If no account is available go to General Ledger > Chart of Accounts
and add a liability account with a Payroll Payable classification.

Credit Workweek Amount is the minimum dollar amount an employee needs to work to
become eligible for state benefits such as Workers’ Compensation. This value should be set
within the employee defaults before new employees are added. If this total changes for all
employees, filter down default amounts to all existing employees.

Keep the Daily Hours blank unless you wish to enter the normal working hours that any new
employee will work. Review the Daily Hours section for more details.

Employee Taxes Tab

= Employees\Clerical\Heidi Johnson le
ﬂ ﬂ Employes: |JOHHEI j Eolder; |Clerical ﬂ ﬂ ﬂ
General | Pay Perzonal | Advanced | Employes Taxes | Comparny Tawes || Timecards | Messages | 2000 || 1999
Tax D Extra Deduction | Active M arital Statuzs Exemptions Add Tax...
T A N
LOCAL Equal to v Maried
MED Equal to v Maried
P, Equal to v Maried
55 Equal to v Maried

[]Hide inactive tazes

[ QK ] l Cancel H Hew ] [ Delete l Print =

It is recommended that you list all common employee taxes and deductions so they are defaulted
whenever a new employee is added. If the employee tax and deductions are not setup go to
Payroll > Taxes / Deductions and enter tax and deduction codes and rates before continuing
with the following steps.

If any taxes or deductions are listed that are not used for your average employee, delete them by
highlighting the deduction and clicking the Delete button.

Add any new taxes and deductions by clicking Add Tax. The following dialog will appear:

17
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= Employee Taxes

%)

General |
Employee: |JOHHE! aj Tax |[FUTA aq
PaidBy: | Employee v| [¥] Active
Status: Exemptions: |4 |
E shra Dieduction: |Equal ta ﬂ|
ok || Cancel

Select the Tax you wish to add by clicking on the down arrow. To create a new tax or deduction,
go to Payroll > Taxes/Deductions > Tax tables. The most common employee taxes are FWT,
FICA, MED, a state withholding tax and possibly a local tax. Also, add any company wide
employee deduction. For more information on how to set up taxes, see Taxes and Deductions
section.

All other fields in this dialog should be kept blank until setting up a new employee.

Company Taxes Tab

18
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= EmployeesiClerical\Heidi Johnson f'5_<|

ﬂﬂ Employes; |JE|HHE| j

Ealder: ‘ Clerical ﬂ| ﬂ ﬂ

General | Pay Perzonal | Advanced | Employes Ta:-:es| Comparny Tawes |Timecards Meszages | 2000 | 19399

Taw D Extra Deduction Active | Expense G/L Ac... Add Tax...
T T -
Properhies...
MED Equal to v [FE220-000

FUTA Equal to W (7RI 0-000 Delete
SUTA Equal to v |[FE320-000

[]Hide inactive tazes

[ QK ] l Cancel H Hew ] [ Delete l Print =

Setup the common company taxes such as state and federal unemployment taxes and the
company portions of FICA taxes and Medicare taxes.

If any taxes or deductions are listed that are not used for your average employee, delete them by
highlighting the deduction and clicking the Delete button.

Add any new taxes and deductions by clicking Add Tax. The following dialog will appear:

19
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= Employee Taxes

%)

General |
Employee: |JIIIHHEI q) Tax |FWT-M aq
Paid By: | e v| [¥] Active
Expense G/L code:
E shra Dieduction: |Equal ta ﬂ|
ok || Cancel

Click on the lookup button to view the available taxes and select the Tax you wish to add. To
create a new tax or deduction, go to Payroll > Taxes/Deductions > Tax tables.

All other fields in this dialog should be kept blank until adding a new employee, with the exception
of Expense G/L. Enter an expense general ledger account to record company tax expenses for
each tax list in the Company Taxes tab.

Messages Tab

This tab can be used to enter any global messages that appear when certain procedures are
performed. For details, see the Message section.

If sub-folders exist and you wish to copy the default values from the root folder into the sub-
folders, drill down the default value for each entry field in each tab. See Filtering Down Defaults
To Subfolders section for detailed instructions on this process.

Click the OK button to return to the Employee Folders tab.

Repeat the steps above if you wish to set different default settings for sub-folders than the ones
set for the root vendor folder.

For more details on individual fields, go to the Payroll > Employees > Entering New Employees
section.
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Entering New Employees

An employee record must be created for every employee that is processed within the payroll
system. Each employee’s record is created only once and is used to record employee contact
information, tax identification, and pay detail. The employee record also includes a large amount
of pay history such as timecards and totals.

To enter new employee records take the following steps:
1. Select Employees from the Payroll menu (Payroll > Employees).

2. Click the Edit menu and select New. A new employee wizard will start taking you
through the following steps:

= Select Type §|

Cl Paint Department

3 Add Folder
[ Clerical
(L Hardware Department
CI Inactive _
(L3 officers

Edit Defaults

Mewt > l[ Cancel

3. Highlight the folder in which you want to place the new employee and click Next.
Review the Editing Employee Folders section for more details on creating new
folders.
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x)

= Name

Enter the name of the new employes.

Last Marme: | Cooper |

First Marme: |J-:uhn |

Addrezs
Sireet: |4593 Green Pike |

0. |F'III Baox 90 |

City: |Eagersville | State: |NY |

Countny: £ip:

< Back ” MHest » l[ Cancel

Enter the employee’s name and address information into the appropriate fields. EBMS
creates a zip code database when the user enters a city, state, and zip. If you have
already entered the zip for a particular city and state before, you can enter the zip and
the system will display the corresponding city and state. The zip code list can be
viewed or changed by going to File > System Options > Zip Codes tab. Click Next to
continue.



= Contact

Phane |'.?:5:9'| E54-5578

0

Fan |[?aa] E54-3242

0|

E-tdail |cnnper@email.net

2+

b obile |[?ea] EF4-2712

0

Horme |[?‘EEI] ER4-3527

0

Employees

X

[ < Back ” Meut

J |

Cancel

5. Enter the Contact Information for the employee as requested. Clicking on the arrow
key to the right of the field and selecting the appropriate field name can change the field

label. Click Next.
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Social secunty number: | 305-43-7845 |

Muricipality: | Strazburg |

Exemptiong:

Birth Date: |IIIE£1 941980 Thu g|

||'--1.arrieu:| V| |Male Vl

[ ]Head of household

< Back

6. Enter the requested information.

Enter employee’s Social Security number. Social security numbers are
required for all employee records by law.

Enter Municipality or township in which the employee resides.

Enter the number of Exemptions the employee is claiming for tax purposes as
recorded on W-4 form.

Enter the employee’s Birth Date.

Select the employee’s marital status as Single or Married by clicking on the
down arrow.

Set the employee’s sex as Male or Female.

The Head of Household option should be disabled unless the employee is
claiming Head of Household status for tax purposes. Generally, to qualify
for head of household status, an employee must be unmarried and not
entitled to file as a qualifying widow or widower with a dependent child. The
employee must also have provided more than half the cost of maintaining the
home or household. The home must be the main home for a qualifying person.
An employee may also qualify for head of household status if the
employee though married, files a separate return, the employee’s spouse was
not a member of your household during the last six months of the tax year, and
the employee provided more than half the cost of maintaining the home.
Contact an account for more details on this option.

Click the Next button and the following window will appear:
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Sana X
Hite Date: | (ERITERZENIINGT
Hour Pay: |$'| 2100 |
Salany: | |
Fay Frequency: | Bl wfeekly LT |

[ < Back ” MHest » ][ Cancel

7. Enter Pay information.

o Enter the Hire Date of employee. This date is used to determine the
employee’s anniversary.

e Enter employee’s Hour Pay. If this employee is salaried enter an hourly pay
rate only if overtime pay is used for this employee.

e Enter Salary Pay only if an employee is salaried, otherwise keep this field
blank.

e Select the appropriate Pay Frequency for the new employee. Click the Next
button and the following window will appear:
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x)

= Employee Id

Jaohn Cooper

Employes |d: | COCJOH|

[]1 want ta view the new emplayes now.

< Back ” Einigh l[ Cancel

8. Enter the Employee ID code. This code is required to be unique to a specific
employee. This ID is used throughout the entire accounting system for all transactions
associated with this employee. (Changing the employee ID is a lengthy process — plan
and use an ID that is satisfactory). Review the Creating and Changing IDs section for
more details. Click Finish to create a new employee or Cancel to ignore new entries.

EXAMPLE Jack Miller may have an Employee ID code of MILJAC.

Go to File > System Options > Zip Codes tab to view or change the city, state, and zip code list.

Continue with next section Changing Employee Information to setup employee taxes, company
taxes and other employee information.
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Changing Employee Information

The main employee window is used to record information about each employee such as name,
address, and tax information. The employee window is also very useful in viewing history such

as timecards and tax history.

select Employees from the Payroll menu and the Employee list will appear:

&4 EBMS - Quality Hardware - Employees - [Employees] E|@|g|
# File Edit GeneralLedger Expenses Sales  Inwentory  Pavroll  Job Costing  Tasks Depreciation
Window  Help - ax
) &l Search For First Name:
() Use Folder | Heid
Id Lazt Mame Firzt M ame Address 1
(] Clerical JOHHED Johrson Heidi B67 Highrview Street
= Hardl.juare Department KASJOH K.azzler John BE Curveview Street
D Inactive
(3 Officers JEFMIK Jefro Mike BE Togaleview Road
(23 Paint Department SCHROB Schiller Robert W Main St
< >
I Select I [ Cancel ] [ Glueny...
Ready

If you wish to edit or view information for a specific employee,

If you wish to create a new employee, review the Entering New Employees section. For more
details about sorting, searching or changing the list review the EBMS Features > Search Lists
section. Select the employee to be edited or viewed and the following screen will open:
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= EmployeesiClerical\Mike Jefro E|
ﬁ_i_f_J Employes: JEFF*"”K j Enlder: Eleru:al _ﬂ .:J _ﬂJ
General ___F'a_l,l Perzonal f Advanced I Ermployes Taxes i Company T axes i Timecards [ Meszages Il 2000 I 1999 _
Last Mame: ;Jefrn . Eirst: iHikE
Address; |56 Toggleview Road Locality:
PO Box 912 ' Municipaliy: |Big City
City: ;-Eart - State: F'.t'l'« l Zip: :1?503 1 Login MName: : [ v
Country: ;LIS.-'i‘« V Type: . | Soc. sec. number; 5-55-23-455?
Cortact lnfarmation ) 3 B —
_ Wwiorkman's Comp. Clazzification: | Clerical |
Phone | [717] 786-2108 | -
:.Z ey Mote: .
Fax I[ I. ¢ d| [
E -t ail :.I-'ﬂiEfrl:l@iunl:l.l:l:lm ﬂ
o [ ] : —
Mabile | [717) 6291234 o .
] ] l Cancel ] [ Hew ] [ Delete Print =

General Tab

e The Employee ID code of the employee that was selected will appear in the upper left-
hand corner of the employee window and the employee’s name will appear on the
window title. To change the employee’s ID right click on the Employee field with your
mouse to open the context menu. Select Change ID, which will start a lengthy process
of changing this employee’s code throughout the system. It is possible to load a
different employee by clicking on the lookup button to the right of the Employee entry
field and selecting a new employee.

¢ Clicking on the down arrow button to the right of the current folder name and selecting a
new folder can change the employee’s folder. If an employee is placed in the inactive
folder, this employee will not be listed on a number of reports.

e The Name, Address, and Contact Information may be changed at any time although
the change will not be reflected on existing timecards.

e Type - You can enter an optional employee Type for each employee, which will allow
you to print out reports, or query employees in groups.

Example: If you want to group all the employees who work in a specific warehouse — you could
enter a type — "South WH" and then query by this entry. The Type field is very useful when
employees are part of more than one group. Use the type field if you wish to group a specific
employee within two or more different groups. Grouping employees only by using folders is
limited since each employee can only appear once in a folder. By entering a group of keywords
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or group names within the type field separated by a comma or space, the user can then query the

employee by any type or combination of types.

[ ]
on all employees by law.
e Set the employee’s Workman’s Comp. Classification.
[ ]
displayed on a single page.
Pay Tab

Locality — Enter the county of the employee.

Enter the Municipality or town in which the employee resides.

Enter the employee’s Social Security number. Social security numbers are required

Go to Payroll > Options >

Workman’s Comp tab to add or edit available classifications and to enter Workman’s
Compensation rates. Review the Workman's Compensation section for more details.

You can use the Note field to enter miscellaneous employee information. The length of
this entry field is not limited but will scroll if more information is entered than can be

= Employees\Clerical\Mike Jefro

_.'_‘J_f_] Emplopes: IJEFR’”K j Folder: Clencal _j LJ i_l
| General | Pay | Personal | Advanced | Employee Taes | Company Taves | Timecards | Messages | 2000 | 1333 |
Pay Frequency: | Bl-wieekly ] v | |5 subject to minimum wage
Default Fay Type Pay Rates:
& Hourly ) Salary Pay Type Rate Aclive De| | AddRate.. |
Hourly Pay: Salary Pay: Holiday 14.00 v | | Properties...
[$14.00 Overtime 21.00 W =
: glete
IF‘revious Pay Rediif 14.00 v
LastEvaluation Date: [12/31/1333F1 g acation oo S vaC
Last Raise Date: 12-"'31?1999Fn EI'
Rate |$1350 |
E-IE_{nﬁIi.-Jat.idn wag cu:um|:.|.I;3ted“tuyur;-iuike_T-.;j—,I-lor
] Ditect Deposit s ! >
:‘ Aecount Number Rauting Humber Dezcription Account Tope ]
*i v
¢ ¥
[ ] l [ Cancel ] [ Mew l [ Delete ] Erint =

Pay Frequency should be set to the length of the normal payroll period such as Weekly

or Bi-Weekly.

Enable the Is subject to minimum wage box if applicable.

Default Pay Type should be set to the most common pay type, Hourly, or Salary.
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e Enter or change the Hourly pay and/or the Salary amount. Both values will only be
used if a salaried employee receives hourly benefit or other hourly pay.

e The Previous Pay settings are for historical purposes. The Rate field within the
Previous Pay group is used to record the pay rate before the most recent pay raise.

This field should not be confused with the Hourly Pay value that affects the employee’s
pay rate. Use the memo to record miscellaneous pay raise or evaluation information.

A Pay Type must be added to the Pay Rates list before it can be used within the employee’s
timecard. Complete the following steps to add a rate to the Pay Rates list:

1. Click on the Add Rate button and the following dialog should appear:

Employee Pay Types EI
Pay Tope: | Perzonal w
Wwork Code; j Active

Bate Formula;  |Equal to ﬁ

|ncrement

Conditior: | Each Timecard w
Amount; |

Hours Available

Current 'ear Previous ear
From Previous fears: | 0.00 0.00
Thiz Calendar ¥ear: |0.00 0.00
Uszed: |0.00 0.00
Total Available |0.00 0.00

Q. l [ Cancel

2. Select the additional Pay Type for this employee. New pay types must be created in the
Pay Types tab within the payroll Options window. Review the Pay Types section for
details on how to create new pay types.

3. Enter the default Work Code associated with this pay type. Populating this field can
save on redundant data entry if the employee’s work code is consistent. Let the work
code field blank if you do not wish to default a work code for this employee. Review the
Work Codes section for details on the function of a work code.

4. The Rate Formula is only useful when pay types are Hour based. The Rate Formula is
calculated from the employee Hourly Pay rate amount. Select the formula template by
clicking on the right arrow and choose one of the available templates.

Select Equal to formula whenever the pay rate is equal to the hourly rate. This is the
standard formula for regular pay.
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Select Add ____ % formula and enter the formula value of 50 to create formula Add 50 %.
This formula would be appropriate for an overtime pay type since the rate would be the
pay rate + 50 %, or time and a half.

Select Add $____ formula and enter the formula value of 1 to create formula Add $1.
This formula would add $1.00 to the hourly pay rate whenever this pay type is used.

5. Complete Increment and Hours Available if the pay type is a benefit pay such as
vacation, holiday, or sick days. Review the Benefit Pay section for details regarding
benefit pay.

6. Click OK to save Pay Type. Repeat the steps listed above for each of the employee’s
pay type. If you wish to add or change a pay type for an entire group of employees,
review the Setting Employee Defaults section for details.

Click the Properties button to edit the Pay Types.
Click Delete to remove pay type from the employee’s pay type list. A pay type cannot be deleted

but must be made inactive if pay history is present. Disable the Active option by highlighting the
Pay Rates item, click on the Properties button, and disable the Active option.

Click on a Pay Rate line and then the View Years button to view the employee pay history. The
following window will open:

Wiew B
() Pay Date
2000 | 1999
Fay Tope Hourz Uzed/nitz Made Total Gross
Overtime 8353 1.378.24
Fegular 920.00 10.120.00

Source...
Cloze

The Employee Pay History window displays the annual total of hours and gross pay for each pay
type. To view the details source of totals, double click on the pay type or click on the Source
button. Click Close to return to the Pay tab.

Personal Tab
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= EmployeesiClerical\Heidi Johnson [5_<|

ﬂj Employes: |JE|HHE| j

General | Pay Perzonal |.t'1'u:lvanceu:| Employes Taxes | Company Tawkes | Timecards | Messages | 2000 | 19399

Ealder: ‘ Clerical ﬂ| ﬂ ﬂ

Hire Date: |Dam1 11397 Man g|

Temination D ate: | E|

E xemptions:
Birth Date: | E|

Head of househald

|Married v| |Male v|

Emploves Type: | STAMDARD - Standard Employee

[]Deceased

[[] Legal Reprezentative

[ QK ] l Cancel H Hew ] [ Delete Print =

o Hire Date - Enter the date the employee was hired.

NOTE: The employee’s anniversary date used to reset benefit pay settings etc is determined by
the hire date.  If the anniversary date needs to be different than the hire date because of part
time status changes, place the original hire date in the employee note area and change the hire
date to the desired anniversary date.

o Enter the Termination Date when the employee is terminated or is no longer employed by
the company.

o Enter the number of Exemptions the employee is claiming for tax purposes. The employee
is included in the number of exemptions. For example, if an employee were married with
one child the employee would normally claim three exemptions. If the employee is single,
the standard is one exemption. If this number is changed the following message will
appear:

Eagle Business Management

Q)

“whould you like to change all pour taxes with 1 exemplions to 27
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e Click Yes to change exemptions for all taxes. If a different number of exemptions are used
for any taxes, go to the Employee Taxes tab and change exemptions to desired amount.

o Enter the employee’s Birth Date.

e The Head of Household option should be disabled unless the employee is claiming Head
of Household status for tax purposes. Generally, to qualify for head of household
status, an employee must be unmarried and not entitled to file as a qualifying widow or
widower with a dependent child. The employee must also have provided more than half the
cost of maintaining the home or household. The home must be the main home for a
qualifying person. An employee may also qualify for head of household status if the
employee though married, files a separate return, the employee’s spouse was not a
member of your household during the last six months of the tax year, and the employee
provided more than half the cost of maintaining the home. Contact an account for more
details on this option.

e Select the employee’s marital status as Single or Married by clicking on down arrow. If the
status is changed the following message will appear:

Eagle Business Management

b ] YWould vou like to change all your taxes with the status of Single to Marmied?

Click Yes to change marital status for all taxes. If a different status is used for any taxes,
go to the Employee Taxes tab and change exemptions to desired setting.

e Set the employee’s sex as Male or Female.
o Select the Employee Type for W-2 purposes.

o |If the employee is Deceased, or they have Legal Representation, click the appropriate
switch. These settings will show on the payroll W-2 form.

Advanced Tab
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= EmployeesiClerical\Heidi Johnson ﬁl

ﬂ ﬂ Employes: |JOHHEI j Eolder; |Clerical ﬂ ﬂ ﬂ
General | Pay Perzonal | Advanced | Employes Tawes | Comparny Tawes || Timecards | Messages | 2000 || 1999
Makeup Pay; | 74310-000 j
Fayroll Payable: | 27000-000 - Payroll Payable A

Credit Workweek Amount, | $520.00

D aily Hours:

Day Start Time Stop Time Start Time Stop Time Total Hours
_Munda_l,l 0200 Ak 171:30 A 1200 P 05:30 P 9.00
_Tuesday 0755 Ak 1200 P 1230 P 05:00 P a.58
MW 1:304M  [12200 PM 05:00 PM

Thurzday 10:00 Abd [01:00 P 01:30 Phd 0720 Phd a.83
_Friday 10:00 Ak M:15 P ;45 P 0710 P a.E7
?Sunda}l

Total Hours:

OF. ] l Cancel H Mew ] [ Delete Erint =

o Enter the Makeup Pay general ledger account as an expense account to record any
makeup pay to be paid to an employee. Review the Minimum Wage and Makeup pay
section for more details.

e Set the Payroll Payable general ledger account, which requires an account with a Payroll
Payable classification. If no account is available go to General Ledger > Chart of
Accounts and add a liability account with a Payroll Payable classification.

e The Credit Workweek Amount is the minimum dollar amount an employee needs to work
to become eligible for state benefits such as Workers’” Compensation. This total should be
set within the default folder before new employees are added. If this total changes for all
employees, filter down the new default amounts to all existing employees. Review the
Changing Defaults, Filter Down Data, and Globally Editing data section for more details.

e The employee’s Daily Hours can be entered here on a daily basis and they will be
transferred to the timecard when a new timecard is entered. Daily hours record the exact
times that the employee worked. The law does not require this time if the employee is paid
by the hour or salaried. Review the Daily Hours section for more details on entering and
processing Daily Hours. If the employee’s hours are not similar from one payroll to the next,
or if this employee does not need to have daily hours recorded, the Daily Hours information
entries can be ignored.

For information on the Employee Taxes tab or the Company Taxes tab review the
Taxes and Deductions section.
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For information on the Timecards tab, review the Employee History section.
e The Messages tab is used to setup messages for individual employees. The message
feature can be used to display reminders within the timecard screen. Review the Customer
Messages section for more details on creating employee messages.

Click OK to save employee information.

35



Payroll

Configuring Withholding Taxes and
Deductions

Employee taxes and deductions are setup within the employee window. Or, to globally set-up a
tax or deduction for all employees, go to the Payroll > Options > Employee Folders tab.
Review the Setting Employee Defaults section for details on globally changing employee
information. Go to the employee window by selecting Employees on the Payroll menu. Open
an employee and click on the Employee Taxes tab.

= Employees\Clerical\Heidi Johnson E|
ﬂﬂ Employes: [JOHHEI j Folder: | Clerical ﬂ ﬂ ﬂ
General | Fay Perzonal | Advanced | Emploves Taxes | Company Tawes | Timecards | Messages | 2000 | 1999
Tax D Estra Deduction Active | Marital St E memptions Add Tax...
FlT Equal to W |Married 3
: i Properties... |

LOCAL Equal to W Mamied 3
MED Equal to W' |Maried z]
P, Equal to W Mamed 3
55 Equal ta v |Mamed E]
[ Hide inactive taxes

l OF. ] [ Cancel ] l MHew ] [ Delete ] Brint =

This tab is used to identify any withholding tax or other employee deductions that are deducted
from the employee’s paycheck. Any payroll taxes or deductions that are paid by the employer
must be listed in the Company Taxes tab.

You must click on the Properties button to edit any existing tax information or click on the Add
Tax button to add taxes to the list.

Tax
Adding

To add taxes to the tax list click on the Add Tax button and the following window will
open:
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= Employee Taxes E'
General |
Employee: |.JIIIHHEI q Tax |4D1K q
Paid By: |Empl-:|yee v| [v] Active
Status: Exemnptions:
Extra Deduction: |E'IIU~3| to ﬂ|

aF. l [ Cancel

e Select a valid tax or deduction from the tax list by clicking on the lookup button to the
right of the tax field and selecting a valid tax from the tax list.

e To create a new tax click on the New button on the tax list or go to Payroll >
Taxes/Deductions.

Review the Taxes and Deductions section for more details on entering or editing taxes or
deductions. EBMS contains many of the common taxes, but verify that the correct rates are
entered for each tax before you process any payroll.

Changing

To edit Tax Properties select a tax from the tax list and click on the Properties button.
The following window will open:
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= Employee Taxes

X

.......................

i General i 2000 | 1999

Employee: [JOHHEI Taw |PWT
Paid By:  |Ernploves Active
Statuz: | Maried W Exemptions: |3
Extra Deduction; |Equalta ﬂ

aF. l [ Cancel

When editing tax Properties you cannot change the Tax identification code. If you wish
to change the tax you must make the original tax inactive and then add the new tax line.

The Active column must be checked ON to deduct tax from the timecard, or checked
OFF if you do not wish to deduct the tax or deduction. A tax cannot be deleted but
should be made inactive if you do not wish deduct any additional tax. Any tax or
deduction that has been deducted in the past cannot be deleted but must be made
inactive.

The marital Status will be copied from the employee’s Personal tab and should be kept
the same unless this particular tax is to be calculated using a different marital status.

The number of Exemptions will be copied from the employee’s Personal tab and should
be kept the same unless this particular tax is to be calculated using a different exemption
number.

The Extra Deduction Formula is used to add an additional tax to the standard rate. This
formula should be set to (none) or Equal to except for the following situations:

To add additional tax to the standard rate use the Add __ % template to add additional
percentage for this employee or Add $__ template to add additional dollar amount. This
feature is useful if an employee wishes to withhold an additional amount of Federal
Withholding Tax, or if an additional amount is deducted from one employee compared to
the other employees. It is best to set the appropriate rate within the Tax/Deduction
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window when possible, but the Deduction Formula can be used to do deductions that
are more complex or variations.

To ignore Tax/Deduction rate and manually set the deduction amount use the Is $
template to set the exact dollar amount of the deduction or use Is ___ % template to set a
percentage that is unique to this employee. These templates will ignore any rates set
within the Tax/Deduction window.

Click OK to save changes.

Repeat the steps listed above for each tax that you wish to add or edit.

View Year

Select the appropriate tax and click on the Properties button. Go to the appropriate year tab
to view the tax or deduction history for the entire year.

= Employee Taxes

()

Tax T axable Grosz Tax Total Gross

January |7 183.91 | 2.966.37| |7 2 96637
February |* 12446 | 2,007.50, | 2,007.50/
March 124.46 | 200750, |7 2,007.50/
April | 124,46 | 2.007.50| " 2,007.50/
May |7 124 4| | 200750/ |7 2007 50|
June |7 £2.23 | 1.003.75 |7 1.003.75
July 7 | | | IF |
August |7 | | Nid |
September [© | | | [ |
October |7 | | | 7 |
Maverber | | | | Ir |
Decenmber |’ | | | |"'" |
Total | 743,98 | 12,00012| | 12,000.12

l [ Cancel

The history consists of 3 columns.

The Tax amount is the total that has been withheld from the employee.

The Taxable Gross amount is the employee’s total pay that was subject to the tax or

deduction.
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e The Total Gross amount reflects the employee’s total gross including both the
taxable and non-taxable totals.

To view the source detail for both the Tax and the Total Gross columns right click on the total
you wish to view and select Drill down from the context menu. From the details list select the
pay date that you wish to view and click Source to view the timecard from which the tax or
deductions was withheld.

Click OK to return to the Employee Taxes tab.
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Entering Existing Balances for Employees

If EBMS is being installed in the middle of a payroll year and the data is not being automatically
imported, beginning balances will be required to be entered for all the employees before any
payroll can be processed. This is needed to make sure wages, taxes, and other deductions are
correct for quarterly payroll taxes and year-end W-2 processing. To do this the following steps
will need to be taken:

Enter the balances to date as a single timecard for each employee. All timecards to date may be
entered separately if so desired but this will take considerably more time, unless only a few
months or wages have been processed within the calendar year. Taxes will need to be verified
and corrected on an employee-by-employee basis. Use the following steps to enter existing
balances for each employee:

1. Enter the timecard or timecards for the entire period from the beginning of January to
date. Go to Payroll > Timecard Entry to enter timecard detail. Make sure all payroll
types are properly entered, such as regular, overtime and benefit pay if you wish to list
the year to date totals properly on the employee’s pay stub.

2. When wage totals have been entered, process taxes by selecting Process > Calculate
Taxes from the timecard menu. This step will calculate the taxes for this timecard using
the current tax configuration. You will need to setup taxes before this step is taken.

3. Select View > Taxes from the timecard menu and the following list will open:

Tax Aot T axable T ax Liability P..
120,00 [26510-000

MED 1.74 120.00 [25220-000 Compaty
55 .44 120.00 [25200-000 Caormpaty
SUTA E.48 120.00 |26520-000 Compaty
T 120.00 [25110-000 Emploves
LOCAL 1.20 120.00 [25400-000 Employves
MED 1.74 120.00 [25220-000 Employves
P, 336 120.00 [25120-000 Emploves
55 744 120.00 [25200-000 Emploves

WARMIMG: In a pre-tas sceneno, changing tax amounts on thiz window may result in
inaccurate taxable totals.

0F. l [ Cancel

Compare the tax Amount column with the total amount of tax that has been withheld
year-to-date. These amounts may not be equal because of payroll period differences,
rounding differences, or rate changes. Change the tax Amount column to match the
employee’s year to date totals.

4. Save timecard information by selecting File > Save from the timecard menu.

41



Payroll

5. Select File > New to enter the next employee’s information.
Repeat the steps above for each employee.

When all timecards have been entered and the taxes for each employee have been corrected,
verify all the totals by running the Employee Earnings Record report. Go to File > Reports and
select Payroll > Employees >Employee Earnings Record report. Compare all the numbers
before proceeding with the next step.

1. Go to Payroll > Employee Payments to open the following window:

= Employee Payments @@

Oal | EFay Eview &l O Selected
01/06/2001 Sat v
Bank Account; .. 017100-000 - Checking Account L Fay D ate: .'l ;"15!2["]1 Mu:u
Status Ermployes FPay Period Frequency Hoours arozs Pay D eductions
Unprocessed  KASJOH {01406/2001 SalBlweekly 101.83 524 68
Unprocessed  SCHROB 01/06/2001 SalBlweskly 109.56 AE4.23 |
Unproceszed  JEFMIK {01 406/2001 SalBlweekly 101.40 hz2.21
Unprocessed  JOHHEI 107 A06/2007 SalBl-weekly av.a0 45063 |
£ >
Gross Pay: $2EIE1 75 | Total Deductions: | | Het Pay: $2061.75
| ok || cancel || Unselectal | [ Selectal || TimeCad. |  Brnt v | Process -

2. Select the current pay period and click on the View All option. The timecards for all the
employees that you entered should be listed on the screen. Click the Select All button to
select all timecards. DO NOT CALCULATE TAXES FROM THIS WINDOW since it will
overwrite any changes you have made to the tax list.

3. Click the Process Checks button to process timecards. Load plain paper into your
printer since the system will generate checks for the timecards you have entered. The
First Check Number can be any number unless you are entering each pay period
timecard individually, in which case you should enter the first check number of the
original payroll checks.

4. After the first check is printed and again after all checks printed, a dialog will appear
asking if checks printed properly. Click Yes if checks have printed correctly.

Repeat the steps above if you are entering the past timecards for each pay period. Note that you
will need to set new pay period dates for each batch of timecards.

The checks that were processed will be posted to the payroll checking account. To correct the
checking account balance a journal entry will need to be entered and posted. It is recommended
that you work with your accountant or Eagle Solutions consultant to correct this balance if you are
not familiar with general ledger balance sheet accounts.
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When this has been completed, the employee windows should have the information needed to do
quarterly payroll reports and year-end W-2 processes. The journal entry will have reversed the
unneeded entries from the account balances.
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Employee History

EBMS retains a large amount of employee history information in two different methods within the
employee window. To access the employee information window go to Payroll > Employees and
select the employee you wish to access.

Click on the Timecards tab and the following window will open:
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= FmployeesiClerical\Mike Jefro

_.'ﬂ_ﬂ Employes: , j Folder: |:|EI'ICE|| _ﬂ L]lj
General { _F'ay Perzonal f Advanced [l Employes Ta:-:es__ Compary Taﬂes__f Timecards _ Mezzages i 2000 l 1399 |
S

Statuz | Pay.. Frequency Hours Grozz Pay Deductions Het Pay Check Mumber
Fad  [01/08/1999 Fri Bl-weekly T z000] 120,00 13.74 705, 26 2 =
Paid  (01/22/1339 Fri Blweekly 36,00 216.00 25,98 150.02 121 =]
Paid  |02/05/1999 Fri Blweekly | s5m0 330.00 | 5E.14 2790 | EC
Paid  |02/19/1999 Fri Blweekly [ 7E00 ]| 456.00 | Bo.45 | 6654 | 154
Pad  |03/05/1999 Fri BlWeekly | Boo 360.00 | B4.07 295.93 166
Pad  [03/19/1399 Fri Blweekly | 9000 570.00 | 119.62 | 450,38 | 176
Paid  |04/16/1999 Fri BlWeekly | eso0 495.00 | 5570 40830 | E
Paid  |04/30/1999 Fri Blweekly [ 10140 | B40.75 | 178,15 | BEZE0 | 116
Pad  [05/14/1999 Fri BlWeekly | 140 840.75 | 178.15 | BEZ50 | 1200
Pad  [05/28/1399 Fri BlWeekly [ 1m.40| B40.75 | 178,15 | FGZ.60 | 124
Paid  |06/11/1999 Fri Blweekly | 10140 24075 | 178.15 | EEZE0 | 128
Paid  |05/25/1999 Fri Blweekly [ 10140 | B40.75 | 178,15 | BEZE0 | 132
Pad  07/09/1999 Fri BlWeekly | 140 840.75 | 178.15 | BEZ50 | 136
Paid  07/23/1399 Fri Blweekly [ 1m.40| B40.75 | 178,15 | FGZ.60 | 140
Paid  |05/06/1999 Fri BlWweekly | 10140 24075 | 178.15 | EEZE0 | 144
Paid  |09/20/1999 Fri Blweekly [ 10140 | B40.75 | 178,15 | BEZE0 | 148 %
Pad  09/03/1999 Fri Bl Weekly | 140 840.75 | 178.15 | BEZ50 | 152 i
e - — B =

I 0K l [ Cancel ] l MHew ] [ Lelete ] Print * |

To view all of the employee’s past timecards set Status option to ALL. If you wish to only
view Unpaid or Paid timecards set the appropriate Status option. If you wish to view or edit
a timecard, you can open the document by double-clicking on the timecard with a mouse.
Click on the Pay Period column heading to sort the timecard list by pay period date.

Year tabs will appear on the employee window for each year that a timecard was processed.
EBMS does not restrict the number of years or tabs that may exist.
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w Employees\Clerical\Mike Jefro

ﬂ_ﬂ Emplopes: E?J_E-FMIK _1_] Falder: ECIericaI _'_]i J.'_j_.ﬂ_J
i_GeneréI-i'-F'a_l,l ’|-F'ersonél-§:_.f-\dvanced | Ermployees Ta:-:esjfi_liompan_l,l TaHes:f:_Enecards.:i Messageé-5|_EDDD |W|
Timecard ‘work Date Totals Timecard Pay Date Totals
Howrs Grozs Workweeks ) Grozs Makeup Pay:
January ¥ 56.00) zae00, [ 4 [F kasoo|
February © 131.00 " 785.00) |” 4 r 786,00/
March ¢ 150.00| [ 330.00, |* 4 [F 930,00
Apiil |7 167.40| 1378 [ il 495,00
May 7 212.80| [F 1756500 |7 i 2 522,75
June 7 22330] 183526 [ Il 156150/
July 7 223.00| 187313 | ar 1,681.50)
August 7 22305 183338 " 4 1.681.50|
September 7 22317 7 183669 |7 ar 158150,
October 21288 ¥ 179489 |7 4| 168150/
November [ 22308 [F 183338 |7 6| [F 2522 75|
December 7 23325 195001 [F 4 1,681.50]
Total | 227890, | 18,10083] | il 17,680 50
[ ()4 ] [ Cancel ] [ Mew l [ Delete ] Print = J

To drill down and view the timecards within a given month take the following steps:

1. Place the cursor on the summary total to be viewed by clicking on the summary total
with the mouse or tabbing to it using the keyboard.

2. Right click to display the context menu and select Drill Down. The transaction
Details window will open.
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= [etails

- BX)

46

section for more information on making W2 adjustments.

Employes Date Pay Penad Hours “Work Code | Descrip... G/ Account |
04/ 1i04/07/2000 Fri GENERAL |MikeJefio (27000000 |
JEFIK, 04,04,/ 20000407 /2000 Fri 1026 | GEMERAL  Mike Jefro  |27000-000
JEFIK, 04,/05,/200004,/07 /2000 Fri 1026 | GEMERAL  Mike Jefro  |27000-000
UEFMIE 0406/200004 /072000 Fri 950 | GEMERAL  Mike Jefro  |[27000-000
UEFMIE 04,/06/200004 /072000 Fr 062 | GEMERAL  Mike Jefro  |[27000-000
JEFIK, 0407/ 200004,/07 /2000 Fri 10,08 | GEMERAL  Mike Jefro  |27000-000
JEFIK, 04/10/200004,/21,/2000 Fri 1000 | GEMERAL  Mike Jefro  |27000-000
JEFMIE. 04,/11./200004,/21 /2000 Fri 1025 | GEMERAL  Mike Jefro [27000-000 b
< ?
Cloze l [ Source. ..
a. To view a specific timecard double-click on the transaction with a mouse. Click
Close to return to the employee year page.
3. To view all the makeup-pay for an employee double-click the makeup-pay total.
Review the Minimum Wage and Makeup Pay section for more details.
4. Click W2 Adjustment to view or edit W2 information. Review the Printing W2 forms
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Employee Terminations

When an employee leaves or is terminated you should take the following steps:

1. Go to Payroll > Employees and select the employee that is being terminated and click
on the Personal tab:

= [mployees\Clerical\Mike Jefro fgl
ﬂﬂ Employee: |JEFM|K j Folder: ||nau:tive ﬂ| ﬂﬂ

General | Pay Perzonal |f1'«|:|\-'anc:ed Employes Taxes | Company Takes | Timecards | Messages || 2000 | 19393

Hire D ate: |12,=m 11998 Tue g|

Termination D ate: |D'I #13/2005 wed g|

E xemptions:

Biith D ate: |nau25ﬂ 975 Sat g|

[[THead of househald

|Sing|e v| |h-1a|e v|

Employes Type: | STAMDARD - Standard Employes %

[]beceased

[[] Legal Representative

[ 1]4 ] [ Cancel H Hew ] [ Delete ] Frirt =

2. A Termination Date should be entered in the employee’s pay tab window for reference
purposes.

3. The employee should be moved from the current folder to the inactive folder. To
accomplish this click on the down arrow to the right of the folder field, and select the
Inactive folder. This will keep the employee from being listed on many reports, but will
continue to retain the employee’s history.

Click OK to accept changes when exiting.

NOTE: All inactive (accounts, vendors etc) will be grayed on the search lists when all (Accounts,
Vendors ETC) are listed.
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Adding New Taxes and Deductions

All employee taxes, employee deductions, and company taxes must be set-up with the
Taxes/Deduction window before they can be used within payroll. EBMS allows a variety of rate
calculations to accommodate the large number of different payroll taxes and deductions. It is
very important that these tax and deduction rates are properly set-up before any payroll is
processed. Contact an accountant or EBMS consultant if you need assistance in configuring your
taxes or wish to add a complex deduction. EBMS comes with multiple taxes already set-up that
can be changed. Go to Changing Tax/Deduction Rates for details.

To add new taxes or deductions take the following steps:

1. Go to Payroll > Taxes/Deductions and the following window will appear.

= Tax - Federal Withholding Tax

Ml Tawin: [FwT a] o ow

?GEHEH'E Links || Employees | 2000 || 1939

Dezcription: | Federal “Withhaolding T ax []Pre-Tax
Type: |FwT al Lirk
Liability G/L Account: | 25110-000 - Emplayes T ax Withkeld - Federal Income w

Payment Frequency: b Tared After...

k. ][ Cancel ][ Hew ][ Delete ] Erint = |

2. Click on the New button and the following wizard will start.
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X

= Description

Pleaze enter the type and dezcription for your new tax

Tax Type: |FICA - Social Security W

Description: | Social Security

Payment Frequency:

() Tax Link
(%) Ta=\Deduction

Mewt > l [ Caricel

3. Select the Tax Type or deduction type by choosing from the drop down list. The drop
down list can be opened by clicking on the down arrow to the right of the Tax Type
field. It is important to select the proper type because:

e The wizard will ask appropriate questions based on this type.

o Payroll register reports sort taxes and deductions in the order determined
by this type.

e This type determines the location within tax forms such as W2s.
¢ Manual adjustments will be or not be allowed depending on the type.

e Prevailing wage rates are calculated based on variables connected to this
type.

o If none of the types apply to the tax or deduction that you are entering,
choose Other — other deduction. Consult with your accountant or EBMS
consultant before creating a new tax if you are unsure of which type to
choose:

4. Enter a detailed description explaining the tax or deductions. The description will default to the tax type

description, but can be easily changed.

5. Select Tax/Deduction type by clicking on option button with a mouse. Review the Tax
Links for details on creating tax links. Click the Next button and the following window
will appear:
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= Details X

Haw iz this tax calculated?

i) Tax Table

(%) Flat Percent Rate

i) Flat Dollar Amount
() Manual Tax

() Benefit Adjustment

Liability 5./L:

< Back ” Mewt > l [ Caricel

6. Select the How is this tax calculated? option by clicking on the appropriate option with
your mouse or pressing ALT + underlined letter on the keyboard. The options available
are:

e Tax table is used for taxes such as Federal Withholding Tax and some
state taxes that used graduated tax rates.

o Flat Percent Rate option is used for taxes that calculate the deduction
based on a certain percentage of gross wages. Withholding Taxes such as
Social Security tax, unemployment taxes, and many state and local taxes
use this method as well as many common employee deductions.

e The Flat dollar amount option should be used when a set dollar amount is
required to be deducted-such as OPT withholding tax.

e |If Manual tax is selected, the user will be prompted to enter the tax or
deduction amount each time the timecard is processed. This option is
convenient when the deduction is not standard.

e The Benefit Adjustment option is used when a benefit is given to an
employee and the employee is obligated to pay tax on the value of the
benefit. This adjustment is not withheld from or added to the paycheck but
is added to the gross pay when other taxes are calculated. This adjustment
is sometimes called a gross-up. See Fringe Benefits and Benefit
Adjustments section for more details.
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7. Enter the Liability G/L account that you wish to accrue this tax or deduction. All taxes
and deductions should be accrued in a general ledger liability account and be
reconciled on a regular basis to assure that the total withheld equals the total paid to the
tax or benefit vendor. An account must have a classification of Payroll Tax/Deduction
to be listed as an available account. Click Next to continue.

8. The next wizard page depends on How the tax is calculated setting. Move to the
appropriate section, skipping the settings that do not apply. If deduction is set as a
Manual Tax or Benefit Adjustments deduction, the rate and pretax pages (the next 2
pages) do not apply.

Tax table

= Tax - Federal Withholding Tax - Married
M TaxiD: PwTHM A 0] ()

Employess

General ||

One Withhalding Allowance Value: | $3.300.00

Tax Frequency: | Annually w
Up Tao Baze Percentage
2.000.00 |
22.500.00 10.000000
B3,040.00 1.430.00 15.000000
126.,300.00 8.261.00 25.000000

135.450.00 22.976.00 28.000000
343.550.00 42.170.00 33.000000
93,933,333.93 91.043.00 35.000000

k. l[ Cancel ][ Mew ][ Delete ][Erint - ]

1) Withholding Allowance — Enter the exemption allowance for the new tax or
deduction. This is important for taxes such as Federal Withholding Tax as well
as any other tax that gives a deduction based on the number of exemptions.
Keep this field blank if there is no withholding allowance.

2) The Tax Frequency identifies the tax period that the table is based upon. For
example, if the Tax Frequency is annual and the timecard being processes is
weekly, the rates would be divisible by 52. If the Tax Frequency equals weekly
and a Bl-weekly timecard is processed, the rates are multiplied by 2.

3) The Up To, Base, and Percentage columns are used to enter a graduated tax
table. The Up To identifies the range, The Base the base dollar amount, and
the Percentage the additional percentage amount. In the above example,
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annual wages up to $8,000 are not taxed. Wages over $8,000 and up to
$22,900 are taxed at 10%. If your annual wages are exactly $22,900, then
$14,900 ($22,900 - $8,000) will be taxed at 10%, which is $1,490. This is the
correct base for the next tier. If the annual gross wages is $75,00, the tax =
(75,000 — 68,040) * 15% + 1490. The Base = Maximum tax for previous tier,
including the base for that tier.

Flat Percent Rate

= [lat Rate

%)

Percentage Rate: |15.0000 4

| <Back || Mewt> | [ Cancel

b. Flat Dollar Amount dialog is similar to the Flat Percent Rate dialog.

c. Manual and Benefit Adjustment deductions ignore the rate page since rates are
entered manually on the timecard.

Click the Next button and the following window will appear:
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X

= Minimums [ Maximums

i Ty

(%) Start withholding this tax/deduction on any taxable wages.

() it to withhold this tas/deduction after employees taxable
wage reaches dollarz.

b airnarm

{#)iT hiz tax/deduction has na limit an the amount of tasable
wages of the amount of tax that can be withheld

() Stop withholding thiz tax/deduction after employes's tasable
wage reaches dollarz.

() Stop withholding thiz tax/deduction after employes's tax
withkheld reaches dollars

¢ Back ” Hest > ] [ Cancel

9. Set the appropriate Minimums and Maximums for the tax. Select the first options
within the Minimum and Maximum option boxes if the tax or deductions should be
deducted on all pay.

a.

If the pay is not to be deducted on the first part of the pay select the second option
and enter the gross pay amount that must be earned before tax is deducted.

If there are limits to the amount that is to be deducted from the employee’s pay then
set the appropriate option. Set to the second option if the limit is wage based or set
the third option if limit is tax based.

Click the Next button and the following window will appear:
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= Pretax P§|

{®)iMon-pretas - This tas = ot taken off before other taves

() Pretax - This tax is subtracted from gross eamings
before other taxes are caloulated.

[ ¢ Back ” Hest > ] [ Cancel

10. Set the first option if the tax or deduction is not pretax or set the second option if tax is
pretax. If the second option is set, (Pretax) the deduction will be deducted from the
gross wages before other (non-pretax) taxes and deductions are processed. This
option is commonly used for medical benefits, which does not require the employee to
pay taxes on the benefits that are deducted from his/her pay. If the Pretax option is
enabled, the following page will appear when Next is clicked.
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= Pretax rz|
Id D escription
FuT Federal \Withholding T ax
FICA, Social Security
MED Medicare

Al

¢ Back ” Hest > ] [ Cancel

You must list all taxes that are calculated after the pretax deduction is calculated.
For example, if a health benefit deduction can be pretax for Social Security,
Medicare and Federal Withholding taxes, then list FWT, FICA, and MED tax codes
in the pretax list. To add taxes to the pretax list, click on a blank line in the list, click

on the lookup button, and select the appropriate taxes. Click Next when list is
complete.
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Eiocial Security
FICA,

Tawld: |FICA

¢ Back ” FEinizh ] [ Cancel

11. Enter the Deduction or Tax ID. This code is required to be unique for a specific tax or
deduction. This ID is used throughout the entire accounting system for all transactions
associated with this tax or deduction. The Tax ID for a state withholding tax should be
labeled with the state’s 2 character abbreviation. For example, label the New Jersey
withholding tax with an ID as NJ. See the Printing W-2 Forms section for specific
reasons for this requirement.

12. Click Finish to create new tax or deduction or Cancel to abort.
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Setting Up Company Taxes

If you need to change company taxes, click on the Company Taxes tab of the employee window.
Most company taxes are globally setup; to setup company taxes globally go to Payroll > Options
> Employee Folders and clicking Edit Defaults. To setup a company tax or deduction for a
specific employee, follow the steps listed below. The steps to edit or add a company tax are very
similar to adding an employee withholding tax.

= Employees\Clerical\Heidi Johnson rz|
ﬂﬂ Employes; .||:|HHE| j Eolder; |Clerical ﬂ| ﬂ ﬂ
General | Pay Perzonal | Advanced | Employes Ta:-:es| Compary Tawes | Timecards | Meszages | 2000 | 1933
Tax D Extra Deduction Active | Expense G/L Ac... Add Tax...
55 Equal to o FEZ00-000 | -
Properties...
MED Equal to v FE220-000
FUTA Equal to v Fa30-000
SUTA Equal to W FE320-000
[ Hide inactive taxes
i]4 ] [ Cancel ] [ MHew ] [ Delete Print =

Add Tax and Properties Button

Click on the Properties button to edit any existing tax information, or click on the Add Tax button
to add taxes to the list. The following window will appear if either button is clicked.
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= Employee Taxes [‘S__<|
General |
Emplayee: |JIIIHHEI q Tax |F|m q

Paid By | w | Active
Ezpenze G/L code: |00000-000 j

Extra Deduction: | Equal ta ﬂ|

k. ] [ Cancel

Tax
Adding

To add a company tax or deduction, a valid tax must be selected from the tax list. To
select a tax, click on the lookup button to the right of the tax field and select a valid tax.
To create a new tax, click on the New button on the tax list, or go to Payroll >
Taxes/Deductions. Review the Adding Taxes and Deductions section for more details
on entering or editing taxes or deductions. EBMS contains many of the common taxes,
but verify that the correct rates are entered for each tax before you process any payroll.

Changing

When editing tax Properties you cannot change the Tax identification code. To change
the tax ID, the original tax must be made inactive and the new tax line added.

The Active switch must be ON to deduct from paycheck or OFF if you do not wish to deduct the
tax or deduction. A tax cannot be deleted but should be made inactive if no additional tax is to be
deducted. Any tax or deduction that has been deducted in the past cannot be deleted but must
be made inactive.

The Extra Deduction Formula is used to add additional tax to the standard rate. This formula
should be set to (none) or Equal to for all company taxes except in very rare occasions.
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Set the Expense G/L Code to a general ledger overhead account to record the expense of this
tax. Since employee taxes are withheld from the employee’s check they are not recorded as an
expense to the company, but company taxes are paid by the employer and must be recorded
within an expense general ledger account. Click on the lookup button to view the available
general ledger accounts. The tax expense codes should be located within the expense folder of
the ledger.

Click Ok to save changes.

Repeat the steps listed above for each tax that you wish to add or edit.

View Year History

Select the correct year tab to view annual tax or deduction history.
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Changing Taxes and Deductions

To view tax history, edit or update a tax or deduction rate, or make other adjustments to the tax
file go to Payroll > Taxes/Deductions and the following window will appear:

= Tax - Social Security &|
M4 Tawip: |FiCa q] o ow

eneral E mph:._lrleeg

Dezcrption: | Social Security [1Pie-Tax
Type: |FICA, al [ Lirk
Liability G/L Account: | 25400-000 - Emplayes T ax Withkeld - Local w
Ma rriniram “
Mo maxirmunm w
Flat Percent Rate + || 20.0000

Payment Frequency: | wWeekly w Tared After...

k. ][ Cancel ][ Hew ][ Delete ] Erint = |

e Select the Tax ID that you wish to view or edit by entering the Tax ID or clicking on the
lookup button to select from the tax list. Note that you can also page through the taxes
by using the page up and page down buttons on top of the window or by pressing Ctrl +
Page Up or Page Down on the keyboard. To change the Tax ID code, right click and
select Change ID on the context menu. This can be a lengthy process so use this
feature sparingly.

e The Description can be changed anytime and should briefly describe the tax or
deduction.

e To create or change a tax Link, review the Tax Links section of this manual.

e Change the Type and Liability G/L Account cautiously since the change could have an
adverse effect on the general ledger or on the payroll process.

e To change Minimum amounts, Maximum limits, or rate types, click on the appropriate
field drop down list by clicking on the down arrow button. Also enter the appropriate
values in the Minimum and Maximum fields if they are activated. The tax rate can only
be set in this window if the tax or deduction is based on a flat rate.
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Click on the Taxed After button to view all the taxes and deductions that are deducted
before the current tax is calculated. This feature lets the user view the pre-taxes in a
reverse manner from the way they are entered in the pretax wizard. For example, if a
medical deduction has FICA, MED, and FWT taxes listed as pretax within the medical
deduction record then if the FICA tax record is viewed the medical deduction would be
listed in the Taxed After list. This list can be viewed but cannot be edited. Depending
on the type of deduction being viewed some additional tabs such as Links, Pre-Tax, and
Rates tabs may be present. For details on these tabs review the Adding new Taxes and
Deductions for details on how to enter pre-taxes and rate tables.

Click Ok to save changes and exit the tax and deduction window.
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Removing an Unused Tax Entry

Highlight the desired Tax ID and click on the Delete button to remove a tax entry that has not
been used. A tax or deduction cannot be deleted but should be made inactive if any tax has been
withheld. This limitation is required so the employee history is not lost. Complete the following
steps to configure a tax or deduction as inactive:

1. Click on the Employee Taxes tab of an employee as shown below:

= Employees\Paint DepartmentiRobert Schiller

ﬂﬂ Emploves; [SCHROB j Eclder; |Paint Department ﬂ‘ ﬂ ﬂ
General | Pay Perzanal .-'-‘«dvanu:edl Ernployee Taxes |Eu:um|:uan_l,l Taxes | Timecards | Messages | 2000 | 1939
Exztra Deduction Active  Marital St... Ezempl Add Tax...
l:5 = v [Married 2 ;
Properties. .
Equal ta v [Maried 2
Equal to v Married 2
Equal ta \./ b arried 2
Equal to b arried 2
_nm
Equal to v Married
o *
[] Hide inactive taxes
I ak. ] [ Cancel l [ Mew l [ Delete Erint *

2. Click on the Properties button and click the Active option OFF as shown below:
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= Employee Taxes

General | 2000 | 1939 |

%)

Employee: |SEHFHIIB | Tax |s125
Paid By: |Em|:u|n:uyee DﬁC“VE
Statuz: Exemptions:

E xtra Deduction: | [z $30 ﬂl

OF.

l [ Cancel

3. Click on the OK button to return to the tax list.

4. Click the Hide inactive taxes option ON if you wish to remove the inactive taxes from the

list.
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Viewing Tax and Deduction History

As soon as a deduction has been processed on a timecard and posted the general ledger, a
history year tab will appear on the tax or deduction screen. These year tabs are similar to the
tabs found on the employee window, customer window, general ledger window, etc. To view the
information for any calendar year, click on the appropriate history year tab.

= Employee Taxes E'
T ax Taxable Gross Tax Total Gross
January |7 13.86 | 138600 |7 1.386.00/
February |* 15.40, | 1540000 |7 1.540.00/
March 13.25| | 192500 7 1,925.00/
April | 1.8 | 118113 7 1.181.13]
May |7 a012| | 2011.25 7 2.011.25|
June |7 2008 | 2007.50, |7 2,007 50/
July ” 20.08/ | 2,.007.50| |~ 2,007.50/
August |7 20,08 | 2,007.50| |~ 2,007.50/
September [© 2008 | 2007 50) |7 2007 50/
October |7 2008 | 2,007.50 |7 2,007 50/
Maverber |” 3012 | 30125 7 3,011.25)
December |~ 2008 | 2,.007.50| |~ 2,007.50/
Total | 241.04 | 24,099.63 | 24,099.53|
] 4 l [ Cancel

The history year tab consists of three columns:
e Tax
This amount is the total that has been withheld from all employees.
e Taxable Gross
Amount reflects the total wage amount that was subject to the tax or deduction.
e Total Gross

The Amount reflects the total payroll gross including both the taxable and non-taxable
totals.
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To view the source detail for the Tax or the Total Gross columns, right click on the total to view
and select Drill down from the context menu. From the details list, select the employee and pay
date to view and click Source to view the timecard from which the deductions were withheld.

Click OK to exit the Tax/Deduction window.
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Tax Links

EBMS uses links to connect taxes that are the same deduction, but are different rates, based on
employee information. Federal Withholding Tax (FWT) is a prime example. There are two
different rate tables that must be used based on an employee’s marital status. To accomplish
this the rate tables are linked together using a Tax Link. All employees can have the FWT tax
listed in their employee tax tab, but based on the employee’s marital status setting, the FWT tax
links with either the withholding tax rate table for married employees (FWT-M) or the rate table for
singles (FWT-S).

To view or edit a tax link take the following steps:

1. Go to Payroll > Taxes/Deductions. Select the appropriate tax link and click on the
Links tab. Note that if the Link option is checked on the General tab, a Links tab
appears.

= Tax - Federal Withholding Tax

Ml Tawip: PwT Q] N
General | Links | Employees | 2000 | 1999
Tax 1D Condition
jpyempt:-c%M_ST.ﬁ.TLlS:El
FaiT-5 pyempte-=k_STATUS=1
k. l[ Cancel ][ Mew ][ Delete ] Brint =

2. In the Tax ID column, list the tax ID rate that should be used if the Condition is
TRUE. If the Condition is not true, the system will check the next line. If none of the
conditions are true the system will not deduct the tax.

3. The Condition column must contain a dBase expression that must be evaluated as
TRUE for the tax rate of that line to be used. The dBase expressions used in this
window are similar to the dBase expressions used within the Message tabs and
Advanced Queries. Contact an EBMS consultant for information on this advanced
tax feature.
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Click OK to save link information.
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Work Codes

Work codes are an important component of the EBMS Payroll System. A work code is required
to identify the work category for each detail line. The payroll expense general ledger account is
identified by the work code. The work code is a useful management tool for analyzing and
managing payroll costs. The payroll rates are associated with the work code when processing
piecework pay and prevailing wages. Review the Processing Piecework Pay and Prevailing
Wages sections for more details. The work code can be associated with an employee and pay
type to conveniently default the code within the timecard. Work codes must be setup before any
payroll is processed because a work code entry is required on each time card. To enter new
work codes, edit existing work codes, or to view work code history, take the following steps:

1. Go to Payroll > Work Codes and the following window will appear:

= Work Code - Office Wages

ﬂ ﬂ Whork code: j ﬂﬂ

General | 2000 | 1999

General Ledger Account: | 74100-000 j []Inactive

Timecard G/L account: | Uze wark code G/L account w

Description: | Office W ages

Wiorkman's Comp. Classification: | Clerical -
YWage Tepe: | Standard “Wage w
Azzociated Inventony [tem: j
Haote:
Eillable Time Bonus Amont;
(] ] [ Cancel ] [ Mewva ] [ Delete Print =

e To open the Work Code you wish to edit or view, click on the lookup button to the
right of the work code field and select the desired work code.

e The General Ledger Account identifies the expense or cost of sales general

ledger account into which the payroll expenses are posted for this work code. Itis
possible to direct multiple work codes into a single general ledger account to create

69



Payroll

detailed work code history without using a large number of different general ledger
wage accounts.

e The Description of the work code is used in search lists or reports to further describe
the work code.

e Workman’s Compensation Classification: This setting is used to generate
workman’s compensation reports based on the employee’s work class that is
identified by the work code. If employees are grouped within the Workman’s Comp
classifications rather than an employee having multiple classes then set the
Workman’s Comp. Classification to (Use Employee Class). Review the
Workman's Compensation section for more details.

e The Wage Type options depend on the available payroll modules and include
Standard, Piecework (if piecework is enabled in the Payroll > Options > Settings
tab) and Prevailing Wage (if prevailing wage is enabled in the Payroll > Options >
Settings tab). Normally this setting is set to Standard.

e The Note field can be used to further explain the work code or to record details as
needed.

To create a new work code, click the New button and enter the information described
above.

Click Delete to delete the current work code. A work code can not be deleted if wage
history has been posted to the year pages.

The Print button works like other print buttons and can have reports linked to it to select
or reports can be added by selecting Add Report. Review the Reports section for more
details.

If any wages history have been posted using the current work code, the history will show on the
year history pages shown below:
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= Work Code - Office Wages

LIRY Work code; 3 2L
General| 2000 | 1558 |
Pay Hours
Januany r 1386000 |7 124,00/
February r 15400000 |7 140,00/
March |,- 1.325. I:":'| |'Ilr 170. EIEI|
apil 105463 [ 34.75|
May 7 aan7s [F 107.40)
Jure |7 | |
July |r | |r |
August |,- | |'IIr |
September r | I |
October |7 | IF |
Hovember |r | |r |
December |"" | |r |
Totat | E746.38 | £30.15)
I Ok l [ Cancel ” Mew ] [ Delete Erint =

The columns Pay and Hours list the gross pay and total hours posted to that work code for the
corresponding months. To view the detail, drill down on any month by right clicking on a total and
selecting Drill Down on the context menu. It is also possible to drill down by double-clicking on
the total with a mouse. The drill down list will open as shown below.
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Work Code [rate Employees Pay Period Amnount Dezcription G/l Account
h 0401141993 Thu 04/02/1993Fii | 4950 Heididohnson  [27000-000 =
OFFICE 04/02/1999 Fri JOHHEI 040241999 Fri 22.00 Heidi Johtzon 27000000 =1
DOFFICE 04/058/1999 Mon JOHHEI 04/16/1939 Fri 93.50 Heidi Johrzon 27000000 2
COFFICE 04/06/1999 Tue  JOHHEI 04/16/1939 Fri 93,50 Heidi Johrson 27000000
COFFICE 04/07/1999Wed JOHHEI 044161939 Fri 93.50 Heidi Johrzon 27000000
COFFICE 04/08/1999 Thu  JOHHEI 044161939 Fri 88.00 Heidi Johrson 27000000
COFFICE 04/03/1933 Fri JOHHEI 04/16/1333 Fri 71.50 Heidi Johrson 27000000 o
OFFICE 04./03/1931 Fri JOHHEI 04/16/1939 Fri 1650 Heidi Johtzon 27000000
OFFICE 04/12/1999 Mon JOHHEI 04/16/19319 Fri 9380 Heidi Johtzon 27000000
OFFICE 04/13/1999 Tue  JOHHEI 044161999 Fri 96.25 Heidi Johtzon 27000000
DOFFICE 04/14/1999Wed JOHHEI 04/16/1939 Fri 22.00 Heidi Johtzon 27000000
COFFICE 04/415/1939 Thy  JOHHEI 04/16/1939 Fri 93,50 Heidi Johrson 27000000 L
COFFICE 041641939 Fri JOHHEI 044161939 Fri 68.75 Heidi Johrzon 27000000 i

I Cloze ] [ Source...

To locate the source of the detailed transactions, highlight the desired line and click Source.

To return to work code history click on the Close button.

To save any changes to the work code screen click OK.
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Pay Periods

The first thing that is needed to process payroll is to establish Pay Periods. Pay periods are an
important part of organizing payroll within EBMS. A pay period consists of both the pay period’s
ending date and the pay date. The pay period ending date is the last day of the pay period while
the pay date is the day that the paychecks are printed.

EXAMPLE: If the last day of the pay week is on Saturday and the paychecks are printed on the
following Wednesday, the ending pay date for each pay period would be Saturday’s date and the
pay date would be the following Wednesday’s date.

Unlike the checks within accounts payable where the checks can be processed with any date
within the fiscal year, the paychecks must be dated with the pay period’s pay date. A pay period
MUST be created before any timecards can be entered.
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Open New Pay Period

EBMS allows many payroll periods to be opened at the same time. Only one payroll period can
be active at one time, however. To choose which one is currently active, and therefore is the
default for timecard entry, take the following steps:

1. Go to Payroll > Set Pay Period, and the following window will appear:

= Set Active Pay Period

Fayp Period FPayp Date Mumnber of Cardz

06/AE/2007 Sal06/19/2

Mew... ] [ Set Active l [ Cancel

2. If the desired pay period has already been created, highlight the pay period and click the
Set Active button. Otherwise, click the New button to create a new pay period. The
following dialog will appear if you click New.

= New Pay Period

Pay Period: |naf3wznm Sat g|

Pay D ate: |:|-,.-

Cancel

[ ] Bonus Pay Period

] Copy Timecards From Previous Pay Period

3. Enter a new Pay Period date. This date must be unique. This is the ending date of the
pay period. If you wish to run two payrolls within the same week for bonus pay purposes
or some other reason, the pay period date must be two different dates within the same
week.

4. Enter the Pay Date that the paychecks will be printed. If you print a paycheck or group of
paychecks before the pay date, which is possible, the checks will be post dated with this
date.

Copying Timecards from Previous Pay Periods

To Copy Timecards from Previous Pay Period click on the check box and the dialog will
expand with the following fields:
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= MNew Pay Period

Pay Period: |na;3wznm Cat g|

Pay Date: |07/04/2001 Wed o1

[ ]Bonus Pay Period

LCopy Timecards From Previous Pay Period

Previous Pay Period: | 06/16/2001 Sat v
Timecards: To Copy: Haourly 5 alary

] Copy Only These Employees
To

Processing Payroll

e Set the Previous Pay Period from which the timecards are to be copied.

e Check the Hourly check box to copy all timecards except for salaried employees or
select Salary to copy timecards of salaried employees. To copy all the timecards, click

both check boxes.

e To only copy the timecards from a range of employees click the Copy only these

Employees check box and enter the range of employees.

Click the OK button to create the new pay period or to save the new active setting or click

Cancel to abort any changes.
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Processing Tips

Paying employee tips must be processed in a unique manner because of tax reporting
requirements. All tips must be identified within a timecard with a pay type classified either as a
Take Home Tip or an Employer Paid Tip. Complete the following steps to create a pay type for
tips payments:

1. Go to Payroll > Options > Pay Types tab and click on the Add button to create a new
pay type.

= Pay Types - Take Home- g|

Description: | TH-TIF

Baze: |D|:|||ar

Type: | Take Home Tips W

Bezet Hours Available

0k, l [ Cancel

2. Enter a pay type Description that describes the tip pay. For example, use the EP-TIP
description for Employer paid tip and/or TH-TIP for take home tips.

3. The Base should be set to the Dollar option.

4, The Type option should be set to Employer Paid Tips if the tip is included within the
employees’ paycheck. The Take Home Tips option should be used if the cash tips were
given to the employee but must be added to the gross pay for tax calculations. Create
both pay types if employees are paid using both methods.

Click on the OK button to save changes to the pay type. Review the Payroll > Processing Payroll
> Entering Employee Timecard Information section for details on entering pay into the timecard.
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Entering Timecards

The timecard window is the main window used to enter employee’s time. Hourly time, daily
hours, piecework, commissions, tips and other types of pay are all entered into this window. An
employee can only have one timecard per pay period. This screen can also be used to view
processed timecards and the taxes withheld from the wages. A pay period must be established
before any timecards can be entered.

To enter employee hours into timecards take the following steps:

1. Go to Payroll > Time Card Entry and the following window will appear:

= Timecard Entry

File Process Wiew
Enmployes: KASJDH | Pay Period: 05;15;2001 Sat .v: Date Daiy... | Differe..  Stat..  Stop Time | Start.. | Stop Tim 4
— == 06/04/2001 Mon| 10,00 0530 AM1Z00PM  [12:30 PM 0500 PM
bigttes oA || loe/mssz001 Tue| 10,27 | [06:244M[11:304M 1200 PM [0S 10PM
Address: |56 Curveview Street _ 06/06/2001 wed  10.42 | D6:254M T200PM  [12:30 PM |05:20 PM
[FO Box 70 l 06/07/2000 Thu|  10.08 | |0B:25 M 1Z:30PM (0700 PM (0500 PM
B Gm T Pa | e 05/02/2001 Fri 1017 0E:20 AM 1200 FM i 230 PM 500 FM
l A . 0E/11/2001 Mor|  10.00 DE:30AM TZ00FM  1230FM DS00FM
Pay Freguency: | Bl4weekly v T >
Date Fay Type ‘wiork Code Hourg/Units Fate Pay Description GAL Account S
" |0A2/2000 Tue  [Rregular HARDWARE 400 1000 4000 [pE100-m0
- |06/12/2000 Tue Regular IOFFICE | 3000 1000 3000 74100000
 |06/12/2001 Tue  Regular |GEMERAL | 225 1000 2250 66100000
- |06/12/2000 Tue Fegular H&RDWARE | 102 1000 1020 BE100-010
- 0BA1/2001 Man Regular | HARDWARE [ 050 1000 500 [pE100-010
- 0BA1/2001 Mo Regular  HARDWARE | 150 1000 1500 E6100-010
081172001 Mon |Regular |OFFICE | 300 1000 3000 [74100-000 | »
wiorkweeks: Makeup Pay: Hours: Fiecework Hours:  Benefit &djust.:  Gross Pay: Deductions: Take Home Tips: Met Pay:
[0.00 | [¢0.00 [[101.88 [[0.00 [#0.00 [[s1o1z80 | [s0.00 | #0.00 [#1.m2.80
Ready Unpaid

2. Enter an Employee ID or click on the lookup button to the right of the field and select
from the employee list.

3. Select the Pay Period from the list of open pay periods by clicking on the down arrow.
Note that multiple open pay periods can be established at one time.

4. The Pay Frequency field identifies this timecard as weekly, Bi-weekly, or otherwise. The
Pay Frequency field is copied from the Pay Frequency field within the employee window.
Unless the employee’s pay frequency changes on a regular basis, set the frequency field
within the employee window under the Payroll > Employees > Pay tab.

5. An unlimited number of detail lines can be entered within a timecard. If an employee is
involved in different work areas within the same day, the multiple work codes must be
entered on multiple lines. Each day’s work should be entered on separate detail lines.
The window will scroll to accommodate as many lines as necessary.

a. Enter the Date the employee worked. A separate line should be used for each day in
which an employee worked. The expense of the payroll detail line will be posted to
the general ledger month in which the detail occurred. For example, if most of the
payroll occurred within the last month, but the paycheck was printed this month, the
expense would be posted to the month in which the expense occurred, rather than on
the date the employee was paid.
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Enter the Pay Type, i.e. regular, overtime, etc. These pay types are determined
within the Payroll > Options window. Go to Payroll > Options > Pay Types. The
pay type on the first line will default to the pay type that is specified within payroll
options (Payroll > Options > Settings — Default Pay Type field). The pay type on
all other lines will copy from the previous line. The pay type determines the pay rate
unless a piecework or prevailing wage code is used. It also identifies the entry format
on the wage that is being entered. For example, if the Pay Type is Overtime (hour
based) the system will prompt for the number of hours but if the Pay Type is
Commission (dollar based) the system would ignore the hour column. Go to Payroll
> Employees > Pay tab to set the employee’s pay type rates.

The Work Code identifies the type of work the employee was involved in. The
general ledger account is set based on the work code. Review the Work Codes >
Work Codes section for more details on work codes. This field will default to the pay
type work code set in the employee pay tab key (Payroll > Employees > Pay tab
key — Pay Rates table — Default Work Code). If piecework or prevailing wage work
codes are used the rate is derived from the work code.

Enter the Hours worked. If the Pay Type is dollar based this field will be ignored. If
a piecework work code is used this column identifies the number of piecework units
being processed.

The Rate will be copied from the Payroll > Employee > Pay tab — Pay Rates table.
This rate can be changed on a per line basis without any problem. For example if
you wish to increase the hourly rate for a detail line, change the Rate value to the
desired amount. Note that if the Pay Type is dollar based the rate column will be
irrelevant.

The Pay will be calculated by multiplying the hours times the rate if the pay type is
hour based or of piecework type. This field will be entered directly if the pay type is
dollar based.

The G/L Account identifies the account that the wage expense is posted to within
general ledger. This code is defaulted by the work code. This column normally does
not need to be changed.

Repeat the steps above for each detail line. Enter a new detail line if either the date, pay type, or
work code are different from the line before.

Calculating Overtime

If an employee worked ten (10) hours in one day but should be receiving overtime on the last 2
hours you are required to:

1.
2.

Enter one line with a regular pay type and 8 hours.
Enter a second line with a pay type of Overtime and a quantity of 2 hours.

Both lines would contain the same date and work code. If an employee is working at two
or more different projects in the same day, a detail line must be entered for each work
code containing the same date.

Overtime can be calculated by EBMS by selecting Calculate Overtime from the timecard’'s
Process menu. Review the Calculating Overtime section for more details on this automated

process.
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View Options

By clicking on the View menu on the timecard screen you can choose from a number of view
options listed below.

Click on the Employee Account menu option to quickly view the employee information
screen.

View Taxes option allows the user to view the total taxes that will be withheld from the
paycheck as well as company taxes. You must calculate taxes prior to viewing or the list
will be blank. Go to Timecard menu > Process > Calculate Taxes option to calculate
taxes. Note that taxes and deductions can be calculated in a batch basis within the
Employee Payment window.

Advanced Options window is used to view or change advanced options copied from the
employee screen such as payroll payable. To permanently change these codes within an
employee go to Payroll > Employee > Advanced tab.

The Daily Hours option allows the user to view the pay type totals or the daily hour
detail. If the Daily Hours are not checked, the pay type summary totals will show both
total hours and total gross for each pay type. If the Daily Hours option is checked (this
can be done by selecting Daily Hours on the menu), the Daily Hours are shown instead of
the Pay Type Totals.

Review the Daily Hours section for details in entering and processing daily hours. The
Daily Hours menu option is an option, which is checked when it is ON or unchecked
when the status is OFF.

Select the Memo option to enter or edit a memo or note to add to the current timecard.
This can be used to enter miscellaneous notes about this employee within the current
pay period.

Click Details to hide the timecard detail section and to view more timecard detail lines.
This convenient feature enables the user to see more timecard detail lines
simultaneously. The Details selection is a switch option similar to the Daily Hours option.

These View options are optional during Timecard Entry.

Summary Totals

Located at the bottom of the timecard are varieties of summary totals:

The Workweeks amount is calculated at the time that taxes are calculated and reflect the
total workweeks for the current period. The Workweeks field is the only total that can be
changed by the user. Do not change this field unless you are familiar with workweeks.
Review the Processing Workweeks section for more details.

Makeup Pay is automatically calculated to ensure that employees meet minimum wage
requirements. Review the Minimum Wage and Makeup Pay section for further
description of makeup pay or details to disable the feature.

Total Hours for the current timecard.

Total Gross Pay for the current Pay Period. Gross pay may include benefit adjustments
and take home tips, which are not paid to the employee via a paycheck.
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o Total Deductions is the total withholding taxes and deductions. To view a detailed list of
this total, select View > Taxes from the timecard menu.

o Take Home Tips total identifies the cash paid tips that are added to the gross pay but
subtracted from paycheck since they were paid by cash. Review the Payroll >
Processing Payroll > Processing Tips section.

e Net Pay amount is the total amount of the paycheck.
Net Pay = Gross Pay — Deductions — Take Home Tips.

Saving a Timecard
Save the timecard by selecting the Save option within the timecard’s File menu or by pressing
the Ctrl + S on the keyboard. All processes can be accomplished in a batch manner within the
Employee Payment window.
Creating Another New Timecard
To create another new timecard select File > New within the timecard menu or press Ctrl + N.

Exit the Timecard Window

To exit the timecard window select File > Close.
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Reimbursements

Employee reimbursements can be added to an employee’s check without altering the employee’s
tax liability. For example, an employer may need to reimburse the employee for travel expenses
or other company incurred costs that are not taxable. These reimbursements should be added to
the EBMS payroll system using a reimbursement pay type. Contact your accountant for
guidelines regarding reimbursements. Complete the following steps to add reimbursements to an
employee’s paycheck:

1. Create a reimbursement pay type if one does not already exist. Go to Payroll >Options
>Pay Types tab. Click on the Add button to create a new pay type.

= New Pay Type E|

Deszcrption: | MILEAGE

Baze: | Daollar w

ARYT-9 F eimburzement

Bezet Hours Aevailable

k. l [ Canicel

a. Enter a reimbursement Description such as Reimburse or Mileage to be more
descriptive.

b. Enter the Base type as Dollar.
c. Setthe Type option as Reimbursement.
Save and exit.

2. Enter the pay type into the employee’s pay rate list. Go to the Payroll >Employees >
Pay tab. Review the Payroll > Employees > Changing Employee Information section of
this manual for more details.

3. Enter an additional detail line within the employee’s timecard with a pay type as
reimbursement pay (whatever the pay type description) and enter the reimbursement
amount in the pay column.

NOTE: Reimbursement pay will not change the taxable gross amounts for any taxes. It will affect
the gross pay totals on the employee’s history tabs.
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Calculating Overtime

Overtime can be calculated by EBMS automatically by completing the following steps:
1. Open an employee’s timecard.

2. Select Process > Calculate Overtime from the timecard’s menu.

Calculate Overtime §|

Regular Pay Type: v

Dwertime Pay Type: | Dwertime W

i) Calculate Overtime Diaily
(®) Calculate Overtime Weekly

All hours above 40000000 | are overtime

Dizperse overtime among jobs and stages.

ok l [ LCancel

1. Set the Regular Pay Type to the pay type used for regular pay.

2. Set the Overtime Pay Type to the pay type used for overtime pay.

Overtime can be calculated by the week (over 40 hours) or by the day (over 8 hours)

depending on the companies overtime payment policy. Set the appropriate option.

Review the Calculating Overtime Piecework Pay section of piecework pay is included in the

timecard.

Identify the overtime threshold amounts and click the OK button.

NOTE: The user can manually alter the regular and overtime pay types after this utility has been

completed.
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Printing Pay Checks

When timecards have been entered for all employees and it is time to calculate and print payroll

checks,

1.

take the following steps:

Go to Payroll > Employee Payments and the following window will appear:

(@ F]

Bank Account: | 01700-000 - Checking Account W Pay Date: [I7/03/2000 Mor

(%) Pay Period Eiview Al () Selected
0B/30/2000 Fri L

Pay

Payrment kMethod Statuz Employee Fay Period Frequency = Hours Grozs Pay
Direct Deposzit Unproceszed  JEFMIK 06/30/2000 Fri Bl eekly 101.40 2221
Check. Unproceszed JOHHEI 06/30/2000 Fri - Bliweskly av.50 45063
Direct Deposit Unprocessed  FKASJOH 06/30/2000 Fri Bliweskly 101.88 b24.E8

Direct Deposzit Unproceszed  |SCHROB 06/30/2000 Fri Blweekly 109.56 AE4.23

Gross Pay | $2.061.75 Tatal Deductions: | $166.19 Met Pay: |$1.835.56

| ok || cancel |[Unselectén || Selectan | fTimeCad. |  Print * | Process -

Click All to list all the unpaid timecards or click Pay Period to only show the unprocessed
timecards within a specific pay period. The latter is normally the selection chosen since
paychecks are based on a single pay period.

Click the switch in front of View All to show all the timecards.

Make sure the proper Bank Account is selected. It can be changed using the drop down
box to the right of the Bank Account Field.

The Pay Date is the date printed on the paycheck and is the same for all paychecks
within a pay period. The Pay Date is set when the Pay Period is created. EBMS allows
the user to generate a paycheck for an employee before all other timecards are entered
but the check date for both the employee that was paid early and the other employees is
the same. Review the Open New Pay Period section for more details.

To select all the timecards for payment hit the Select All button at the bottom of the
window. To select each employee timecard individually, click on the timecard with a
mouse, which will put a checkmark in the first, or Pay column.

The Payment Method column determines if employee payment processing will generate
a paycheck or a direct deposit notice for the employee. This column can be ignored if
payroll is not processed using the direct deposit option. Review the Payroll > Processing
Payroll > Direct Deposits > Employee Configuration for more details on ACH direct
deposit processing.

Processing and printing paychecks consists of two steps:
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a. Calculating Taxes and Deductions - This step will calculate the taxes and deductions
for all the timecards that have been selected. Changes to the timecard can be made
after this step is completed but taxes and deductions must be recalculated after any
changes are made.

1) The Calculate Taxes (Typical) option should be used in a normal payroll
process. Click on the Process button and select Calculate Taxes (Typical) as
shown below:

= Employee Payments

(Al (%) Pay Perind @ view Al (O Selected

Bank Account; | 07100000 - Checking Account w Pay Date: |I7/03/2000 Mor
Pay FPayment Method Statug Employee Pay Period Frequency | Hours Grosz Pay
v Direct Deposit Calculated JEFMIE 063042000 Fri - Bl-weekly 101.40 2221
v’ Check Calculated JOHHEI 0EA3042000 Fri Bl-weekly 27.50 48063
v |Direct Deposit Calculated kAaSJOH 063042000 Fri Blweekly 101.88 h24 68
v Direct Deposit Calculated SCHROE 063042000 Fri Blweekly 109.56 BR4.23
< ¥
Gross Pay: [$2.061.75 Total Deductior Calculate Taxes (Typical) .704.00
Calculate Taxes (Advanced)
[ 0k ] [ Cancel ] l Unzelect Al ] [ Select &l Process Checks... Process *

Only use the Calculate Taxes (Advanced) when doing a special payroll process
such as a separate bonus paycheck. Review the Payroll > Processing Payroll -
Advanced > Separate Bonus Pay Periods for more details regarding the
Calculate Taxes (Advanced) function.

2) Taxes can also be calculated on an individual basis directly within the timecard
by selecting Process > Calculate taxes from the timecard menu.

To view the taxes and deductions that will be withheld from the paycheck, take the
following steps:

a. Open the timecard you wish to view by highlighting the timecard and clicking the
Timecard button.

b. Select the View > Taxes selection from the timecard menu.

c. Use the up and down cursor keys on the keyboard to scroll list. Be careful not to
change the taxes inadvertently.

d. Click OK on tax list to close window. Select File > Close from the timecard
menu to close timecard window.

3. Process Checks - Click on the Process Checks option of the Process button menu
again after all taxes have been calculated. The following dialog will only appear if the
Payment Method setting for any employee is set to Direct Deposit:
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B Process Checks E|

The following steps need o be completed to finalize these payments.

Frint Checks

Process Direct Deposit

4. Click on the Print Checks option if the dialog shown above appears. Review the
Processing Direct Deposit Pay section for more details on processing direct deposits.

Print - PAYROLL CHECK B.5X11 f'5_<|

Chooze Printer

(3 Defaul Printer  HP Laseidet 1220 Series PCL on LFT1: _&n__J
- Print Preyi
(O Spesific Printer | HP Laser)et 1220 Series PCL on LPT1: w | [ e ]
_ [ Frint Setup ]
Repart Options
First Check Mo.: [ —ance ]
Set Quer
Pay Date: 15/19/2000 Mor | der |
[ Use Querny
Shawe 5.5, Mumber Qrientatior;

[ ] 5how Hourly Fate

[ ] Show Benefit Hrs Available

Collate

Copies:

[ Save az Default ]

[ Festore Defaultz ]

[ Export... ]

a. Verify the First Check No and click print to generate paychecks. The user will be
prompted to verify that the first check printed properly and again when all checks
have printed. Do not click Yes to confirm that all checks have printed correctly until
the paychecks have all successfully printed.

9. If you click Yes all the timecards will be processed and the general ledger transactions
will be created. If the checks did not print properly click No and a Check Confirmation
list will appear:
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a. Remove check marks in the Printed column for all paychecks that did NOT print
properly by double-clicking on the appropriate check. All paychecks that have a
check mark in the printed column will be processed and the timecards will be marked
paid. By removing the check mark, the timecard will not be marked paid and
transactions will not be made. To reprint paychecks return to Employee Payment
screen and start over with step one.

Click OK when only the checks that printed properly are checked. Click the Cancel
button to cancel the entire check run.

Note: All payroll transactions should be posted before processing payroll. The user will
be prompted during the process step to post transactions. Employee payment and tax
history is updated during the post procedure.
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Viewing Pay Period Information

To view pay period information from any past pay period, including information from past years,
go to Payroll > Pay Periods and the following window will appear:

== Pay Periods §|

2001 | 2000 | 1933

Pay ... Pay D ate Bonuz Pay Period Clozed Mumber of Cards ~
047301933 Fri |05/03/1939 W 4
04/16/1999 Fri |04/19/1999 W 4
04,/02/1999 Fri |04/05/1999 W 2
[03/19/1999 Fri |03/22/1999 W 4
W 4

I A

W 4
01/22/1999 Fri |01/25/1999 W 4
01081999 Fri (01111999 W 4

L

Close wWindow l [ Mew ] [ Change... ] [ Beopen ] [ Timecards... Print =

The pay periods are grouped by a calendar year. Click on the year tab you wish to view. The
Pay Period ending date and the Pay Date are listed as well as the status of the pay period and
the number of timecards entered within each period. If the payroll period has been closed, a
checkmark will appear in the Closed column.

e Click New to establish a new pay period to be established. See Open New Pay Period
section for details on creating a new pay period.

o Click Delete to delete the selected pay period. Note that a pay period cannot be deleted
if there are timecards associated with it.

e Click Close Period, which appears when an open pay period is selected, if you wish to
close the selected pay period. A pay period cannot be closed if there are open timecards
associated with it. See the Closing Pay Periods section for details on closing pay
periods.

e Click Reopen, which appears only when a closed pay period is selected, to reopen a pay
period that has been closed. This allows entries or changes to be made to the related
timecards. Note that a paycheck cannot be voided unless the pay period in which the
timecard was established is open.

e Click Timecards to display a list of all the timecards within the selected pay period. The
timecard and its details can be viewed by highlighting it and clicking the Timecards
button.

Click Close Window to exit the pay period window.
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Closing Payroll Periods

To close a pay period that is completed and paid, the following steps should be taken. This step
can only be done if paychecks have been printed for all the timecards. A pay period should not
be closed until all employee timecards have been entered, paid, and verified. You cannot enter
any additional timecards in a period that has been closed without reopening it. Review the Pay
Periods section for more details on reopening a pay period.

Go to Payroll > Close Pay Period, the following window will appear:

= Close Pay Period [5__<|
Pay Period Pay D ate Mumber of Cardz
06/16/2001 Sal06/13/2001 _
064302001 Sal07 0420071 1
Cloze l [ Cancel

Select the pay period to close and click the Close button.
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Bank Account Settings

EMBS Payroll module will accommodate the creation of an ACH Transactions file that can be
uploaded to the user’'s bank for the processing of Direct Deposit Payroll transactions.  Direct
Deposit means automatically depositing your employees' net payroll amounts into the employees'
bank accounts. Your employees will no longer have to cash checks to get paid.

The user must establish internet/on-line services with any bank(s) to which you will submit an
ACH Transactions file before the direct deposit feature can be put into operation. Speak with
the bank’s customer service representative who handles corporate or business internet/on-line
services to determine if direct deposit capabilities are available. Direct deposit transactions
must be approved before implementing the service within EBMS. There will be enrollment
forms to complete and return to the bank so that they can set up the internet/on-line access for
your company. The bank’s approval time in implementing direct deposits must be considering
when planning the timing of implementing this feature within EBMS.

Complete the following steps to configure the bank account information within EBMS. The
user must enter the bank’s routing information for each company bank account used to transfer
direct deposit transactions. This account is normally the checking account used for payroll.

1. Go to Expenses > Bank Accounts > General tab as shown below:

=4 Bank Accounts E|

LI LKl

Bank Account:
Account Humber: | 123-1231 Tupe: | Checking "
Mewt Check Number: | 12345 Currert Balance: | $694.97

Bank Statement Balance: |$34.452 44

‘endor: |MELBAN J

Check Report: | CHECK (B.811]

Payoll Check Report;, | PAYROLL CHECK, 8.5:11 Select Report...

Faproll Direct Depozit [nformation

Bank Mame: |[Bank of Anywhers Routing Mumber: | 123456733

Origin [D: | 12345672 Comparny Mame:  [Quality Hardware

Direct Deposit Beport; | Direct Deposit Matice Select Report. .

] l[ Cancel ][ Hew ][ Delete ] Brint - | Reconcile...
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2. Enter or verify the bank account number within the Account Number entry. As the
source of funds for the direct deposit transactions, this should be the company’s
payroll account number within the originating bank. It is part of the MICR encoded
numbers on pre-printed checks and pre-printed deposit slips. It is the set of numbers

that immediately precedes the On-US transit symbol (" I ").

3. Enter the Bank Name of the bank account. It is recommended that the user consult
with the bank to determine if there is a standard bank name that should be utilized for
this entry.

4. Enter the routing transit number of the originating bank in Routing Number. As the
origin of funds for the direct deposit transactions, this should be the bank’s unique
identifying number within the Federal Reserve System. It is part of the MICR encoded
numbers on pre-printed checks and pre-printed deposit slips. Use the nine digit

number between the two transit symbols (" I ")

5. Enter the employer’s Origin ID and the Company Name. The Origin ID is the
identification code for the employer or sender. This exact employer identification code
is defined by the bank. The bank may ask the company to use its tax identification
number or EIN number. The Company Name may also need to appear in the exact
syntax the bank requires. Because of a limit on the number of characters in this field,
the bank may require an abbreviated copy of the company name. Copy the Origin ID
and Company Name directly from the direct deposit agreement from your bank or
consult with your bank to get these exact values.

6. Select a Direct Deposit Report. A printed voucher must be printed and given to the
employee as evidence of the ACH payments. Click on the Select Report button to
browse available reports.

Review the Expenses > Bank Accounts > Changing Bank Account Information section for details
on the other bank account entries. Click on the OK button to save bank account information.
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Employee Configuration

EBMS allows the employer to pay all employees using direct deposit or only a portion of the
employees. The employee must supply the employer with the routing and bank account
numbers of the account(s) that will receive the direct deposit payments. The employee must
alert his employer if their bank account is moved or closed.

Complete the following steps to enter the employee’s bank account information:

1. Open an employee record by selecting Payroll > Employees from the main EBMS
menu. Click on the Pay tab as shown below:

= Employees\ClericaliMike Jefro

_.'_‘J _f_] Emplopes: JEFT-\"| |.K J Folder: Clencal -j LJ ﬂ
| General | Pay ;E'?'.S.D.”‘?".'.;'. Audvanced | Emplopee Taves | Company Taves | Timecards | Messages | 2000 | 1333 |
Fay Frequency: | Blweekly | 15 subject to minimum wage
Default Pay Tepe Fay Rates:
%) Hourly () Salary Pay Tupe Fate Active D¢l | &ddRate..
Haourly Pay: Salary Pay: Holiday 14.00 v | | Properties...
[$14.00 | Owertime 21.00 e
i T -Delete
IPIE\-’iDuS Fay Regular 14.00 v -
Last Evaluation Date: [12/m1 909 Fi E!J. acation 14.00 a :‘\,"AE
LastRaise Date: [12/31/1993Fi o
Fate |$13.50 '
g-l-i-val;..lation wag cnmﬁl;eted"i:-y"r;-i-iiae -FE_I].,I]DI
Diirect Deposit * : L
J Account Mumber Routing Mum... Dezcription Account T, Calulatic £
12312341 123452222 First Bank of Mew Yark Savings Account |Savings Up to $100
1231114 123451117 [First Bank of Mew York, Checking Remaining Balance
£ | >
[ [1]4 l [ Cancel ] [ Mew ] [ Delete ] Prirt

2. Enable the Direct Deposit option which allows the user to edit the account list. The
Direct Deposit account list is located in the lower part of the Pay tab.

Note: The ON setting also produces ACH Transactions for the direct deposit of the
employee’s pay during payment processing. Turning the switch OFF will inactivate
the employee’s payment distribution and prevent the creation of ACH Transactions
for direct deposit.

3. Enter the employee’s bank Account Number. This code identifies the account into
which the employee wishes to have his pay deposited. This should be the employee’s
unique account number within the destination bank. It is part of the MICR encoded
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numbers on the employee’s personal pre-printed checks and pre-printed deposit slips.
. It is the set of numbers that immediately precedes the On-US transit symbol (" I ".

Your Hame 1001
1234 Oak
Anytown, USA (LT EEE]
20
PAY TO THE
ORDER OF | &
DOLLARS
Bank of America.
=
ACH RfT 123456769 f
FOR i
Li23iLsE789K 000K 23ALSETEA™ LOODL
% i ":"'l.
! \ i
ABA Check Routing Number Account Nurmbser Check Number| | ACH Rauting/Transit Number
A 03L56789 ooDke3iL 56789 OOk 123456789

4. Enter the financial institution’s Routing Number. This code should be the designation
bank’s unique identifying number within the Federal Reserve System. It is part of the
MICR encoded numbers on pre-printed checks and pre-printed deposit slips. Use the

nine digit number between the two transit symbols (" H ")

5. Enter a Description of the designation bank account. This entry will appear on the
employee’s printed voucher that is generated from EBMS.

6. Select the Account Type. Direct Deposits can be made to Checking or Savings
accounts only.

7. The Calculation option specifies the method used to compute the amount to assign to
the deposit transaction. Select an option from the list below:

e Select the Remaining Balance option if the remainder of the pay amount is to be
deposited into this account. This option will claim the balance of an employee’s net
pay if the direct deposit is posted to multiple accounts. One account within the direct
deposit account list must contain this option.

e The ___ % of net pay option and the Up to $_____ option will deposit a portion of
the pay to the bank account. The balance of the pay will be deposited into the
account that contains the Remaining Balance option. This option can be used
only if multiple accounts are entered in the direct deposit account list.

Note that the ___ % of net pay value is always calculated from the timecards net pay
even if the employee’s pay is deposited to 3 or more accounts.

The order of records sets the preference by which the employee’s net pay is divided up.
Amounts calculated for each ACH Transaction are deducted from the employee’s net pay in
succession until the last of the available balance of net pay is allocated to a payment distribution
record. The exception to this rule is the ‘Remaining Balance’ distribution record: Regardless of its
position, the ‘Remaining Balance’ record will have lowest priority.

There is a no limit on the number of payment distribution records that may be entered for a single
employee. The accounts can be located within multiple financial institutions and can be a
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combination of checking and savings accounts. EBMS will not permit the direct deposit settings
be saved unless at least one of the calculation methods has been set to Remaining Balance.

Repeat the steps for each employee that is paid using the ACH direct deposit method.
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Processing Direct Deposit Pay

It is imperative that direct deposit parameters have been entered in your company bank account
record prior to creating ACH Transactions. Review the Direct Deposit > Bank Account Settings
section for details on entering the payroll bank account settings. Employees must also be
configured for direct deposit before continuing with this section. Review the Direct Deposit >
Employee Configuration section for more details.

The steps required to process employee payments using the ACH direct deposit method is very
similar to printing pay checks. = Complete the following steps to process employee payments:

1. Go to Payroll > Employee Payments to open the following dialog:

(14 (%) Pay Perind @ View Al (O Selected
06/30/2000 Fr w

Bank Account; | 01700-000 - Checking éccount w Pay Date: |I7/03/2000 Mor
FPay Fayment Method Status Employes Pay Penod Frequency = Hours Grosz Pay
Direct Deposit Unprocessed  JEFMIE 06/30/2000 Fri Bliweskly 1071.40 2221
Check Unproceszed  JOHHEI 06/30/2000 Fri Blweekly av.a0 450,63
Direct Deposzit Unproceszed  [KASJOH 06/30/2000 Fri - Blweekly 101.88 h24 68
Direct Deposit Unprocessed |SCHROB 06/30/2000 Fri - Bliweskly 1058.56 BE4. 23
4 ¥

Grozs Pay: | $2.051.75 Tatal Deductions: |$166.13 Met Pay. |$1.895.56

l ak. ] [ Cancel ] [ Unzelect Al ] l Select Al ] | Tire Card. . | Brint = Process «

2. Click the Pay Period option and select the current Pay Period.
3. Click the switch in front of View All to show all the timecards.
4. Make sure the proper Bank Account is selected.

5. The Pay Date is the date printed on the paycheck and is the same for all paychecks
within a pay period. The Pay Date is set when the Pay Period is created. EBMS allows
the user to generate a paycheck for an employee before all other timecards are entered
but the check date for both the employee that was paid early and the other employees is
the same. Review the Open New Pay Period section for more details.

6. To select all the timecards for payment hit the Select All button at the bottom of the
window. To select each employee timecard individually, click on the timecard with a
mouse, which will put a checkmark in the first, or Pay column.

7. Review the Payment Method column. This setting determines if employee payment
processing will generate a paycheck or a direct deposit notice for the employee. The
Payment Method option will not include Direct Deposit as a payment option unless
the Direct Deposits option is enabled within the employee record. Go to Payroll >
Employees > Pay tab to enable the direct deposit option for an employee.

94



8.

10.
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Direct Deposits

Click on the Process button and select Calculate Taxes (Typical) to process taxes
and deductions. This step will calculate the taxes and deductions for all the timecards
that have been selected. Review the Payroll > Processing Payroll - Advanced >
Separate Bonus Pay Periods for more details regarding the Calculate Taxes
(Advanced) option.

Click on the Process button and select Process Checks and the following dialog will
appear:

M Process Checks §|

The following steps need to be completed ta finalize these payments.

Frint Checks

Process Direct Deposit

Click on the Print Checks step to print pay checks. This option will be disabled if all
employees are paid using the direct deposit method. Review the Printing Pay Checks
section for more details printing pay checks.

Click on the Process Direct Deposit option to print the following direct deposit
vouchers:
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u a|Lty Quality Hardware Direct Deposit Notice
_Hardware Lo, B4 1965

Pay o the Order of: Mike Jefro Drate: T30

Four hundred thiny-one and 14 7 100 5 43014

Mike Jefro

A Ugl__'h_".n_"-'. Foad
PO Box 912

Bart, PA 17303

Pay Dute Fay Period Reference # Emplovee 110
TiR2000 A 32000 DDO00a2001 JEFRATE
Huouirs Pay T HesAvsil.  Didseibss At AT
Holidary a . o senn FWT IZET 99057
Crerlime - . L7550 LOCAL 521 10T
Feegular 1785 o045 TAMAG BIED .57 15178
1785 1046 1419636 P L] 0450
=25 ERET G006
HLOT 11918z
£271.75 el 9007 43114

Direct Deposit Distribution:

T3 20060 First Bank of Mew York Bavings Acco ing 10C1 0
T30 Firsi Bank of New York Checking 33114

The direct deposit vouchers can be printed on plain 8.5x11 paper. Perforated paper can be
purchased from Eagle Solutions if desired.

12. The following dialog will appear after the vouchers are printed:
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Eagle Business Management

i ] EBMS haz prepared an ACH file to be ransmitted to pour bank. “v'ou will have to use

wour bank's intermet banking product to impart thiz file and releasze these payments.
EBMS will prompt you for a location bo save the ACH file; after that, you will

be prompted to upload the file to your bank. *When that iz complete, EBMS will delete
the ACH file fram your hard dizk for zecurity reazonz.
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Viewing or Voiding Direct Deposits

Direct deposit transactions will appear within the payroll checking account as shown below. Go
to Expenses > Bank Account Reconciliation from the EBMS menu and select the payroll bank
account.  Click on the Checks tab to view the direct deposit transactions.

2| Account Reconciliation, 01100-000 Checking Account

| Contrals | Deposts | Checks |

Sk Check M... Date Description Aot Vendor/Customer | Source | 4
B 239 D6/0%/2000 52t |Parts America ' 5,000.00 PARAME PP
| 232 0B/0%2000 Mon  Mike Jefio ' E62.60 UEFMIK IPrP
[ ] 233 0B/0542000 Mor Heidi Johnson ' 798.55 LOHHEI PrP
| 234 0B/054000 Mon ok Kassler ' B45.25 [KASJOH IPrP
[ ] 235 0B/05/400 Mor | Robert Schiller ' 1.,107.13 SCHROEB PrP
| 245 06A5/2800 Thu  John Desre ' 250,00 UOHDEE PP
[ ] 5555 D6A5/2000 Thu  /american Rietailers ' 2850 WMERET leRP
| 12345 0BA5/2000 Thu  Mellon Bank ' 1,431.83 MELBAN PP
[ ] 244 0619/200§ Mor Heidi Johnson ' 378,77 UOHHEI PrP
| 245 07/03/2000Mon Heidi Johnson ' 378,77 UOHHEI IPrP
B 12346 D7/03/2000WMon | Heidi Johnson 38353 JOHHEI PP

b DDO00B2001 07/03/2000 Man |Pagroll Ditect Depasit _ 1,32047 | PYP |

L

Select Al ][ Unselect &l Total Outstanding: 55443,95?-3?
Account Balance: 45?1?0 | Adjusted Statement Balance: _$44?1_53 Difference: _$'|UU1?
[ oK l l Cancel ” Woid ] Proges [ Source.. | ladiustments][ Print =+ ]

The entire amount of the direct deposit is listed within the checking account as a single value.
The Check Number will identify the direct deposit batch.

Review the Expenses > Bank Accounts > Reconciling a Bank Account section within the main
EBMS manual for more details on the account reconciliation dialog.
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Benefit Pay Overview

EBMS includes many tools to calculate and manage a company’s payroll benefit pay such as
vacation pay, holiday pay, sick pay, etc. Benefit pay is often part of an employee’s benefit
package and will vary on the payment plan of the employer. The following section explains the
steps to create hourly benefit pay for an employee. Benefit pay can include a fixed number of
days or hours per year such as holiday pay or may vary based on the employee’s employment
history. EBMS allows the user to pay and manage the following benefit pay options:

« Holiday pay is an optional company benefit to reimburse employees from the normal hours
during a holiday. This benefit pay applies only when the company is closed for a holiday but
wishes to pay the employee anyway. Review the Holiday Pay section for details on this
benefit pay.

« Vacation Pay may be very similar to holiday pay although additional management tools are
needed to record the amount of vacation days available for each employee. Review the
Vacation Pay section for more details.

« Sick Pay and Personal benefit pay is structured similar to vacation pay and can be managed
similarly. Review the Vacation Pay section for details.

The benefit pay type should not be used to pay for 3rd party sick pay. Contact an Eagle
Solutions consultant for details on configuring EBMS for 3 party sick pay.

« Fringe benefits and benefit adjustments is a benefit that employees or directors receive
from their employment but which are not included in their salary or wages. They include such
things as company cars, private medical insurance paid for by the employer and cheap or
free loans. Review the Fringe Benefits and Benefit Adjustments section for more details.

Benefit pay for a salaried employee — If a salaried employee receives benefit pay above the
standard salary, the benefit pay types should be setup in the same manner as an hourly
employee. Review the Salaried Pay > Entering Salaried Employee Information section of this
manual for details on recording benefit hours for salaried employees without adding pay to their
salary
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Holiday Pay

Holiday pay is an optional company benefit to reimburse employees from the normal hours during
a holiday. This benefit pay applies only when the company is closed for a holiday but wishes to
pay the employee anyway.

Complete the following steps to setup holiday pay for employees:

100

1.

Go to the Payroll> Options> Pay Types tab. Highlight the holiday pay type and click on

the properties button to view an existing pay type or click on the Add button to create a

new pay type.

= Pay Types - Holiday E]

Deszcrption: | Holiday

Baze: |Hour w

Tvpe: | Benefit "

Bezet Hours Aevailable
() Ak end of calendar year

() Ak emploves anniversary

) Hewver

[ JiCarmy unuzed hours to next vear

[ Q. l [ Cancel

Enter an easy-to-remember pay type Description for holiday pay such as Holiday.
The Base should be set to Hour since holiday pay is based on an hourly rate.

The Type option must be set to Benefit since it involves benefit pay. This option
instructs EBMS to track the total amount of hours and pay for a specific employee. If
the user does not wish to track hour history for holiday pay, the Type can be set to
Standard and all benefit features will be disabled.

The Reset Hours Available option should be set to At end of calendar year option.

Disable the Carry unused hours to next year option since holiday hours are used on
the holiday and cannot be accumulated into the next year.

Click on the OK button to save changes to the pay type.

7.

Insert the holiday pay type into all the employee’s pay rate tables. Go to Payroll >
Options > Employee folders highlight the Employee root folder or subfolder, and click
on the Edit Defaults button. Open the Pay tab to view the standard pay rates as shown
below:



= Employeesh

Benefit Pay

3

Folder: %Employees

Pay Frequency: |Week|y w ! |5 subject to minimum wage
Default Fay Type Pay Rates:
@ 0l O Salary Pay Type Rate Achive Def | AddRate...
Hourly Pay: Salary Pay: Bonus v | | Properties...
| Delete
| - : | | Dwertime v
Previous Pay i : S T
Last Evaluation Date: | _EJ| Regular \/ —
g acation i
Last Raize Date: | _I:IJI T
Rate |
] Ditect Deposit s i %
Aecount Number Rauting Humber Dezcription Account Tope i
. %
< |
[ ok || concel | Erint *

Note: To insert a holiday pay type into selected employees instead of all employees, replace
the steps above by going directly into the employee record (Payroll > Employees) and click

on the Pay tab

8. Click on the Add Rate button if no holiday rate exists or highlight the holiday pay rate and
click on the Properties button if the rate already exists.
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102

10.

1.
12.

13.

14.

15.

16.

Employee Pay Types E|

Fay Type: |H|:|Iida_|,|

Work Code: | [5IN j [v] éctive
Bate Formnula;  |Egqual to ﬂ
Increment

Conditior: | Mewver w

Haours Awvailable

2000 1533
From Previous Years: |0.00 0.00
Thiz Calendar Year: |0.00 0.00
Used: |0.00 Q.00
Total Available |0.00 0.00
Ok l [ Cancel

Select the holiday Pay Type.

The Work Code should reflect the benefit work code such as HOL (Holiday) or BEN
(Benefit) that directs the cost to a payroll overhead expense account.

The Active option should be enabled to make the pay rate active.

Set the increment Condition to Never since the Increment settings are only used for
benefit pay types that are limited such as vacation or sick days.

Set the Rate Formula to Equal to so the pay rate equals the employee’s hourly rate.
This setting can be set to an hourly amount if a fixed hourly rate is paid to the employee.

The Increment Condition should be set to Never since holiday pay is not incremented
year after year as some other benefit pay such as vacation pay.

The number of holiday hours paid to the standard employee should be entered within the
This Calendar Year field in the Hours Available section. Keep the From Previous
Years value at zero since holiday hours are not carried over from the previous year. The
hours for the This Calendar Year should = number of holidays * hours paid per holiday.
Note that this value can be altered for individual employees if holiday hours are not
consistent for all employees.

Click on the OK button to save the pay type. Filter down the pay type to all employees
by right clicking on the pay type and selecting Filter Down from the context menu.



= Fmployeesh

Benefit Pay

Folder: EEITID|D_I,JEES

3

Fay Frequency: |Week|y w ! |z zubject to minimum wage
Default Pay Type Pay Rates:
) Hourly () Salary Pay Type Rate Active De| | AddRate...
Haourly Pay: Salary Pay: Bonus v
| | | | . ! Export List. ..
Prewvious Pay D.V?r.h.m? 1 | ShowfHide Columns ¥
: i | R egular y
Last Evaluation Date: | EIJ| ; [ | Prepertiess
: acation .
Last Raise Date: | EJ! T IEerLIOWN..
Fiate |
: ; 4 | >
[ Direct Deposit s )
Azcount Number Fauting Hurber Description Account Tepe il
- o
£ >
[, k. ] l Cancel ] Bint =

Enable both filter-down options to copy settings to all employees. The filter down will
copy the pay type and all the pay type settings to all employees in the folder or subfolder.
Review the Change Defaults, Filter Down Data and Globally Change Data section for
details on filtering down settings.

Enter the Holiday Pay Type within the timecard to the holiday type whenever holiday pay
is paid to the employee. The work code entered in step 2 will default within the timecard.
Review the Payroll > Processing Payroll > Entering Timecards section for more details
on entering timecards.
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Vacation Pay

Vacation pay is used to reimburse an employee for time spent on a vacation. Vacation pay
requires additional management tools to record the amount of vacation days available for each
employee. Complete the following steps to setup vacation pay:

1. Go to Payroll -> Options -> Pay Types tab. Highlight the vacation pay type and click on
the properties button to view an existing pay type or click on the Add button to create a
new pay type.

= Pay Types - Vacation E|

Description: | acation

Baze: |Howr w

Type: | Benefit A

Rezet Hours Awvailable

() Ak end of calendar year

(3)iAt emplayes anniversan

() Mewver

Carry unuzed hours o nest vear

[ Q. l [ Cancel

a. Enter an easy to remember pay type Description such as "Vacation".

b. The Base should be set to Hour since vacation pay is normally based on an hourly
rate.

c. The Type option must be set to Benefit since it involves benefit pay.  This option
instructs EBMS to track the total amount of hours used and available for each
employee.

d. The Reset Hours Available option should be set to either:

e At the end of calendar year if the vacation hours for all employees are reset
at the end of the calendar year

o At employee anniversary if the employee hours are based on the
employee’s employment year and are reset at the end of the employee’s
anniversary.

NOTE: The employee’s anniversary date is determined by the hire date found
within the employee’s personal tab. If the anniversary date needs to be different
than the hire date because of part time status changes, place the original hire
date in the employee note area and change the hire date to the desired
anniversary date.
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e Never is used if the user wishes to zero and change the vacation hours
manually. This option is not recommended unless a high level of user
intervention is desired.

e. Enable the Carry unused hours to next year option if the company policy allows the
employee to accumulate vacation time from one year to the next. Disable the option
if vacation time is not transferred from one year to the next.

Click on the OK button to save changes to the pay type.

2. Insert the vacation pay type into all the employee’s pay rate tables. Go to Payroll >
Options > Employee Folder, highlight the Employee root folder or subfolder, and click
on the Edit Defaults button. Click on the Pay tab to view the standard pay rates as
shown below:

= Fmployeesh

Folder: ?Employees

| General| Pay | Personal | Advanced | Employee Tanes | Company Tases | Messages|

Fay Frequency: lWeekIy v' 15 subject to minimum wage
Default Fay Type Pay Rates:
& Hourly ) Salany Pay Type Fate Active Def | &ddRate...
Huorly Pay: Salary Pay: B_D””_S v |
| 4 Delete
— X | | Dvertime W
Frevious Pay e e R
Regular v LG Teal

Lazt Ewvaluation Date; l

W acation

o lo

Last Raize Date: [

—_—

R ate
1
[ Direct Deposit £ | b4
:‘ Account Number Rauting Murnber Deszcription Account Tope ~
#| =
< . >

[ Ok l[ Cancel ] Diglete Brint * -I

Note: To insert a vacation pay type into selected employees instead of all employees,
replace the steps above by going directly into the employee record (Payroll > Employees)
and clicking on the Pay tab.

3. Click on the Add Rate button if no vacation rate exists. Highlight the vacation pay rate
and click on the Properties button if the vacation rate already exists.
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Employee Pay Types

%)

Fay Type: | %Wacation w

work Code: |BENEFIT 4 [] sctive

Bate Formnula;  |Egqual to ﬂ

|nzrement

Conditior:

Haours Awvailable

Current “'ear Frewvious ear
From Previous Years: |0.00 0.00
Thiz Calendar Year: |0.00 0.00
Uzed: |0.00 0.00
Total Available |0.00 0.00

Ok l [ Cancel

Select the vacation Pay Type that was created in step #1.

The Work Code should reflect the benefit work code such as VAC (Vacation) or BEN
(Benefit) that directs the cost to a payroll overhead expense account.

The Active option should be enabled to allow the pay rate to be used within the
employee’s timecard.

Set the Rate Formula to Equal to so the vacation pay rate equals the employee’s
hourly rate. This setting can be set to an hourly amount if a fixed hourly rate is paid
to the employee.

The Increment Condition can be set to the following 2 options:

e The Never option should be used if the user wished to manually set the
number of vacation hours each year or if the number of vacation days or
hours do not change from one year to the next.

e The Beginning of Calendar Year option or Beginning of Anniversary Year
option (depending on the setting within the pay type — Payroll > Options >
Pay Types) should be used to reset the vacation hours annually.

The Increment Amount and Hours Available settings should be set globally only if
the amounts are identical for all employees. Normally these values are set for
individual employees as explained later in this section.

Click on the OK button to save the vacation pay type.
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4. Right click on the Vacation pay type and select Filter Down from the context menu.

= Employees}

Folder: @;:l,liees |

FPay Frequency: |W’eekl_|,l » ! |= zubject o minimum wage
Default Pay Type Pay Rates:
(& Hourly O Salary Pay Type Rate Active D¢| | &ddRate...
Haurly Pay: Salary Pay: Bonus ‘/
| Holiday W
I = . :
== e 3 Overtime W
Prewvious Pay X o G T
Last Evaluation Diate: | E]I Regular W -

T [ ———CCUC

ShowiHide Columns  »

Last Raize Date: |

Rate | |
- Properties...
Filter Dowr, ..
[ Direct Deposit s I >
Account Mumber Riouting Humber Dezcription Account Type ~
o 4
- >

’_ Ok, ][ Cancel l New Delete Brint =

These steps are necessary only to insert the vacation pay type into all employees. This will
filter down not only the pay type but all the settings within the pay type.

Filter Down [5_<|

[“]iCheck thiz box to change existing data along with the folder defaults

Check thiz bow ta include all sub-falders with-in this folder

e

a. Enable the top option (Check this box to change existing data along with the
folder defaults) to insert the new holiday pay into existing employee records. Click
OK to insert pay type in all employees.

5. Set vacation days for individual employees.
a. Open the Pay tab of an employee — go to Payroll > Employees > Pay tab.

b. Highlight the Vacation pay rate and click on the Properties button and the following
dialogue will open:
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Employee Pay Types

Pay Type: |"v"a|:ati|:|n
work Code: | BENEFIT 24 Aclive
Bate Formnula;  |Egqual to ﬂ
|nzrement
Condition: | Beqginning of Calendar ear w
Amount; |[5.00
Haours Awvailable
2000 1999
Frarm Previous Years: | =30 0.00
Thiz Calendar Year: |18.00 0.00
Uszed: |0.00 0.00
Taotal Available | 24.00 0.00
ak. ][ Cancel

Set the Increment Condition to one of the following options if the default setting is
not correct.

e The Never option should be used if the user wished to manually set the
number of vacation hours each year or if the number of vacation days or
hours do not change from one year to the next.

e The Beginning of Calendar Year option or Beginning of Anniversary Year
option (depending on the setting within the pay type — Payroll > Options >
Pay Types) should be used to reset the vacation hours annually.

Enter the increment Amount. For example, if an employee receives an extra
vacation day each year the Condition should be set to Beginning of Year and the
Amount should be set to 8 hours. Note that the system does not automatically
create thresholds for incrementing vacation so the manual setting (Condition
Never) should be used for any vacation policy that does not increment time
consistently each year.

Enter the total number of vacation Hours Available This Year for the employee.
The hours From Previous Years will be disabled unless the Carry unused hours to
next year option is enabled within the pay type. See Payroll > Options > Pay
Types tab > Properties to change this option setting.

Save changes by clicking on the OK button.
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Fringe Benefits and Benefit Adjustments

Benefit Adjustments or fringe benefit pay is a benefit that employees or directors receive from
their employment but are not included in their salary or wages. They include such things as
company cars, private medical insurance paid for by the employer and cheap or free loans. Some
fringe benefits will not be taxed, other will and some will be taxed only for employees who are
directors or higher paid. A fringe benefit will increase the taxable gross pay for an employee
without increasing the employee’s net pay. Contact your accountant to determine if any none-
cash benefits must be added to the employee’s W2 form.

A fringe benefit is setup as a deduction although it is rather an additional pay rather than a
deduction. Continue with the following steps to setup a fringe benefit.

1. Click on Payroll > Tax / Deduction to open the deduction dialog.

2. Click on the New button to create the fringe benefit record.

= Description E|

Pleaze enter the type and dezcription for your new tax

Tax Type: |BEMADJ - Benefit Adjustment W
Description: | Fringe Benefit
Payrnent Frequency: W

() Tax Link
(%) Ta=\Deduction

Mewt > l [ Caricel

3. Setthe Tax Type setting to BENADJ — Benefit Adjustment option.
4. Enter the fringe benefit Description.
5. Ignore the Payment Frequency setting since the no payments are made.

6. Select the Tax\Deduction option and click the Next button.
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%)

= [etails

Haw iz this tax calculated?

Tax Tahble
Flat Percent Rate
Flat Drallar &rmovint

Manual Tax
(%) Benefit Adjustment

Liabilty G/L: | E

< Back ” Mewt > l [ Caricel

7. Set the Liability GL to a fringe Benefit account. The balance of this account should be
zero since the system debits and credits this account to process the fringe benefit
transactions. Click Next to continue.
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= Pretax

() Mon-pretas - This tax is not taken off before other taxes,

{(#){Pretax - Thiz tax is subtracted from gross eamings

before other tarkes are calculated.

< Back ” Mewt >

l [ Cancel

%)

8. Always click on the Pretax option for benefit adjustments and click Next.

Benefit Pay
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= Pretax [Z|
Id Description
P T Federal withholding T ax
55 Social 5ecurity
MED Medicare

=

< Back ” Mewt > l [ Caricel

9. A fringe benefit increases the taxable gross without increasing the net pay. Only the
taxes that are affected by this gross up should be added to the Pretax list.

a. Enter the tax Id for each tax that are affected by the fringe benefit amount.

Click Next to continue.
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BEMALD

Taxld: |FRINGE|

< Back ”

Einizh

l [ Cancel

X]

10. Enter an ID into the Tax Id entry and click Finish.

Benefit Pay

113



Payroll

= Tax - Benefit Adjustment

O a0 o
m| Pre-Tax | Employess
Description: |Benefit A diuztrnent | Pre-Tan
[ Link
e |EEN'&'I:)‘J E]| ] Advanced Formula
w

Liability G/L Account: | ZEB300-000 - 407k Payable

Benefit &djustment |

Pavment Frequency: | V|
[ k. ][ Cancel ] E.........H..EW |[ Delete ][Erint - ]

114

11. Benefit adjustment rates are not set within the Tax/Deduction dialog shown above. The

rate is manually entered at the time the timecard is processed. The details of this

process is explained later in this section.

12. Click the OK button and proceed to the employee record. Select Payroll > Employees

from the main EBMS menu and open the employee that receives the fringe benefit.
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= Employees\Clerical\Heidi Johnson X
MW Ewployes: [IOHHE| g -
e -, [ oyee Taxes fgl s
| General | Pay | Personal | Ad
General | T
TaxlD Ext
P T [Equal to E mployes: I.JDHHEI Tax: |FRIMGE :
. e -_F'lopertles...
LOCAL [Equal to
MED ;E_Eual ta Paid Bu: [ Active
P -E qual to
S EEEuaI i Statuz: | Married Eremptions:
Extra Deduction: |ECIU6| ta E]l
[ Hide inactive tares L 0K, ] [ Cancel ]
[ ak ] [ Cancel ] [ Mew ] [ Delete ] [ Prrt =

13. Click on the Add Tax button on the right side of the Employee Taxes tab.
14. Enter the benefit adjustment or fringe benefit into the Tax entry.

15. Set the Is $____ template and enter the fringe benefit amount in the Extra Deduction
entry if the benefit adjustment is a constant rate each payroll. Set the Extra Deduction
template to Equal to to manually set the benefit adjustment amount each time the
timecard is processed. Click the OK button to save.

16. The Active option should be checked. Click the Ok button to save the employee
information.

Open the employee’s timecard to view the benefit adjustment. Review the Processing
Payroll > Entering Timecards section for more details on entering a timecard.

The following dialog will appear for all manual taxes including benefit adjustments when the
taxes are calculated:
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= Manual Taxes - Heidi Johnson @

116

Tax Armont

FRINGE 30

J

T axable

450,63 |26500-000

T ax Liability F...

| >

courate taxable tokals.

RMHIMG: In a pre-tas scenenio, changing tas amounts on this window may result in

k. l [ Cancel

Enter or change the fringe benefit amount within the Amount column for each employee.
The fringe benefit or benefit adjustment will be calculated and displayed at the bottom of the
timecard after this process as shown below:

= Timecard Entry

File Process Wiew
Employes: IJDHHEI Pay Peniod: i_D_T-":"II'QD_DD_Fan Pay Type Hours/Units Gross Pay
N I.H T - - ‘ | Bornus | I
. |Heidi Johnzon
S | Haliday
Address: | 567 Highview Street ‘ | Dvertime
| | | [Precewor ' 5.00| 2250
Gy [ [z | | Feo L
L ———— acation
—
Pap Freguency: i B bl
Date - Pay Type  ‘wo.. | Hous.. H%te Pay Description G/ Acco.. A
070472000 Tue  [Regular SC 015 R.00 2,20 Angwer question aboutlbeT U0-200
L | | |hoise in egnine
0F/04/2000 Tue  |Regular |BLD 0.40 £.00 Review needs and  |BE100-000
\order parts
| lormEsz000Thu  Reauar LD 200 3000 [Completed E6100-000
07/14/2000 Fri \Regular GEM a.00 120,00 BE100-010
07/14/2000 Fri Piecewark  PWwWGA 5.00 12:50 [BE100-010
07/14/2000 Fri Piecework, PG 4.00 10.00 |BE100-010 W
bl _ ¥
Wiorkwesks: Makeup Pay: Hows: Benefit Adjust;  Gides Pay: Deductions: Take Home Tips: Net Paw
.00 |323388 | (8750 | [$30.00 |sdpoez | [;o2a0 (5000 [saB23 |
IReady Unpaid

The benefit adjustment amount within the timecard will increase the Gross Pay but will not
increase the Net Pay. Consult an accountant before proceeding with the adjustment.
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Advanced
Minimum Wage and Makeup Pay

The required minimum wage rate is set within the payroll options. See the Minimum Wage field
within Payroll > Options >Settings tab. This minimum wage rate should be updated whenever
there is a rate change to ensure that all timecards are processed within the minimum wage law
requirements.

Makeup pay is used within EBMS to insure that an employee has been paid minimum wage. This
is normally not necessary for hourly or salaried employees. This feature is used when processing
piecework or tip pay and the employee has not earned minimum wage based on the hours the
employee worked. Makeup Pay is used in industries such as Restaurants where minimum wage
is not paid and the total income of the employee is made up of and hourly wage and tips.
Makeup Pay is used as an adjustment when the total income for a given pay period (wages plus
tips), divided by the number of hours, does not equal the Minimum Wage pay rate. Makeup pay
is added if the total wage divided by the total hours is less than minimum wage (Wage / Hours <
Min Wage). The total work hours for non-hourly pay types are calculated using the Daily Hours
totals within the Daily Hours window. Review the Daily Hours section for more details on Daily
Hours.

If makeup pay is required it is automatically calculated within the timecard screen and displayed
at the lower part of the timecard. This expense is added to the employee’s gross pay and is paid
and taxed as all other pay. The total makeup pay expense is posted to the general ledger
account identified within the timecard > View > Advanced Options window. The account
located within the timecard is copied from the Employee > Advanced tab at the time the
timecard is created. Go to the Makeup Pay general ledger account within Employee >
Advanced tab.

To globally change the Makeup Pay general ledger account for all employees go to Payroll >
Options > Employee Folders — Edit Defaults button > Advanced tab and filter down.

If you do not wish to process Makeup Pay for a specific employee go to Employee > Pay tab

and switch the Is Subject to Minimum Wage check OFF. By turning this switch OFF, the
system will not check minimum wage requirements.
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Processing Workweeks

Workweeks are defined within the EBMS Payroll system as the number of weeks that an
employee earns the minimum gross wage or greater. Workweeks are calculated within payroll for
unemployment tax purposes and are incremented every week the gross pay is equal or greater
than the Credit Workweek Amount found in the Payroll > Employee > Advanced tab. Check
with your accountant or an EBMS consultant to maintain the Credit Workweek Amount.

Workweeks are calculated within a timecard at the same time taxes are calculated. The total
gross wages must be greater than the Credit Workweek Amount each week. For a full time
employee on a Bl-weekly payroll the average credit workweeks would be two per timecard.

Workweek totals are accumulated within the employee history year tabs within the employee
window. Go to Payroll > Employee > [Year] tab and the following window will open:

= EmployeesiHar dware DepartmentiJohn Kassler

M| 4] Employes: | Eolder: :haﬁlwﬁfﬁemrgnt _:Ji RaBLE
| Gereral | Pay | F'ersqr_@!i;}idvanced' Employes Taxes _':__.E_D.n_'upan_l,l TatcE:_.ﬂl:nEEn:I_s_: Message.s_i 2000 |ﬁ
Timecard Work, Date Totals Timecard Pay Date Taotalz
Hours Groszz Woorkiweeks ) Gross M akeup Pay:
January ¥ 25234 [ 273435 [F 5| [F 319665 |7 |
February |7 21386 7 235740 ar 2,256.40
R Y | i A | QY
Apri 7 20376 ¥ 225640 7 4 7 225640
May 7 23445 256330 [© qF 2 256 40
June 7 2025 2720 [F 2 1.128.20]
1oy ¢ s | ]
R [ B 1E ]
Seperter 7 s | 1F |
cecber I |, |
Novente 7 - R |
December 7 | F | | r |
[ Ok, ] [ Cancel l [ Mew l [ Delete Erint =

Drill down on workweek totals by right clicking on total and selecting Drill Down on context menu.
A detailed list displaying the source of all the workweeks for the given month will be shown.
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Daily Hours

Daily hours information contains the clock-in and clock-out times for an employee. These start
and stop times give the manager more detail than only recording the total hours worked per day.
Using daily hours is an optional feature within EBMS although state or federal reporting
requirements may require the user to record this detail.

1. Go to Payroll -> Timecard Entry and create a timecard entry. Review the Entering
Timecards section for more details regarding timecard entry.

= Timecard Entry

Filz Process BGED
Ermplopss: J Emplayee Account...  Chl+E _ v Date Daily Hours Timecard Hour #
Mane T UL 3 —— | »06/19/2000 10.00
sl 'j“ed il ! L losrzovzonl 10.25
BBl v Daily Hours T of— | pi
Skl £ Pigcework Summaty, .. - _EIB.-"E'I fsz, 1D'25,
0E/ 222001 1012
Mema. .. | A | e Rcrat ]|
F— 0B/23/2000 10.08
City: |E  Details 17803 |—4 ! |
1 Weekly 1 _EIB.J'EEQEIDF 10.00 . v
Pay Frequency=Tar-westy T £ | b
Date Fay Tupe “Worl, Code Hours/ itz Fate FPay Job Job Stage L
B (06/30/2000 Fri  Regular IOFFICE 200 780 1500 |
06302000 Fri Regular GEMERAL [ 350 | 70| 26.25 R997 |04l
06302000 Fri [Regular IGEMERAL 200 760 15.00 R9a7 o4l
06302000 Fri Regular GEMERAL 458 750| 34.35 R9a7 1600L
06302000 Fri [Regular IGEMERAL 1.00 750 7.50 |R987 11000
Wwharkiweeks: Makeup Pay: Haurs: Grosz Pay: Deductions: Take Home Tipz: Met Pay:
0.00 | 442411 || 101.40 | |$522.21 | 40,00 | $0.00 | 1$522.21 .
Displays the links to the accounts pavable invoice where you purchased this inventary ibem Unpaid

2. Select View > Daily Hours from the timecard menu to turn Daily Hours ON (Daily Hours
checked on View menu) and to show the daily hour’s entry table.

Date Draily Hours Difference  Start Time  Stop Time | Start Time  Stop Time S
B [0E/D4/2007 Mon 10.00 OE:30AM 1200 P T230PM |05:00 P |
DE/04/2001 Mon 10.00 DE:304M 1200 P 1230PM  |05:00 PH
- |06/05/2001 Tue 1027 DE:24 Ak 11:20 AM T200PM (0970 P
- |o6/05/2001 Tue 10,27 OE:24 Ak 11:20 AM 1200PM (0570 P
- 0B/06/2001 e 1042 OE:25 4K 12:00PM 1230PM (0520 PM
- |0B/06/2001 wec 1042 OE:2 Ak 12:00 PM 1230PM (0520 PM
| |06/07/2001 Thu 10.08 DE:2o Ak 1230 PM 01:00 Pk 0500 Phd w

Daily hours can be recorded either manually or using Eagle Solutions’ electronic time clocks. The
timecard screen may need to be resized in order to view the entire daily hours table. Complete
the following steps to enter daily hours manually:
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Enter the Date of the first day worked.

Some date entry shortcuts are to enter "Monday" to enter Monday’s date or "Last
Monday" to enter the date for last Monday. "509" would be a numeric syntax to enter the
month (5 — May), day (09), and the current year.

The Daily Hours, Timecard Hours, and Difference are all calculated columns.

e The Daily Hours value reflects the total time for the individual start and stop
times.

e The Timecard Hours are derived from the detail lines of the timecard.
e The Difference = Daily Hours — Timecard Hours

The time entry columns consist of a pair of Start Time and Stop Time that is used to
enter an employee’s clock-in and clock-out times. Time entry can be expedited by
ignoring the colon within time entry such as "1130" instead of 11:30. Other shortcuts:

5:00 PM can be entered by typing "5p".
8:00 AM can be entered by typing "8".
3:30 PM can be entered by type "1530" using the 24 hour clock.

Repeat steps 1 — 3 for each workday. Use multiple lines within the daily hours table if more than
two Start Times and Stop Times are needed for a single day. Set the Date of the second line to
the same date as the previous line.

NOTE:

The Timecard Hours and the Difference calculations are calculated only on the first line

of the redundant date lines.

Enter the detail lines of the timecard. Note that the Date will default to the first date contained
within the daily hours list. Enter the Pay Type, Work Code, and other timecard detail information
as usual. The Hours / Units value will default to the balance of unallocated daily hours for the
specific date.

Review the Entering Timecards section for more details on entering timecards.

Default daily hours can be entered for employees in the Advanced tab of the employee record.
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= EmployeesiHardware DepartmentiJohn Kassler §|

ﬂ ﬂ Ermployes: j Eolder: |Hardware Department ﬂ ﬂ ﬂ

aeneral | Pay Perzonal | Advanced | Emplovee Tases | Company Taes | Timecards | Messages | 2000 | 19939

Makeup Pay: | 74810-000 j
Payroll Papable: | 27000-000 - Payroll Payable w

Credit Workweek Amount; | $50.00

Daily Hours:
Day Start Time Stop Time Start Time Stop Time Total Hours
p |Monday [06:30 Ak 12:00 Pid 1230 PM [05:00 Prd 10.00 |
Tuezday 05:24 AM 11:30 AM 12:00 PM 05:10 P 10.27
| [wednesday [0B:25 A 12:00 Pid 12:30 P [05:20 Pt 10.42
| |Thursday [05:25 AM 12:30 P 100 P [05:00 P 10.08
- |Friday [0B:20 Ak 12:00 Pid 12:30 P [05:00 Prd 1017
;Sunda}l

Total Hours:

I Ok, ] [ Cancel H Mew l [ Delete Frint ~

Set the Day of the week for each workday as well as the Start Times and Stop Times. Multiple
sets of start and stop times can be entered for the same day of the week. Duplicate the day of
the week if the employee’s pay frequency is Bi-weekly or longer.

Use the Payroll > Options > Employee Folders > Edit Defaults window to enter daily hours for
all employees or a group of employees at the same time. Review the Change Defaults, Filter
Down Data and Globally Change Data section of this manual for more details on globally
changing default daily hours.

An employee’s daily hour history can be printed by launching the Payroll > Employees >
Employee’s Daily Hours report found on the main reports menu.

Electronic Time Clocks

Daily hours can be electronically entered into the employee’s timecard using Eagle Solutions’
electronic time clocks. The employee clocks in and out by entering a numeric PIN code that is
set within the Timecard Login entry field of the Payroll > Employee > General tab. This login
PIN code field will only show if electronic time clocks are connected to EBMS.

See installation and operation instructions that are shipped with the time clock for more details.

123



Payroll

Separate Bonus Pay Periods

This chapter explains the process of creating and processing an extra pay period for bonus pay.
The tools explained in this section may be useful in a variety of circumstances but this section will
explain them in the context of a special bonus pay period. Complete the following steps to
complete a bonus pay period:

1) Create a pay period with a unique pay period date.

For example, if the normal weekly payroll pay period date ends Saturday with a pay date of
the following Thursday, a bonus pay period date of Monday with a pay date from the same
week would be recommended. Review the Open New Pay Period section for more details in
creating a new pay period.

Reminder: The pay date dictates when the tax liabilities must be paid.

NOTE: The pay period dates of the pay period following the bonus pay period will not
automatically default to the correct pay period date. It is advisable to open the next new standard
period after the bonus pay period is created and verify the correct dates.

2) Verify that the Employee pay rate list contains a bonus pay type. Go to the Pay tab of the
employee and verify that a Bonus pay type is listed in the pay rate list.

o Review the Changing Employee Information > Pay Tab section for details on adding a
pay type to the employee’s pay rate table.

« Review the Payroll > Getting Started > Pay Types section for more information if a bonus
pay type does not exist. A bonus pay type should have a Dollar base and a Benefit

type.

Tip: Go to Payroll > Options > Employee Folders > Edit Defaults button > Pay tab, enter the
bonus pay type in the pay rate list, and filter down the pay type to all employees. Review the
Features > Change Defaults, Filter Down Data and Globally Change Data section of this manual
for more details on globally changing information within an employee.

3) Enter the bonus pay within a new timecard as shown below:
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= [imecard Entry

File Process Wiew
Erployes: |KASJOH Pay Period: | 06/30/2001 5at  w| [ PayType = Hours/Units | Gross Pay
acation |
Mame: |J|:|hn K.assler |
Reqgular
Address: |58 Curveview Street | Overtime
|PD Box 710 | Haliday
E 500.00
Ciy: | Gordanvill | 17533 onue
Fay Freguency: |BI-WeekIy Vl
Pay Type Wwhark Code Hors Uit Rate Pay Dezcription G/L Account
£/20/2001 5a gBonus OFFICE R00.00 74100-000
< | >
Wwiorkweeks: M akeup Pay: Hours: Benefit &djust.:  Grozs Pay Deductions: Take Home Tips: MNet Pay:
000 | 354936 | 20378 | [s0.00 ||$104938 | [$0.00 | $0.00 | |$1.043.38
Ready Unpaid

a) Enter the bonus pay period date on the single bonus line of the timecard.
b) Setthe Pay Type to the bonus pay type.

c) Enter a Work Code that contains the bonus pay’s general ledger expense account.
This can be defaulted within the Employee’s pay rate table properties.

d) Enter the bonus pay amount within the pay column.
4) Calculate taxes and deductions using the advanced process options.

a) Go to Payroll > Employee Payments, select the timecards and click on the Process
button.

b) Select the Calculate Taxes (Advanced) option from the Process button menu and the
following dialog will open:
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Choose Taxes E|
Select the taxes that zhould be uzed for thiz pap penod. Any taxkes that are not zelected will not
be uzed even if they are specified in the employes's account,

Add to Taxable: Select this option if the grozs pay of thiz timecard should be added to the
taxable grozs of the tax / deduction. Mormally this iz zelected for taxes, but iz not selected faor
deductions that are not affected by theze imecards.

Select Add Tao Tarable Tax Drescription
TD W A01E. Section 4071 (k] Deferral
N v v FUTA, Federal Unemplovment Tamx
N v v FusT Federal Withholding T ax
N v v LOCAL Local Withkalding
N o MED Medicars
N v P FPennsylvania lncome T ax
N v 5125 Section 125 Medical Plan
N v 55 Social Security
N v v SUTA State Unemplayment T ax

[ Calculate workweek amounts For this pay period. oK l [ Cancel

The advanced calculate taxes process allows the user to alter the way the employee’s taxes and
deductions are processed. The Select column identifies all the taxes and deductions that will be
deducted from the gross bonus pay. The Add to Taxable switch allows the user to ignore the
deduction but add the gross pay to the taxable amount of the tax or deduction. Turning both
check marks ON will process the tax or deduction in the same manner as a typical calculation.

Some suggestions:

« All taxes that contain a flat rate should have both the Select and Add to Table
options ON.

o If the user prefers to not deduct (Select option is OFF) a table based tax from the
timecard such as FWT (Federal Withholding Tax) the Add to Taxable should be
turned ON for proper tax reporting.

o The Select option may be turned OFF for deductions that the user wishes to ignore
when processing a bonus paycheck. Deductions such as housing, medical, and
other period based deductions may be ignored during an extra pay period. The Add
to Taxable switch should remain ON if the gross pay must be added to the taxable
amount for the deduction.

Use CAUTION when changing these settings since it may adversely affect tax liability reporting
and other payroll documents such as W2s etc. Contact your accountant to identify the proper
settings for each tax or deduction.

c) Calculate workweek amounts for this pay period option MUST be turned OFF since
this pay period is not part of a standard pay period. This step is very important since the
workweek amounts should not be incremented in a non-standard pay period such as an
extra bonus pay process. Review the Payroll > Processing Payroll - Advanced >
Processing Workweeks section.
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Process checks using the normal payroll process procedure. Review the Payroll > Processing
Payroll > Printing Paychecks section for more details.
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Voiding a Payroll Check

If a payroll check was issued in error or was incorrect and needs to be voided take the following
steps:

Go to General Ledger > Account Reconciliation and the selection window for reconcilable
accounts will appear:

&4 EBMS - Quality Hardware - Account Reconciliation Search - [Account R... [’._|[’E|rz|
.| File Edit General Ledger Expenses Sales  Inwventory  Pawroll  Job Coskting  Tasks

Depreciation  \Window  Help - 8 X
GA .. G/L Description A
0000-000 Cazh onHand

Checking Account

11°200-000 Savings Account

22000-000 Credit Card &ccount

24000-000 P& Sales Tax Collected

24100-000 MJ Sales Tax Collected

25110-000 Employee Tax Withheld - Federal Income
2R120-000 Employes Tax \withheld - State Income

Select ] [ Cloze

Ready

1. Select the Checking Account used for payroll.
2. Go to the Checks tab.
a. Locate the check number that is to be voided, and highlight that row.

3. Select the Void button at the bottom of the window. The following window will appear:
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I Yoid Transaction f'5_<|

Thiz iz pavroll check number 154
[t waz writken to Mike Jefro for $366.54.

Yoiding this check will make the timecard reappear as outstanding.

Click the next button to continue.

MEHU |[ Cancel

4. Verify the correct check was selected and hit the Next button. If this is the wrong check,
select Cancel.

I Yoid Transaction f'5_<|

Thiz paycheck will be voided using the following date.

Process date: [02/22/1993 Mon

< Back ]uinish |[ Cancel

5. Enter the date the check is to be voided. This defaults to the date of the check, which is the
recommended date to use for the void.

Click the Finish button to complete the void.

If the check being voided is a time card in a closed pay period, the following message will appear
when the Void button is clicked:
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Clic

Eagle Business Management

r*-., The check cannot be voided because it is for a timecard in a clozed pay period.
[

“ou must open the 06/16,/2000 pay penod to void thiz check.

k OK on the above message.

To void a check in a Closed Pay Period take the additional following steps:

Go to Payroll > Pay Periods, the following window will appear:

= Pay Periods

2001 | 2000 | 1939

X

Fay ... Fay Date Bonus Pay Period Clozed Murnber of Cards 3
04421,/2000 Fri 04,/24/2000 e 4
04,407 /2000 Fri | 04,/10/2000 W 4
03424,/2000 Fri 03/27/2000 W 4
03410/2000 Fri 031342000 W 4
02425/2000 Fri 02/28/2000 W 4
02/11,/2000 Fri 02/14/2000 e 4
01/28/2000 Fri 01./31/2000 e 4
01.415/2000 5 i1/ - v
014072000 Fri (0./A10/2000 e 4 L]
b’
Cloze Window ] [ Mew ] [ Change... ] Delete [ Beopen ] [ Timecards... ] Erint =
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1. Select the closed pay period that needs to be opened and highlighted.
2. Click the Reopen button at the bottom of the window.

3. Continue with step (1) of the previous section for voiding a payroll check.
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Copying Timecards

When a timecard is copied, only the timecard details are copied. The Pay Period is changed to
the new Pay Period and all the dates on the timecard are changed according to the pay period
change. Tax and deduction amounts, timecard status, and net pay amounts are not copied, but
need to be recalculated the same way a new timecard is processed. Timecards can be copied
two different ways, which will be explained below.

Copying Salaried Employee Timecards

To automate the timecard entry for a salaried employee enter a typical 40-hour week timecard
and then copy it from one week to the next using the copy timecard function. Salaried timecards
are copied from the previous pay period when the pay period is created.

1. To create a new pay period go to Payroll > Set Pay Period, click on the New button and
the following window will open:

= MNew Pay Period

Pay Perod: | 07/14/2001 Sat H

Pap Date: |07/19/2001 Thu &

[] Borus Pay Period

[JiCopy Timecards From Previous Pay Period

2. Enter the new Pay Period dates. Review the Open New Pay Period section for more
details on setting or creating new pay periods. Turn the Copy Timecards switch with a
mouse and the window should change as shown:

= New Pay Period

Pav Perod: | 07/14/2000 Sat H

Payp Date: |07/19/2001 Thu g

[ ] Bonus Pay Period

LCopy Timecards From Previous Pap Period

Previous Pay Period: | 06/30/2001 Sat w

Timecards To Copy: Dil—i:::url;.i Salary

[ ] Copy Only These Employees

To copy all salaried employees timecards complete the following steps:
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3. Set the Previous Pay Period date to the pay period that the salaried timecard exists.
Note that a timecard must be entered for an employee before it can be copied. Review the
Entering Salaried Employee Timecards for instructions on creating a timecard for a
salaried employee.

4. Turn the Salary switch ON. Turn the Hourly switch OFF to copy only salaried employee
timecards.

5. To copy only a range of employee timecards turn the Copy Only these Employees switch
and enter the range of employee’s you wish to copy.

6. To copy individual salaried employee timecards review the Copying Timecards section of
this manual.

Copying an Entire Batch of Timecards

You must copy entire batches of timecards at the time a new pay period is created. You cannot
copy a range of timecards to a pay period if the pay period is already created. If the new pay
period has been created but no timecards have been entered, delete the pay period and recreate
it using the copy option. To delete a pay period that does not contain any timecards go to Payroll
> Pay Periods, select the pay period you wish to delete, and click the Delete button. Proceed
with the following steps to copy timecards and create a new pay period:

1. Go to Payroll > Set Pay Period, click the New button and the following window will
appear:

= MNew Pay Period

Pay Perod: | 07/14/2001 Sat H

3
Pap Date: |07/18/20M Thu o

[ ]Bonus Pay Period

[JiCopy Timecards From Previous Pay Period

2. Enter the new pay period dates. See Open New Pay Period section for more details on
setting or creating new pay periods. Check the Copy Timecards from Previous Pay
Period switch with a mouse and the window should change as shown below:
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= New Pay Period

Pay Perod: | 07/14/2001 Sat H

Pap Date: | 07/19/2001 Thu g

[ ]Bonus Pay Period

LCopy Timecards From Previous Pay Period

Previous Pay Perod: | 0643042007 Sat w

Timecards To Copy: [#]Horhe 5 alary

] Copy Only These Employees

To copy a range of timecards complete the following steps:

1. Set the Previous Pay Period date to the pay period in which the timecards that you
wish to copy reside.

2. Turn the Hourly switch ON if you wish to copy any hourly paid employee’s timecards
and check the Salary switch ON if you wish to copy any salaried employee’s timecards.

3. To copy all timecards within a Pay Period turn the Copy Only These Employees
switch OFF; to copy a range of employee’s timecards turn the switch ON. Enter the
range of employees that you wish to copy. It is not possible to copy multiple ranges or
timecards within a pay period. To copy individual timecards see the next section for
details.

Copying Individual Timecards

The pay period in which the new timecards will be placed must be established before the
timecards can be copied. To copy individual timecards take the following steps:

1. Open the timecard screen by selecting Payroll > Timecard Entry .

2. Select File > Copy Timecard selection on the timecard menu and the following dialog
will open:
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X

Copy Timecards

Timecard To Copy

Pay Perind: |:|1 NIz

Ermployes:; | FASJOH j

[ Eind Timecard... ]

Mew Timecard

Pay Perind: |DE£DE£2EIEIEI Fi

Employes: | kasJOH j

[ New Pay Period. . ]

[ ] 4 H Cancel ]

3. Enter the Pay Period and Employee ID code. To select a specific timecard from a list
click on the Find Timecard button and the following list will open:

= Find Timecard rg|
[#]i5earch By Emploves Status: | Paid b |
Emplopes: |K5-5JE|H j
[ ]5earch By Pay Period
Pay Penod: | |
E.. FPay Perind Frequency Haurs Grogs Pap Deductions MHet Pay
k.ASJ0H 01/08/1993 Fn BlMweekly 3a.00 3a0.00 79.05 30035 =|
k.Aa5J0H /221993 Fri Blweekly aa.00 ava.00 22260 ER2.40 _*|
k.Aa5J0H 02/058/1993 Fri BlMweekly F0.00 F00.00 171.85 52815 %
FAsJ0H 02131333 Fri Blweekly ae.00 290.00 226.94 BE3.06
k.ASJ0H 037051993 Fu Blweekly aa.00 avh.00 22260 Eo2.40 |
k.Aa5J0H 03191993 Fri Blweekly S0.00 S50.00 244.35 705,65
kASJOH 0440241333 Fri Bl*weekly a0.00 a00.00 18777 E12.23
F.A5J0H 041641933 Fri BlMweekly 91.30 969.60 236.94 732566 | &
k.ASJ0H 047301993 Fri BlMweekly 101.38 112820 28295 a45.25 _*|
=y 1N MR 41000 En RIAsdasl 17 1R 1197 95 0417 odn 1 =)
L *
(] l [ Cancel ] [ Guery... ]

4. To select a timecard for a specific employee switch the Search by Employee option
box and select the appropriate Employee by clicking on the search button to the right of
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the Employee field. Check the Search by Pay Period switch to limit the list to a
specific Pay Period. Highlight the desired timecard and click OK.

5. Enter the Pay Period and the Employee ID for the New Timecard. To create a new
pay period, click on the New Pay Period button. Review the Open New Pay Period
section for more details.

6. When a paid timecard is copied the new timecard will not be marked paid, nor will the
taxes be calculated. Go to Payroll > Employee Payments to complete the payroll
process.

Click OK to copy or Cancel to abort.
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Salaried Pay Overview

Salary Pay is processed within the EBMS system through a timecard similar to hourly pay and
piecework pay. A timecard MUST be created so a paycheck is issued.

The number of hours entered into the timecard of a salaried employee does not change the
employee’s pay. The ratio of hours entered into the timecard does divide the salary costs
between work codes if different codes are used. For example, if 20 hours are entered under
work code SALES and 20 hours are entered under OFFICE, then half of the employee’s salary
costs are posted under the sales work code and half to the office work code. This allows the
manager to post the employee’s salary to the correct work code and general ledger account.

The user can enter the average or committed average hours per pay period rather than the actual
hours worked if the employee does not track the actual hours worked. The number of hours has
not affect on the total salary for the employee. The salaried employee’s timecard can be
conveniently copied if the hours, work codes, and pay types are identical each pay period.
Review the Open New Pay Period section for details on copying timecards from one pay period to
the next.

Review the following Entering Salaried Employee Information and Entering Salaried Employee
Timecards sections for details on processing salaried employee pay.
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Entering Salaried Employee Information

Enter a new employee record within Payroll > Employees if the employee record has not been
created. Select Edit > New from the employee list or click New within the employee window to
create a new employee record the same way other employee records are created. Review the
Entering New Employees section for detailed instructions on how to create a new employee
record.

Setup the desired salaried employee pay information. Go to the Payroll > [Employee] > Pay tab
and the following window will appear:

w EmployeesiHardware DepartmentiJohn Kassler

_,!_i_’_J Employee: K}'l'l.SJDH j Folder: ;i—iarciware_lil.épar.t.r.nent. _ﬂ ﬂ lJ
_ General | Fay _ Perzonal i Advanced I Emploves Taves il Company T axes il Timecardz I Mezzages | 2000 [ 1995 _
" Freviousz Fay — —=
Fay Frequency: | EIRTESET Last Evaluation Date: | g
Iz zubject to minimurm wage Last Raise Date: E
Default Pay Type i =
(3 Hourly () Salary Fate .
Hourly Pay: | ._ |

Salan: | $600.00

Fay Rates:

} Pay Type R ate Active Default Work Code it M
Bohs " HARDWARE |
Holiday v HaRDWARE ; _
““ vertime |k iHﬂ“H DWARE | v vie»[: ?rlzt:rs

I (] J[ Cancel H New l | Lelete | Frint = |

Enter the following employee information.

1. Enter the employee’s salary wage within the Salary field. The salary amount should
reflect the salary for each pay period as set in the Pay Frequency field. If the Pay
Frequency is set to Weekly the salary amount should equal the employee’s weekly
salary wage.

2. If the employee is paid overtime pay over and above the annual salary then enter the
base hourly rate within the Hourly Pay field. Do not enter the overtime rate (time and a
half) but enter the base rate. This field can be ignored or blanked if the salaried
employee is never paid any additional hourly pay such as overtime or benefit time.

3. Set the Pay Frequency to reflect the Salary amount. For example, if the amount
entered into the Salary field reflects the employee’s weekly salary set the Pay
Frequency to Weekly. The Pay Frequency should reflect the employee’s normal pay
period.
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4. Set the Default Pay Type to Salary.

5. Remove the Regular pay type as well as any other pay types that should never be used
for a salaried employee.

6. Insert a new salary pay type for this employee by clicking on the Add Rate button. If no
salary pay type is available take the following steps:

a. Go to Payroll > Options > Pay Types window.

Settings? i Mezzages | Emploves Folders || 'Workman's Comp.
} Descr... Baze Type Add...
B onusz Dollar B enefit | _
Commizzian Drallar Benefit
Double Haur Standard
Haoliday Haowr Benefit
b izc. Hour Standard
Dvertime Haur Standard
Perzonal Haur Benefit
Piecework, [drut Piecework,
Reqular Haur Standard
S alary Drallar Salary
Sk Haur Benefit
TH-TIF Drallar Take Home Tips
acation Haowr Benefit
£ >
QK. ] [ Cancel

b. Click on the Add button.

1) Enter a Description for the salary type such as Salary, Set the Base as Hour,
and set Type as Salary.

2) Click Ok to create new pay type.

Review the Pay Types section for more details in creating Pay Types.

Benefit Pay
Benefit pay can be calculated one of two (2) ways for salaried employees:

« If the benefit pay is over and above the Salary pay amount, the benefit pay type should
be setup using the standard holiday and/or vacation pay types explained within the
Payroll > Employees > Benefit Pay section of this manual.
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o If the benefit pay is included in the employee’s total salary but the number of hours
(days) of benefit hours received must be recorded through the payroll system. Proceed
with the following procedure:

NOTE: Continue with this section only if the total salary pay includes bengfit pay.

Go to Payroll > Options > Pay Types tab to list all available pay types. Click on the Add
button to create an additional pay type:

= New Pay Type E|

Dezcriptior: | 5alary-Hol

Baze: |Hour w

Tvpe: | Benefit Salary "

Bezet Hours Aevailable
() Ak end of calendar year

() Ak emploves anniversary

) Hewver

[ ] Carmy unuzed hours to next vear

[ Q. l [ Cancel

1. Enter a benefit salary pay Description such as Salary-Hol for holiday pay for
salaried employees since pay type - HOLIDAY is used for additional holiday pay.

2. Enter a Base type as Hour.
3. Select Benefit Salary for the Type field.

Note that the Type option list includes a Benefit type and a Benefit Salary type. To
enter benefit pay types for a salaried employee without changing his/her salary pay,
use the Benefit Salary type rather than the Benefit type. Go to the Payroll >
Employees > Benefit Pay section for details in creating benefit pay such as holiday
pay and vacation pay for hourly employees.

4. The benefit salary pay types must be added to the salaried employee’s pay rate list
before they can be used within a timecard. Review the Benefit Pay section for
details on adding benefit pay to an employee.

NOTE: When these benefit salary pay types are used within the timecard, the pay is calculated
for the benefit detail lines the same way as the standard salary pay.
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Entering Salaried Employee Timecards

A timecard must be created for a salaried employee similarly to an hourly paid employee or the
salaried employee will not be issued a paycheck. If you are not familiar with entering timecards,
review the Entering Employee Time Card Information section before you continue with this
section.

Go to Payroll > Time Card Entry and the following window will appear:

= [imecand Entry

File Process View
Emplopes: | HOLJOH Pay Period: | 07142000 Fri v PayType  HowrsiUnits  Gross Pay
Mame; |Johh Holden __
ame S alary 4325 575.00
Address | 123 Main Street Salam-Hal
City:  |Lancaster P, 17607
Pay Fregquency: |Weekly w
Date Pay Type | “Wo.. Hous.. Rate Pay Description G/ Acco... |
B (071042000 Mon |Salary OFF 5.00 2254 navz F4100-000 |
07/10/2000 kon  Salary SaL 4.00 2254 9017 FE100-000
07/A11/2000 Tue  Salary SAL 8.a0 2254 191.62 BE100-000
07A2/2000Wed  Salary OFF 200 2254 45.09 74100-000 w
Wiorkweeks: Makeup Pay: Hours: Grozs Pay: Deductions: Take Home Tips: Met Pay:
naon $0.00 4325 $975.00 $0.00 $0.00 $375.00
Ready Unpaid

If the salary wage total has not been set within the employee window, exit the timecard window
and enter the salary information before the timecard information is entered. If the salary rate is
changed within the employee window the timecard window must be closed and reopened to
reflect the salary change.

Enter the Employee ID and Pay Period information the same way that a regular timecard is
entered. Review the Entering Salaried Employee Information section for more details about
creating a new time card.

The Pay Frequency field will default to the Pay Frequency setting within the Employee > Pay
tab. If this setting is changed, the salary total will be calculated to reflect the change.

EXAMPLE: if the pay frequency within the Employee > Pay tab is set to Weekly and the
timecard pay frequency is set to Bi-Weekly the Salary amount will be doubled on the timecard. If
you wish to permanently change the pay frequency for an employee close the timecard window
and change within the Employee > Pay tab.

To properly expense the pay wage to the proper general ledger month it is recommended that
you create a detail line for each day.

EXAMPLE: If a salaried employee worked Monday through Friday within a weekly pay period,
enter a detail line for each day. A weekly timecard would consist of five detail lines if all salary
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pay consists of one work code. If multiple work codes are used, enter a detail line for each work
code within a day.

Each detail line should consist of the following information:
e The Date the work was rendered.

e Salary Pay Type - If no salary pay types are available for this employee, review the
steps listed at the beginning of this section. Do not use any other pay type unless
you wish to add to the employee’s salary. For example if you use the Overtime pay
type, the employee will be paid the employee’s hourly time and a half rate (as
entered in the Employee > Pay tab) and this will be added to the employee’s salary

pay.
e Enter the appropriate Work Code.

e The Hours entry does not need to reflect the employee’s exact hours since most
salaried employees do not submit the hours worked and the pay amount is not
derived from the number of hours worked. To evenly distribute the pay costs over
the number of days at work, enter 8 hours per day to total 40 hours per week.
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Piecework Pay Overview

The piecework pay option within the EBMS payroll system allows the user to pay an employee by
the piece instead of salary or by the hour. Work codes within the system can contain piecework
pay rates and are entered into the timecard in a similar manner as standard pay. The number of
pieces or units are entered into the timecard instead of the amount of hours. The unit pay is
derived from the work code record rather than the employee’s hourly or salary pay entered within
the employee record.

The system will calculate makeup pay if the employee’s pay does not meet minimum wage
requirements. Review the Processing Payroll - Advanced > Minimum Wage and Makeup Pay
section for more details on makeup pay. The amount of time spent doing piecework is calculated
using the daily hours feature of the payroll system. Recording the daily hours time of an
employee is important if the employee is paid with piecework rates. Review the Processing
Payroll - Advanced > Daily Hours section for more details on recording daily hours for an
employee.

The piecework system within EBMS can be combined with the Horticulture module designed for
an orchard or produce grower. This combination allows the user to pay the employee by the
piece and track the labor costs and yields per acre or block by using piecework and bin codes.
Review the Getting Started > Overview section of the Horticulture manual for more details.

The piecework option must be enabled to use piecework payroll. Go to Payroll > Options to
enable this option. Contact your EBMS customer service representative to add this option if the
option does not appear.

143



Payroll

| Fay Typez | Messages | Emplopee Folders | “Woarkman's Comp.

Mimirmum w age: |$E 15

Faprall B ank Account; | 0§ 100-000 - Checking Account w
Faprall *ear: EE
Active Payroll Period: | L7 |
Default Pay Type: | Heqular w |
Default Salam Tope: w |
Hours above  [40.00 per week are overtime.

[w] Enter Hours D aily
Enable Piece Wk

[ | Allovs entry af plecewark. rates for individual employees.

k. ] [ Cancel

A piecework pay type must be created if the type does not already exist. Go to Payroll >
Options and click on the Pay Types tab to view the existing pay types.
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= (ptions E'

Settings | FPav Types | Meszzages | Emplopes Folders | Workman's Comp.

Drescription Base Tvpe Add...
Bonus Drallar B enefit -
—_ : Properties
Commizzion Drollar B enefit
D'ouble Hoaour Standard Delete
Hour B enefit

Hour Standard
Hour Standard
Hour B erefit

Hoaour Standard

S alary Hour S alary
Sick, Hoaour B enefit
acation Hoaour B enefit

ak. l [ Cancel

Click on the Add button to a piecework pay type if the type does not already exist.

= Pay Types - Piecework

Baze: |L|r‘|it

Tvpe: | Piecewark, " |

Bezet Hours Aevailable
At end of calendar vear
Ak employes anniversany

Hewver

Carry unuzed hours to nest year

k. l [ Canicel
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A common Description for the piecework pay type is Piecework. Set the Type option to
Piecework. Note that the Base option is disabled since all piecework is based on units rather
than dollars or hourly. All the other options are not applicable for a piecework pay type.

The piecework pay type must be added to the list of pay type options within an employee or

group of employees. Review the pay tab section of Changing Employee Information to setup
pay types within an employee.
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Creating Piecework Work Codes

The EBMS payroll system includes the option to process and manage piecework labor.
Payroll > Work Codes from the main EBMS menu to create these codes.

Click on

= Work Code - Pick Peaches Piecework

E E] whork code: |E

General |F'iecewcurk Horticulture | 2004

General Ledger Account; | 74100-000 E] [ Inactive

(] (]

Description: |Elerical Office ‘work |

YWorkman's Comp. Clazsification: |

wiage Type: | Standard ‘W age

M ote:

k. H Cancel ” Mew H Delete ” Frint =

Click on the New button to create a new piecework code.

X]

= New Workcode

General Ledger Code: | BE100-000

Description: | Fiecework Labor |

YWage Tupe: | Piecewark,

Wiorkman's Comp. Claszification: | bl anufacturning

< Back Mewt > ][ Cancel
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Enter the General Ledger expense Code to record the payroll labor costs. Review the General
Ledger > Chart of Accounts > Adding General Ledger Accounts section within the main EBMS
manual for more details on creating labor cost G/L accounts.

Enter a Description of the piecework code.

The Wage Type must be set to Piecework rather than a standard wage. Review the Work
Codes section for details on creating standard wage work codes.

Set the appropriate Workman’s Comp. Classification. Review the Workman's Compensation
section for more details on this setting. Click Next to continue.

= New Workcode ['5_<|

Fiecewaork Rate: |$5.50

| [ Cancel

< Back

Enter the Piecework Rate for the piecework work code. Review the Variable Piecework Pay by
Employee section for instructions on setting the piecework rate per employee. Click Next to
continue.

= New Workcode [‘5_<|

Fleaze enter the id far your new workcode.

wark Code 1d:

< Back ][ Finizh ] [ Cancel

Enter a Work Code Id for the piecework code and click Finish to open the work code dialog.
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= Work Code - Piecework Labor

E E] Whork code; E] E]

General | Fiecework
General Ledger Account; [ Inactive
Timecard GAL account; | IJze work, code G/L account w |
Description: |F'ien:ew:::rk Labor |
Workman's Comp. Clazzification: | [Use Employee Clazs) w |
wiage Type: | Piecewark, LY |
Azzociated lnventany [tem: E.]
M ote:
Eillable Tine: B oz Arnount: | |

k. H Cancel ” Mew H Delete ” Frint =

Click on the Piecework tab to change the piecework rate.

Review the Work Codes section for more details on creating work codes.
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Variable Piecework Pay by Employee

Piecework pay may vary by employee. This section can be ignored if the piecework pay is
consistent for each work code. Review the Creating Piecework Work Codes section for
more details on entering the piecework pay within the work code.

The Allow entry of piecework rates for individual employee option must be enabled
before piecework rates can be entered into the employee record. Select Payroll >
Options from the main EBMS menu and enable the option within the Settings tab as

shown below:

= (Options ['5_(|

Settings |F'a_l,l pes | Meszages | Employes Faolders | Workman's Comp.

Minirmun wage: | #0156 |

Paprall Bank, Account: | 01100-000 - Checking Account W

Payipll ‘fear: |2000

Active PayrollPeniod: I:I.'-".-"H.-":?_-'I:II:II:I Fri

D efault Payfl ype: | Reqgular W |
Default Salam [ ype: | Salany w |
Hours atbwe | 40.00 per week are overtime.
EntegHours D aily
[+] Enable Piece Wik
' Allowe entry of pieceswark, rates for individual employees. ]
[ Ok ] [ Cancel ]

Open the employee record to set a piecework rate for an individual employee. Click on
the Piecework tab as shown below:
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= Employees\Clerical\Heidi Johnson

LK Employee: |JOHHEI E.]| Folder: | Clesical

Gereral | Pay | Perzonal | Advanced | Fiece Wik | Emploves Takes | Company Tases

“wWorkoode Rate
P -G 2.00
Fis'L 510

|||

L

Enter only the Work Codes within the employee tab that require a different rate from the
standard piecework rate entered within the work code. The standard rate will be paid if a
work code is not listed in the employee’s Piecework tab. Enter the employee’s piecework

Rate.
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Entering Piecework Pay into the timecard

Piecework pay is entered into the timecard using the Payroll > Timecard window the same way
other types of pay is entered. Open a timecard by clicking on the Payroll > Timecard

= Timecard Entry

File Process  iew
Ernplapes: GFHFLD [ Pay Period: 11305;20045& [ : D ate Dailly Hours | Time... Difference Start Ti #
= = — | » [11707/2004 Mon 658 558 0500 &M
MWame: |Florahce Griffen

11/02/2004 Tue 853 8.58 0755 A

Address: |11 Southeast Stiest 114032004 Wed 850 | 850 09:00 &M

'  {1/04/2004 Thy | BET | ' BET 0755 AM

Ciy: Z.Iélac-lgl:l.orse 1 F'.-’-‘« 2901 9 1 _11;"05!2004 Fri | a7h | | a7 .D?:55 Ak

= e : : 11/06/2004 Sat o
FPay Freguency: | wWeekly ~ T | 5
Drate Fay Type ‘Work Code Hours/Units Rate Fay GAL Account
- H1/01/2004 Man Regular B 8.58 1450 124.41 [73150-000
- 1/02/2004 Tue Fegular EM ' 3,00 | 1450 | 43.50 [73200-000
1140242004 Tue Fegular BM ' 553 | 1450 | 80.91 [73150-000
- [11/03/2004 wed Piecework PRNA-P ' g.00| 1350 | 108.00 5E500-010
" H1/04/2004 Thu Piecewnrk PRM&P ' 7.60 | 1350 | 101.25 [GEB00-0TD
~ 11/05/2004 Fii Piecewnrk PRMAP ' 2560 | 1350 | 3375 BES00-010
b 111/05/2004 Fii Piecewnrk PRMPF ' 5.00 R [ 50.00 [EES00-010
Workweeks: I akeup Pag: Howrs: Benefit Adjust:  Gross Paw Deductions: Take Home Tipz: Met Pay:
oo |[snoo | [4308 |[sooo  |[ssstsz | [soo0  |[snoo [[eserez
Ready Unpaid

It is important that the Daily Hours settings of the timecard are entered if the employee’s
timecard contains piecework pay. Review the Processing Payroll - Advanced > Daily Hours
section of the payroll documentation for details on this entry.

A timecard may contain an assortment of piecework pay and standard hourly pay.
« Enter the Date that the activity occurred in the same manner as standard pay.

« The Pay Type setting determines if the pay is based on piecework or standard pay.
The piecework option must be enabled within Payroll > Options. Review the Piecework
Pay > Piecework Pay Overview section of the payroll manual for details on creating the
piecework Pay Type.

« The Work Code setting is dependent on the Pay Type setting. Only Work Codes that
have a Wage Type option set to Piecework can be entered if the Pay Type is set to
piecework. Go to Payroll > Work Codes to view or change this option. Only standard
Work Codes can be entered if the Pay Type setting is to anything but piecework.
Review the Piecework Pay > Creating Piecework Work Codes for more details on
piecework work codes.

« Enter the quantity of hours into the Hours/Units column if the employee is being paid
hourly. Enter the number of units if piecework pay is being entered.

o The Rate is derived from the Piecework tab of the work code rather than the hourly or
salary rate if the Pay Type is set as piecework.
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« The Pay column reflects the employee pay no matter what type of pay is being entered
into the timecard.

Review the Processing Payroll > Entering Timecards section of the payroll documentation for
details on other columns within the timecard.

Makeup Pay and Piecework Hours are values at the footer of the timecard that should be
evaluated when processing timecards that contain piecework pay.

= Timecard Entry

File Process Wiew
| PayPeriad: [11/08/2004 52t v Date Daiy Hours | Time... | Differsnce | Start Time 1 cin
— | » [11/01/2004 Men 855 5.58 08:00 AM 12:C
L 11./02/2004 Tue 858 858 (07:55 &M [11:2
Address: |11 Southeast Strest 11/03/2004 Wed 250 8,50 08:00 &M nzt
Il 11042004 Thu 8.7 8.67 |07:55 &M N2z
City: E'éiac'k'lil'me | F'A 29019 _1 1/05/2004 Fri | 8.75 [ | 8.7 :D?:55 &M :1 2
\ . ; = 11,/06/2004 5at v
Fay Freguency: 'Weekly b 4 >
[ate Fay Type ‘Waork Code Houwrs/Units Rate Fay GAL Account
110142004 Mon Regular BM 2.58 14.50 124.41 73150-000
11/02/2004 Tue FRegular Ebd 3.00 14.50 43.50 [73300-000
11/02/2004 Tue Regular Bt 5.58 14.50 80.91 73150-000
1140342004 Wed Piecewark PRNA-P 8.00 13.50 102.00 BE500-010
110442004 Thu Piecework |PRNA-P 7.50 1350 101.25 BE&00-010
11/05/2004 Fri Piecework PRMAP 250 13.50 33.75 BES00-010
B {11/05/2004 Fri Piecewark PRNP-P 9.00 10.00 90.00 [3 -1
#*
wwiorkweeks: M akeup Pay: Hours: Fiecework Hours:  Behefit Adjust:  Gross Pay: Dreductions: Take Home Tips: Met Pay:
{000 [$0.00 4308 |25.92 | 13100 |$581.82 [30.00 $0.00 {581 52
|Ready Unpaid

Makeup Pay is used to compensate the employee if the total pay does not match minimum
wage requirement. The Piecework Hours value is calculated by subtracting the standard
hours from total of the daily hours entered within the daily hours list. The View > Daily Hours
option must be selected to display the daily hours on the top right pane of the timecard.
Review the Processing Payroll - Advanced > Minimum Wage and Makeup Pay section for
more details on Makeup Pay and Piecework Hours.

Review the payroll manual for more details on processing employee pay.
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Piecework Forms and Reports

Piecework pay will be summarized on the employee’s pay check stub as shown below:

Hours Eay YT Deductions Arneunt
Holiduy 000 000 116.00 FWIT 4087
OTertim e 0.00 0.00 225246 LANC 582
Regubr 17.16 24882 2522117 MED 244
g ation 000 0.0 14500 Pa 17 86
Piecemrark 2592 333.00 33300 PATC 0.52

58

43 08 581 82 18,007.63

ITD

2,503 65

5. 5. Number E ee [T
573-43-82769 GRIFLO
28 Code Units Rate Eay

13 .50
10.00

243.00
a0.00

PEHA-P
PEHD-P

13.00
9.00

.00 333.00

The amount of space available to display the piecework information is limited so the user may
need to generate an additional report for the employee.
generate this report.

Complete the following steps to

1. Go to File > Reports to open the reports menu.
I Reports
= ] Reports Repart Mame Print...
(L Depreciation E mployee Piecework, Rates |
(L] Expenses Cloze

([ General Ledger

(L Inventary

(£ Job Costing

(L3 Management

(£ Miscellaneous
=23 Pavral

(L1 Employvess

[:l Farms

(L1 GiL Transactions

([ Labels

(L Pay Periods

I:l Taxes
(L Time Cards
[ work Codes
(L vear End
[ rental
[ sales
(L3 5wskem Folders
[ Tasks

Piecework by Employes & Pay Period
Fiecework by Emplayes & Wark, Code

Add Report
Save az File
Froperties
Remove Report

Add Folder

fEERRE
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2. Select Reports > Payroll > Piecework to view the available piecework reports.

3. Select the Piecework by Employee & Pay Period report and click on the Print

button.




Print - PIECEWORK BY EMPLOYEE & PAY PERIOD

Piecework Pay

Chooze Printer

(%) Default Printer  “sserver2003%Julie's desk on hplaser et4250

() Specific Printer i-hhserverEDDEUulie's dezk on hpLasen)etd 250 ;!
Report Options
Folder | = 3 Emplovees
[ Inactive

Include subfolders
[ Inelude Inactive Folder

() &ll Employess
ORange | gl te | I
O &ll Pay Periods
@ FRange [10/30/2004 [] Te: [10/30/2004 [

Do Mat Print Details

[¥]iNew Page for Each Emplove

Erint

Print Previgw

Cancel

l l
[ ]
| PrintSeup |
[ |
[ J

Set Quemy

[ Uze Querny
Orientatian;

| Fortrait |

e

Collate

LCopies: 1 i

[ Save az Default ]

[ Festore D efaults ]

[ Export... ]

4. Set the Range of employees or select All Employees to print piecework details for all

employees.

5. Select the current pay period from the Range prompt to print only the piecework

information from a single pay period.

6. Enable the Do Not Print Details to print a piecework summary. This option should be
disabled to list each individual piecework item. The details is important if the

employee wishes to compare ticket stubs to the report.

7. Enable the New Page for Each Employee option if the report is given to individual

employees.

The following report sample includes details.
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i : B Nevember 06, 2008
Wi m ‘ Piecework by Employvee & Pay Period I “w"']]rll _1_.\'“::
L 22 comty L Quality Orchard ot
Pk Rax TTT All Employecs
Fruit Honen, FA LESEF E’:I}' Period: 1 1A06,2004
il e i ol
Date Units. Rate Gross Pay  GL Code
GRIFLO - Florance Griffen
W 11/06/2004
PRNA-P Prune Apples - Piecework
11/4/2004 7.50 13.50 101.25  66500-010
11/5/2004 2.50 13.50 3375  66500-010
117372004 8.00 13.50 108.00 B6500-010
Wiork Code Tolals 18.00 24300
PRNP-P Prune Peaches Piece Rate
11/5/2004 89.00 10.00 90.00  66500-010
Wiork Code Tolals 9.00 90.00
Pay Period Totaks: 27.00 333.00
Employee Totals: 27.00 333.00
LITROBE - Robert Lintle
W 11/06/2004
B20AF 20 Bu. Bin Fresh §11.00
11/3/2004 1.00 11.00 11.00  66510-010
117372004 1.00 11.00 11.00  66510-010
11732004 1.00 11.00 11.00 66510-010
11/3/2004 1.00 11.00 11.00  66510-010
11732004 1.00 11.00 11.00 66510-010
11732004 1.00 11.00 11.00  66510-010
11/5/2004 1.00 11.00 11.00  66§510-010
11/5/2004 1.00 11.00 11.00  G6510-010
11/5/2004 1.00 11.00 11.00  66510-010
Waork Code Tolals 9.00 99.00
B25AF 25 Bu Fresh Apples Bin $14.50
11/5/2004 1.00 14 .50 1450 66510-010
11/5/2004 1.00 14 .50 1450 66510-010
Work Code Totals 2.00 29.00
Pay Period Totalks: 11.00 128.00
Employee Totals: 11.00 128.00
Grand Totals: 38.00 461.00
The following report is a summary.
A m | Piecework by Employee & Pay Peried I N°w“ﬂ;;1°; ’Uimﬁ
B ¥ i :135:04 pm
" Page: 1
g 123 country Lane Quality Crchard i
PO Box 777 All Employees
Fruit Heven, FA LE9ET PayPeriod: 110612004
www golitye dard, com
Date Units Rate Gross Pay GL Code
GRIFLO - Florance Griffen
B 11/06/2004
FPRMA-FP - Prune Apples - Piecewo 18.00 13.50 24300 #E500-010
PRMF-F - Prune Peaches Piece R 9.00 10.00 §0.00 E6500-010
Fay Period Totals: 27.00 333.00
Employee Totals: 27.00 333.00
LITROR - Rohert Little
B 11/06/2004
B20AF - 20 Bu. Bin Fresh §11.00 9.00 11.00 99.00 66510-010
B29AF - 25 Bu Fresh Apples Bin § 2.00 14.50 29.00 E6510-010
Fay Period Totals: 11.00 128.00
Employee Totals: 11.00 128.00
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Calculating Overtime Piecework Pay

Increased piecework pay may be required for overtime labor. This process will increase the
piecework pay by time and a half in the same was regular overtime pay. EBMS gives the user a
number of options especially if the employee has a mixture of hourly pay and piecework pay.
Continue with the following section for details on these options.

1. Go to Payroll > Options as shown below:

Settings | P5 T ypez

tezzages | Employes Folders | ‘Workman's Comp.

Minirgurn "age: |[$5.15
Fayroll B ankccount: | 01700-000 - Checking Account w

FPakoll ear |2000

Active PayrolfPeriod: | 0742000 Fri w
Default PayfTvpe: | Regular W
Default Salary Eype: | Salary "
Hours abfve | 40.00 per week are overtime,
EntelHours D aily
Enabfk Piece Wk

[ ] &llowe entry of piecewark rates for individual employees.

[¥]iCalculate overtime on piece work.;

k. ] [ Cancel

2. Enable the Calculate overtime on piecework option and click OK.

3. The next step is to create an overtime piecework pay type if it does not already exist.
Select Payroll > Options from the EBMS menu and click on the Pay Types tab as
shown below:
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Dezcnption Baze Type

Bonus IIZfl ollar |S tandard
Comrmizzion Dallar Standard :
ID ouble H oL Standard slayiypeEcOl EW
Haoliday IH our B enetit
Misc. [Howr Standard o
loTFw Unit |Piecewark Hesanmin
IEI wertine 'I_-I oL Standard ;

i : Baze; IU nit
Personal EH oL B erefit
|'F-'iecewcurk 'LI it Fiecewark Tupe: | Bl I, |
[P qular {Howr Ctandard
E sjam H 2 r Reset Hours Available
Salary-Hal IH oL E erefit Salary Atiend ot calendar year
Sick Howr Benefit At employes ahnivesany

acation IH owr E erefit Waver
il = = ! Carmy unuzed hours o ekt yesr
[ ak, _,] [ Caticel ]

4. Click on the Add button if no piecework overtime pay type exists. Enter the overtime
piecework pay type Description. Change the Type option to Piecework and the Base
entry will be changed to Unit as shown above. Click the OK button to save the pay type.

5. The pay type must be added to each employee that is being paid piecework overtime as
shown below:
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'-'- :F_ PN PRSI T A UL | PR R PR R SR
' Employee Pay Types
lerical E]l M
— Pay Type: | OT-Fwf v —
| Ge R | | I|| Timecards | Messages | 2000 | 1999 |
F whork Code: |PwiL E] Active E |z subject ko minimum wage Prewvailing ‘W age Benefit $5.43
ay Rates:
Rate Formula: |Add 50 %
LAt | E]l Pap Type Rate Active Diefault Wwork 1| | AddRate...
Inzrement Haliday | 1400 " | | [ Properties... J
Londitior | Each Timecard vertime 2100 v |
| ! Delete
Fiecework 14.00 | v [Pl
Amount :
- Reaqular 14.00 | v |
| Huowrs Available - i acation 1400 | v i\u‘AE
Current Year Previous ear
Fr 15 e |'.'.':i'.' | |EI.DD | 2 =
™ Thiz Calendar Year (0.00 | |U.DD |
U |,—_,_,_-,,_-, | |D.DD | Account T... Calculation
Foooount | Savings Upto $100
A | |I:|'DD | Checking Femaining B alahce
E iEhecking !
e E (1]8 'J [ Cancel ]
[ Ok J [ Cancel J [ Mew J [ Delete J [ Print * J

6. Make sure the Rate Formula is set to Add 50 % as show above. Review the Pay tab
section of Changing Employee Information section for details on adding pay types into
the employee’s Pay tab. Review the Pay Tab section of the Setting Employee Defaults

section to add the pay type to a group of an employees or all employees.

employee record by clicking the OK button.

Save the

7. Enter hourly and piecework time into the timecard using the standard pay types as
described in the Processing Payroll > Entering Timecards section of the documentation.

— — . Calculate Overtime
Employee: [JEFMIK Pay Period: | 07/14/2000 Fri o~ Fa £
Holid
Name: |Mike Jefro | =
Address: i58 T oagleview Road | Piac
iPD Box 912 | Requ Overtime Pay Tepe: | Overtime W
: - e —— aca
City: [Bart |PA 17503 | o () Calculate Overtime D aily =
() Caleulate Dvertime 'Weekly
Pay Frequency: | Bl-weekly A | OT-F ]
All hours above | 40.000000 | are overtime
Date = Pay T Wo..  H Fiat i
L SbEe T = e ==L Dizperse overtime among jobs and stages. =
07/05/2000 Wed  Regular |GEM 9495 14.00 | :
07/06/2000 Thu  Piecework WL 18.00 550 | Fiecewark
070742000 Fri Piscewark Pl 2200 550 | Regular Piecework Type: | Piecewark -
07/10/2000 Mon | Piecewark Pl 21.50 5.50 |
07/11./2000 Tue Piecework.  PWwWL 17.00 5A0 |
07A12/2000wed  |Piecework  PWwL 13.00 550 Piecework has precedence in calculating overtime. =
07132000 Thu | Piecewark Pl 20.50 5.50 |
07/14/2000Fi  [Flegulr  DFF 200 1400 [ ok J[ conee | .
“workwesks: takeup Pay: Hours: Benefit A ferm——rreer—— \miiniz imr i T et Fay:
200 || $0.00 1040 || $0.00 ||statmiz | [ss07 4000 || $1.126.05
Ready Unpaid
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Click on the Process > Calculate Overtime option from the timecard menu. The Regular
Pay Type and Overtime Pay Type settings must be set properly. Review the Processing
Payroll > Calculating Overtime section for more details on the standard overtime fields.

8. Set the Regular Piecework Type and Overtime Piecework Type. These are pay types
created within the Payroll > Options > Pay Type tab described earlier in this section.
Review the Getting Started > Pay Types section for more details on pay types.

9. The Piecework has precedence in calculating overtime option will determine if the
hourly or piecework time has precedence. The following tables describe the calculations
that are completed using the overhead wizard and the affect that this option on the pay
calculations.

The following table includes only regular hourly and piecework pay.

Pay Type Work Code | Units/Hours Rate Total Pay
Reg Piecework A 20 10.00 200.00
Reg Piecework B 10 5.00 50.00
Reg Piecework B 30 5.00 150.00
Reg Hourly C 10 15.00 150.00
Totals: 60units / 10hrs 550.00

If Piecework has precedence in calculating overtime option is enabled the wizard will
determine the ratio of piecework overtime. If the employee worked 50 hours this week,
then 10 hours of the 40 piecework hours (50 — hourly time) are overtime. This results in
25% of the piecework being overtime. The wizard will create overtime piecework lines in
the timecard for each work code. The following chart illustrates how these new lines are
created in the timecard:

Pay Type Work Code | Units/Hours Rate Total Pay
Reg Piecework A 15 10.00 150.00
Reg Piecework B 10 5.00 50.00
Reg Piecework B 20 5.00 100.00
Reg Hourly C 10 15.00 150.00
OT Piecework A 5 15.00 75.00
OT Piecework B 10 7.50 75.00
Totals: 60units / 10hrs 600.00

If Piecework has precedence in calculating overtime option is disabled the wizard
results will be as follows:
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Pay Type Work Code | Units/Hours Rate Total Pay
Reg Piecework A 20 10.00 200.00
Reg Piecework B 10 5.00 50.00
Reg Piecework B 30 5.00 150.00
OT Hourly C 10 22.50 225.00
Totals: 60units / 10hrs 625.00

10. Click the OK button to create the overtime records.

11. Repeat this step for each timecard that contains hourly and piecework pay.




Prevailing Wages

Overview of Prevailing Wages

Prevailing wages are used when certified payroll is required. The option allows the user to
generate prevailing wages based on a job and employee.

The Enable Prevailing Wage option must be checked to use the prevailing wage feature within
EBMS. Select Payroll > Options from the EBMS menu and enable this option within the
Settings tab as shown below:

Seftings | Pay Types) Messages | Employes Folders | Workman's Camp,

Minimum Ydage: | $5.15
Fayroll Bank Accdunt: | 01700-000 - Checking Account w
Paproll Jear; (2000

Active Payroll Peliod: | 07 A4/2000 Fri w

Default Pay Toe: | Regular w
Default Salare Tde: | Salary A
Hours abofe | 40.00 per week are overtine.,

[ ] &llows entry of piecewark rates for individual employees.

( Enable Prevailing '+ age ]

[ Q. l [ Cancel

The prevailing wage rate is set within the payroll work code. Review the Prevailing Wage Rates
within the Work Code section for details on setting the rate.
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Creating Work Codes for Prevailing Wage
Rates

The prevailing wage rates are set within the payroll work code. Complete the following steps to
create a work code for a prevailing wage:

1) Select Payroll > Work Codes from the main EBMS menu and click the New button. The
following new work code dialog will open:

= New Workcode §|

General Ledger Code; |6R100-100 E]

Descrption: | Prevailage Wage - Electical Labor

Wage Tope: | Prevailing Wwage w

Wiorkman's Comp. Classification: | |SERE ]

Hest > ][ Cancel

2) Enter the expense General Ledger Account. This entry identifies the expense general
ledger account into which the payroll expenses are posted when the work code is
processed within a timecard. It is possible to direct multiple work codes into a single
general ledger account to create detailed work code history without using a large number of
different general ledger wage accounts.

3) Enter a Description of the prevailing wage work code.
4) The Wage Type must be set to Prevailing Wage.

5) Set the appropriate Workman’s Comp Classification. Review the Workman's
Compensation section for more details on this setting.

6) Click Next to continue to the next page:
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X

= New Workcode

Prevailing ‘W age Fate: |m

¢ Back ][ Hest > l[ Cancel

7) Enter a Prevailing Wage Rate if the job costing module is NOT installed. This rate is not
applicable with job costing since prevailing wage rates are set per job. Instructions on
entering job rates are listed below.

= New Workcode

Fleaze enter the id far your new warkcode.

Whiork Code [d:

¢ Back ][ Finizh ] [ Cancel

8) Enter the Work Code Id for the new prevailing wage work code and click the Finish button.
Click on the Prevailing Wage tab of the work code and enter the prevailing wage rates for
each job. Review the Prevailing Wage Rates section for more details on creating rates.
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Prevailing Wage Rates

Click on Payroll > Work Codes to set the rate for each work code. Prevailing wages are
normally set based on the type of work that is performed on the job. Create a separate work
code for each type of task that contains a different prevailing wage rate. Review the Creating
Work Codes for Prevailing Wage Rates section for more detail on creating work codes for
prevailing wages.

= Work Code - Prevailage Wage - Electrical Labor

M Wwiork code: | [REEE=NS (1w
General | Prewvailing wage
General Ledger Account: [ Inactive
Timecard G/L account: | IJze wiork, code /L account w |
Description: |F'revailage Wage - Electrical Labor |
YWhorkman's Comp. Clazsification: | w |
wiage Type: | Prevailing " age v | ]
ﬂssuciateLWﬁWE!u. G
Mate:
Billable Tim¥ Borus Amourt; | |
" [ ] l [ Cancel ] [ MNew ] [ Delete ] [ Frint =

A Prevailing Wage tab will appear if the Wage Type is set to Prevailing Wage as shown above.
Click on the Prevailing Wage tab.

The following job list will appear on the tab if the optional Job Costing module is installed within
EBMS. Otherwise the Prevailing Wage tab will only show a single set of rates. The Job
Costing module must be installed to set prevailing wages based on the job. Contact an EBMS
customer service rep for more details on the job costing module.
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= Work Code - Prevailage Wage - Electrical Labor

E] E] Work code: |Fw/-ELE E.] E] E]
General | Prevalling Wage |
Job Prevailing ' age Benefit A ate

931211 21.00 E.00

C-9912 23.80 500
3 =Y 24.00 BED
#*

k. l [ Cancel ] [ Mew ] [ Delete ] [ Frint =

The Prevailing Wage tab will show a table of job entries if the Job costing module exists. The
prevailing wage rate consists of two rates; Prevailing Wage and the Benefit Rate. The
employee is paid a minimum of the Prevailing Wage rate and a maximum based on the
Prevailing Wage rate plus the Benefit Rate. For example based on the example shown below,
the employee will be paid a minimum of $21 an hour for job - 981211 or a maximum of $27 an
hour based on the Prevailing Wage Benefit set within the employee. Click on the Pay tab of an
employee to set the Prevailing Wage Benefit rate as shown below.
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= Employees\Clerical\Mike Jefro

CIRED] Ermployes: IJEFF@IIK E] Eolder: | v E] G|
| General| Pay | Personal | Advanced | Employee Taxes | Company Taxes | Timecards | Mesaages | 2000 i
Payp Frequency: . Bl-wieekly v | [#] Iz subject to minimum wage Prewvailing 'wane B enefit :$5- 43
Default Pay Type Hourly Pay: Salary Pay: Pay Rates:
@ Houly O Salary  |$14.00 | | Pay Tupe Rate Active | Defaultwork Cc| | Add Rate. .
Frevious Pay - = Holday | 400] | || [ Eropetties... |
Last Evaluation Date: |12/31/1333 Fri | :
E i @] Dvertime | 21.00 | j _
: — — Fetiiar 1400
Last Raise Dater | 12/31/1333 Fii @ qul | k| - :
i TR ‘acation 1400 " WAC
Rate .$1 380 | . )
|Evaluation was completed by Mike T aylor _|
< b4
Account Humber Routing Mumber Description ~Account Type Calculation ”~
B 1231231 123482222 [First Bank of New York Savings Account |Savings Upto $100 |
1231113 123451111 |Firzt Bank of Mew vork. |Checking [Remaining Balance %
< | ¥
[ Ok ] ’ Cancel ] ’ HMew ] ’ Delete ] ’ Print = ]

The Prevailing Wage Benefit rate should reflect to the total value of the benefits given to an
employee such as holiday pay, vacation pay, medical insurance, and any other company paid
benefit. This rate will be used calculate the prevailing wage within the timecard. The
employee’s pay = the Prevailing Wage rate within the work code tab + (the Benefit Rate within
the work code — Prevailing Wage Benefit rate set within the employee). If the Prevailing Wage
Benefit rate within the employee record is greater than the Benefit Rate within the work code the
total pay will be equal the Prevailing Wage amount found in the work code.

Using the examples shown above, Mike Jeffro (JEFMIK) will be paid a prevailing wage of $21.57
an hour for electrical labor (PW-ELE work code) for the 981211 job.

Note: The formula set for hourly pay must be set to use the hourly pay setting within the pay tab
for prevailing wages to be calculated properly. For example, the Regular pay type formula must
be set to Equal to rather than set to a specific rate. Review the Setting Employee Defaults
section for more details on setting pay rates.

Go to the File > Reports option from the main EBMS menu to view the prevailing wage reports.
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Prevailing Wages

(] Expenses
([ General Ledger
(] Horticulbure
D Inventary
(L] Job Costing
D Managemenk
[Z Miscellaneous
= Payroll
[C Employees
D Farms
(£ &L Transactions
([ Labels
. |Pay Petiods
[ Piecewark
[:l Taxes
3 Time Cards
£ work Codes
(3 vear End
[ Rental

[

W

Report Hame
Gross Fay
Fayroll Check Register
Fayroll Pay Penod Summary
Presailing W ages for Job & Pap Peniod

Presailing ™ for Pay Period

Frinit....
LCloze
&dd Report
Save as File
Froperties

Remove Report

I

Add Folder

Rename Folder

Remowe Folder

You will find the prevailing wage reports within the Payroll > Pay Periods section of the reports

menu as shown above.
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Closing the Payroll Year

Closing

At the end of each calendar year the payroll year must be closed before any additional pay can
be processed within a new year. The pay date rather than the pay period date indicates if the
payroll falls within the new year or the past year. For example, a payroll with a pay period ending
date within the year of 1999 and a pay date within the year of 2000 is considered within the new
year. The Close Year function must be completed before the new pay period can be created.
Adjustments can be made to last year’s data via journal entries and year-end reports such as W-
2s and wage summaries can be printed after the year is closed.

The Close Payroll Year wizard closes the current payroll year and opens a new year. All
timecards that have been created within the current year must be processed or deleted before the
year can be closed. Make sure that no one is entering, editing, or processing timecards while the
Close Payroll Year wizard is in process.

1. Select Close Payroll Year from the main Payroll menu to activate the close year
wizard.

Close Payroll Year E|

The current year of 2000 will be clozed and a news pear of 2007 will
be opened. After clozing, no imecard: can be proceszsed with a pay
date within the vear af 2000,

Clhck nest to cantinue, or cancel to abart,

MEM > | [ Cancel

2. Click on the Next button to continue. The wizard will prompt the user to close all pay
periods if any payroll periods are open. Note that you cannot add or modify any
timecards within a closed pay period.
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Close Payroll Year,

x)

[ pou wiould like to print any of theze period clozing reparts,
zelect them and press the print buttan,

943 Ernplovers Annual Tax Beturn

Employes Earnings Recaord
Payrall A egizter
Payrall -3 Faorm

-2 Forms

< Back ][ Einizh l [ Cancel

3. Highlight each report and click the Print button. Note that these reports can be printed
after the year is closed. To print the reports listed within this wizard after the reports are
closed, go to File > Reports > System Folders > Payroll > Close Year and select the
reports from the report list. See the next paragraph on Adding Reports to the Close
Payroll Year Wizard for the necessary steps in adding reports to this list.

Adding Reports to the Close Payroll Year Wizard
Complete the following steps to insert additional reports into the Close Payroll Year wizard.
1. Go to File > Reports > System Folders > Payroll > Close Year folder.

2. Drag a payroll report from any other payroll folder into the Close Year folder or click on
the Add Report button and insert the desired report. Each report located within the
Close Year folder will be listed within the Close Payroll Year wizard.

Review the Reports > Report Menu section for more details on system folders.

Click on the Finish button to close the year. The wizard will continue with the Automatic Payroll
Tax Update wizard, which is explained in the next section.
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Automatic Payroll Tax Update

The Automatic payroll tax update wizard is used to update the most common tax and deduction
rates within the payroll system with the new year’s rates. Many taxes and deductions such as
local income tax and unemployment tax will not be updated. An accountant or tax consultant
SHOULD REVIEW ALL RATES. EBMS does NOT CERTIFY THESE RATES and is not liable for
any rates used within this software.

The Automatic Payroll Tax Update wizard is activated after a payroll year is closed but can also
be started by going to Payroll > Utilities > Tax/Deduction Rate Update. If payroll has already
been closed DO NOT RERUN THE CLOSE PAYROLL YEAR WIZARD TO UPDATE TAXES, but
rather access the wizard from the Utilities menu.

The following dialog will appear if the Automatic Payroll Tax Update wizard is activated:

Automatic Payroll Tax Rate Lipdate E]

Mew payroll tax tables hawve been found for 2000, Common payroll tases
can be updated with the new rates. [f do not uge the new tax tables vou
il need ta manually chanage your tax rates.

ibutomatically update iy payrall taxes with the new paprall tax tables

i) Do not automatically update my payroll tax tables.

Mewt > H Cancel

T
he first page of the Update wizard will contain two options if any payroll tax update files have
been found. The wizard will advise the user if the updated tax rate file cannot be found. Contact
your Eagle Solutions’ consultant for tax update information. Do not process any payroll within the
New Year until all tax rate changes have been entered.

1. Click on the first option — Automatically update my payroll taxes... to continue with
rate updates or click on the second option — Do not automatically update... to not
change payroll rates and manually change all rates or change them at a later date.

Click the Cancel button if you do not wish to continue with the tax updates.
Click the Next button to continue.
2. If the Automatically update my payroll taxes... option has been selected the

following dialog will appear:
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Automatic Payroll Tax Rate Lipdate

%)

Taxld Dezcrption lpdate To
N Ak, Section 401[k] Deferral
N FUTA, Federal Unemplovment Tax
_F'W'T-M Federal “ithkhalding Tax - Married P T-b - Federal Withholo
_F'W'T-S Federal Withalding Tax - Single FPwiT-5 - Federal Withaldir
N LOCAL Local ‘ithkhalding
- |MED Medicare MED - Medicare
_F'.-’-'-. Pennsylvania lncome T ax P, - P&, State Withholdic
- |s125 Section 125 Medical Plan
N 55 Social Security 55 - Social Security

State Unemplopment T ax _

< Back H Mewt > H Cancel

e The Tax ID and Description column lists all the taxes and deductions currently with
the payroll system. Some of these deductions may not be currently deducted from
any employee.

e The Update To field identifies the new tax that will be used to update the Tax ID’s
rate. The system will automatically try to match the original Tax ID with the Update
To rate. Click on any field within the Update To column and click on the drop down
button (down arrow button) to list all the available options. Only the taxes with the
same type will be listed as options. Go to Payroll > Taxes / Deductions > General
tab to view the Type setting for any current tax. Note that many deductions will not
have any Update To options since they vary between companies.

Click on the Next button and the following wizard page will appear:
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Automatic Payroll Tax Rate Lipdate §|

Fleaze werify that your payrall taxes have the corect rates.
The automatic tax update only updates the common paynol
taxes.

Frint the payrall tax rates.

Thiz report can be sent bo your congultant to verify your
pavroll tares.

< Back ” Finizh l[ Cancel

3. The wizard will print a list of all the payroll rates AFTER the new rates have been
updated. Click the Print the payroll tax rates OFF if you do not want this report to
print. An accountant or payroll tax consultant should review and verify all rates before
any payroll is processed within the New Year.

4. Click on the Finish button to update taxes and print rate report.

Payroll rates can be changed after timecards have been entered but new rates will not take effect
until the timecards are recalculated.
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Year End Payroll Adjustments

At times it is necessary to adjust tax amounts or gross pay for an employee or group of
employees. This may be necessary if a wrong tax code has been used or if adjustments need to
be made to an employee’s information after the payroll year has been closed and all timecards
have been processed. Some basic notes or additions to an employee’'s W-2 form can be
accomplished without creating transactions with the journal entry screen and are explained in the
proceeding Printing W-2 Forms section. These adjustments must be made with caution and
should not be attempted unless the user has a thorough knowledge of the general ledger and the
effect that it has on the payroll records.

Adjusting an Employee’s Gross Pay or Works Weeks

Debit/C Payment

redit G/L Class Employee ID Reference2 | Flag Track1 Track2

Debit Payroll Employee ID Check No. E Work -
Payable Weeks

Go to Payroll > Journal Entry:

Filz Process

Mate: | Adjust the gross payrall of an employee without creating or adding costs or changing the pagroll

Joumal |d: | 0501GF payable balance

Track one iz kept blank since the wark week total should not be altered.

@ Date: | U1/26/2005 Wed g
(7 Ending adjustment. *r'ear:
G/ account Debit Amount G/ account Credit Amount Description Employes 1D FPayment Flag
p [27000-000 200.00 |27000-000 200.00 JOHHEI E J
;
< >

[#]Balanced User [ADMIMISTRATOR Debit total: | $200.00 Credit total: | $200.00

Mot processed

1. Enter a descriptive Journal ID for the year end adjustments. A possible format could
be the payroll period that is being adjusted with a suffix of "GP" (Gross Pay). For
example, "9903GP" would be a logical ID code if the gross pay within the month of
November 1999 is being adjusted.

2. The transaction Date must be within the month and year of the period that is being
adjusted. Multiple journals must be entered if the user wishes to change the
employee’s gross pay within different month periods. A single journal can be used to
adjust the gross pay of multiple employees but not different monthly periods.

3. Employee’s gross pay may need to be raised for a number of reasons. The debit G/L
Account and Debit Amount values depend on the type of gross pay adjustment.

e |f the gross pay is to be increased and the pay is payable to the employee, the debit
G/L Account would identify the expense account. The user must then adjust
payroll payable. To issue a check to the employee, enter an expense invoice using
the Payroll Payable general ledger account within the expense invoice.
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o If the gross pay is to be adjusted for the employee but payroll payable should not
be effaced then the same general ledger account that is entered into the credit G/L
Account column should be entered in the credit G/L Account column. This will
increase the employee’s gross pay without affecting the company’s profit and loss
statement and without increasing payroll payable to the employee.

4. The credit G/IL Account must be a liability general ledger account classified as Payroll
Payable in order to affect the employee’s gross pay.

5. Enter the gross pay adjustment into the Credit Amount column. The adjustment
amount must be entered into the credit column. If you wish to decrease the gross pay
amount you must enter a negative value in the credit column rather than entering a
debit.

6. The employee’s ID code must be entered into the Employee ID column. Please verify
that the Employee ID code is spelled correctly and are in all caps. It is important to
double-check each ID since the system will not verify the code or give a warning until
the journal is posted.

7. The check number is normally entered into the Reference 2 column if gross pay is
increased within the payroll system. Since the transactions will be created with this
journal, enter a brief description such as "Adjustment” into the Reference 2 field.

8. Setthe Payment Flag to ‘E’ since it is an employee adjustment.

9. Enter the workweek adjustment into the Track 1 column. This value can be left zero
when gross pay is adjusted and the current workweek value is correct. The user can
enter a negative or positive workweek amount and keep the Credit Amount zero if the
user wishes to adjust the workweeks amount for the employee but does not wish to
adjust the gross pay. Note that the general ledger classified as Payroll Payable must
be entered into the credit G/L Account to adjust the workweeks value even if the
general ledger credit transaction has no value.

10. The Track 2 column can be kept zero.
The journal entry must be balanced to ensure the integrity of the general ledger.

Select Process > Process from the journal menu to create the transactions. TRANSACTIONS
MUST BE POSTED TO GENERAL LEDGER BEFORE EMPLOYEE'S HISTORY IS
ADJUSTED. Select Payroll > Post Transactions to post the adjustment transactions to
general ledger and to employee history pages.

Note that adjusting the gross pay within a journal will not add gross pay-by-pay type in Employee
Pay tab > View Years. The gross pay totals by pay type cannot be adjusted since these totals
are determined based on the pay date rather than the timecard detail date.

Adjusting an Employee’s Tax amount or Taxable Gross Pay

Debit/ Payment

Credit | G/L Class Employee ID Reference2 | Flag Track1 Track2

Credit | Payroll Tax | Employee ID Tax D E Taxable Gross
Deduction Gross Pay

Complete the following steps to adjust an employee’s tax-withheld amounts or taxable gross pay
totals. This may be necessary if the wrong tax or deduction has been withheld from the
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employee’s pay. This method may also be used to enter an employee’s beginning balances if the
payroll system has been implemented after payroll has already been processed.

1. Go to Payroll > Journal Entry to open the following window:

Eile Process
T ot
Journal |d: | 0105YRAD
@ Date: | 01/26/2005 Wed g
() Ending adjustment. YYear:
G/L account | Credit Amount Dezcription Employe... Reference 2 Payment Flag Track 1 Track 2 #
25120-000 -40.30 Incomect State Tax Deducted  JD P, E B50.00 650
p [25120-000 40.20 Incorect State Tax Deducted D OH E ER0.00 E50 K
4 >
[“]Balanced User |ADMIMISTRATOR Diehit batal: | $0.00 Credit total: | $0.00
Mot processed

In the example above, an adjustment was needed since the wrong state tax was withheld
from JD’s pay. A total of $40.30 was withheld from an employee’s taxable gross pay of
$650.00 in the month of January. The first line removes it from the wrong state tax of PA and
the second line enters the tax into the tax ID — OH. The taxable gross pay and the gross pay
are also adjusted within the Track 1 and Track 2 columns. This adjustment will NOT adjust
the employee’s taxable gross pay. See previous section for details in adjusting an Adjusting
an Employee’s Gross Pay.

2. Enter a descriptive Journal ID for the year-end adjustments. A possible format may be
the last two digits of the payroll year suffixed with "YRAD" as an abbreviation of year-
end adjustments.

3. Enter the transaction Date or click on the Ending Adjustment option. It is important
that the date or ending adjustment year is set to adjust the appropriate payroll year.

4. The debit G/L Account and Debit Amount should be blank.

5. Enter a liability general ledger account classified as a payroll tax/deduction account into
the credit G/L Account column.

6. The Credit Amount should equal the amount of the tax or deduction adjustment. Both
positive and negative adjustments must be listed in the credit column so the employee’s
accumulated tax totals are adjusted. To decrease the tax or gross values use a
negative number within the credit column rather than creating a debit transaction.

7. The Employee ID must be entered in the Employee ID column to identify the employee
who requires an adjustment. Please verify that the Employee ID code is spelled
correctly and is in all caps. It is important to double-check each ID since the system will
not verify the code or give a warning until the journal is posted.

8. Enter the tax or deduction’s ID code into the Reference 2 column. It is important that
the proper tax ID is entered with the code properly spelled and formatted. The Journal
Entry window does not verify the spelling or formatting of employee IDs.

9. The Payment Flag option must be set to E to adjust the employee’s tax history.

178



Closing the Payroll Year

10. Enter the employee’s Taxable Gross pay into the Track 1 and Track 2 columns. The
Track 1 values should be zero if the employee has already reached the maximum
amount of tax for the tax that is being adjusted. The Track 2 value should always equal
the employee’s gross pay even if the tax in questions is not being withheld.

The journal entry must be balanced to ensure the integrity of the general ledger.

11. Select Process > Process from the journal menu to create the transactions.
TRANSACTIONS MUST BE POSTED TO GENERAL LEDGER BEFORE
EMPLOYEE'S HISTORY IS ADJUSTED. Select Payroll > Post Transactions to post
the adjustment transactions to general ledger and to employee history pages.

The general ledger transactions created from the journal explained above will also adjust the tax totals found in the main
tax window.

Adjusting Company Tax Amounts

Debit/

Credit | G/L Class Employee ID Reference2 | Payment Flag | Track1 Track2

Credit | Payroll Tax | Employee ID Tax ID C Taxable Gross
Deduction Gross Pay

Adjusting the company taxes is a process very similar to adjusting Employee taxes. All the
information is identical with exception of the Payment Flag column. This option must be set to C
instead of E.

A general ledger journal can be processed without any employee identification but the
adjustments will NOT affect the employee’s company tax history. All payroll reports that display
company tax information will not be accurate if a journal is processed without the employee’s id.
To view company tax history for a specific employee go to Payroll > Employees > Company
Tax tab, highlight the tax you wish to view, and click the View Year button.

1. Go to Payroll > Journal Entry to open the following window:

File Process
N ake:
Journal [d: | 3304204
& Date: | 01/26/2005 Wed g
() Ending adjustment. ‘Year
GAL account  Dehit .. G/l account | Credi.. Description Employe... Refere... Pag..  Track1 Track 2
78310000 33.80 | 26520-000 33.80 ADJ State Unemplowement Tax D SUTA C £50.00 &50
3 3
*
[¥]Balahced  User |ADMINISTRATOR Diekit total | $33.80 Credit tatal: | $33.80
Mot processed

2. Enter the company’s expense general ledger account into the debit G/L Account and
enter the amount of the adjustment within the Debit Amount field.

3. Enter a liability general ledger account classified as a payroll tax/deduction account into
the credit G/L Account column.
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4. The Credit Amount should equal the Debit Amount, which is the amount of the tax
adjustment.

5. The Employee ID must be entered in the Employee ID column if the employee’s
history is to be affected.

6. Enter the tax or deduction’s ID code into the Reference 2 column. It is important that
the proper tax ID is entered with the code properly spelled and formatted. The Journal
Entry window does not verify the spelling or formatting of employee IDs.

7. Set the Payment Flag option to C.

8. Enter the taxable gross pay into the Track 1 column and the gross pay into the Track 2
column.

9. The journal entry must be balanced to ensure the integrity of the general ledger.

10. Select Process > Process from the journal menu to create the transactions.
TRANSACTIONS MUST BE POSTED TO GENERAL LEDGER BEFORE
EMPLOYEE'S HISTORY IS ADJUSTED. Select Payroll > Post Transactions to post
the adjustment transactions to general ledger and to employee history pages.

Adjusting Work Code Totals

Use the following guide to adjust work code totals. Follow the same entry and posting steps as
explained in the preceeding sections.

Debit/

Credit | G/L Class Employee ID Reference2 | Payment Flag Track1 Track2

Credit | Payroll Employee ID Work Code | Hours - Pay
Payable ID Level
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Printing W-2 Forms

W-2 Forms can be printed for the past year after the payroll year is closed and payroll has been
entered and processed within the new year. To order preprinted W-2 forms fax an order sheet to
Eagle Solutions listing your company name and the number of forms that are needed. Order a
few extra forms in case any W-2 forms need to be reprinted.

The user should verify the employee’s general information as well as tax deductions and gross
pay before W-2 forms are printed. Proceed with the following steps to verify payroll information.

1. Go to Payroll > Employees — General tab and verify the employee’s Name, Address,
and Social security number.

2. Click on the Personal tab and verify that the Head of household, deceased, and Legal
Representative options are properly set. See W-2 instructions or contact your
accountant for detailed explanations of these options.

3. Review the employee’s withholding taxes and deductions recorded within the Employee
Taxes tab.

4. Click on the Properties button for each tax to review the amount withheld, taxable gross,
and gross amounts. The history is found on individual year history tabs.

5. The Employee Earnings Record may be a valuable tool to use to verify all the taxes
withheld from all the employee’s pay.

6. Print the Employee Earnings Record, go to File > Reports > Payroll > Employees
folder and select the report.

Review the Year End Payroll Adjustments section to adjust an employee’s gross pay, workweeks,
amount of tax withheld, and taxable gross amounts.

Some deduction totals printed on the W-2 form can be manually adjusted such as EIC payments,
benefit adjustments, dependent care benefits, etc. Any tax or deduction that is listed on the W-2
form must be listed within the Employee Tax tab of the employee window. For example, if
benefit adjustments need to be listed on the W-2 form but no benefit adjustments have been
processed for the employee, the user must complete the following steps:

1. A deduction must be created and classified as a Benefit Adjustment if it has not already
been created. Review the Payroll > Taxes and Deductions > Adding New
Taxes/Deductions section for details on creating new taxes.

The benefit adjustment deduction must be listed in the employee’s Employee Taxes tab.
The amount can be entered or adjusted by going to Payroll > Employees > (the year tab

identifying the W-2 calendar year) and clicking on the W-2 Adjustment button. The
following window will open:
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W2 Adjustment Fz|
Adjustment Amount Total Tax W2 Code | W2 Estenzio| ‘wWeMEMOT3:
¥ 40056 40056 401K, 13D
| 141163 | 141163 FwT 2
| 133.48 133.48 LOCAL 20
— b EMO14:
193.59 193.59 MED B
| aramez AT382 PA 18
| 82775 82775 |55 4
< >
] Bension [ ok, ] [ Cancel ]
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2. Tax or deduction adjustments can be entered into the Adjustment column to adjust
some taxes or deductions. Many taxes such as Federal Withholding or Medicare cannot
be adjusted directly in this screen. An adjustment journal must be entered for these
taxes, which is explained in a previous section - Year End Payroll Adjustments.
Additional information can be manually typed into box 13 and 14 of the W-2 form by
entering information within the W2MEMO13 and the W2MEMO14 memo fields.

3. All taxes and deductions are placed within the W-2 forms based on the deduction types.
To view the position of a specific tax amount on a W-2 form go to Payroll >
Taxes/Deductions > General tab and click on the lookup button to the right of the Type
field. The following list will appear:
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Search For |0
S 401K |
] Dezcription Pension Deferred Compenzation W-2 Pozition
S407E. Section 401(k) Deferral W W 13 =
S 4034 Section 403(a] Salary Reduction v =
S 4038 Section 403[b] S alary Reduction v v 13 S
S406F Section 408[p] SIMPLE Medical v v 13
S408KE Section 408[k](E] Salary Red. SEP v v 13
54578 Section 457(b] Deferred Comp. v v 13 —
SEO1C Section 501 [c)18)[0) Tax-Exmpt Org v v 13
SICK.PY-Fw'T 3rd Party Sick Pay Ad) - Frt
SICKPY-MED 3rd Party Sick Pay Adj - Medicare T
SICKPY-55  3rd Party Sick Pay Adj - Soc. Sec. "l
STATE State Withholding 14 -
< 3
Select l [ Cancel ] [ Cluerny...

The W-2 Position column identifies the specific box within the W-2 form that will display the tax
total. For example, any deduction that has a tax type of Medicare will be displayed within box 6
or the form. The W-2 Prefix code is displayed when a deduction total is listed within box 13 or
14.

The W-2 Position, W-2 Prefix code, and the manual adjustment option are set within the
PYTXTYPE.DBF file and must be changed with a dbase file editor. Contact an EBMS consultant
if you wish to change these options.

The following company information should be verified before W-2s are printed:

e The Company Name and Address located in File > Company Information >
General tab.
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Company Information [E

General | Logn | Advanced |

Compary M arne: |E!ua|it_l,I H ardware]

Address: |Main Street

|F'.III. Box 100

City: | Lancaster

State: |F'ﬁ | Zip: |aaaaa |

Country: | US54 v

Contact [nfarmation

Fhane |[222] 5A9-8009

ﬂ| W ote: Sales Tax Exempt #

721231223123
Fax |[222] 9897474 ﬂ|
Extenzion |2EI1 ﬁ|
Contact |h-1r. Srith j|

E-Mail | Smithigqualitybware. com ﬁ|

[ OF. l [ Cancel

e The SS/EMP. ID# located in File > Company Information > Advanced tab. The
Employer’s Identification number or social security number should be entered in this
field.
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Company Information [5_<|

General | Logn | Advanced |

SS/Emp. [D#: 2:3:-1 2345639 |

Cormparny Type: |Eu:ur|:u:urati0n V|
Payrall Payer Tupe: |E|4'| -9 v|
State Drescription State [D#
P Fennsylvania 93-1234567 |

Data Path: |E:xEBM5xLive Demo Data |

Beport Path: | C:\vebrmghreportsh, |

[ OF. l [ Cancel

e The Payroll Payer Type. Contact your accountant or Eagle Solutions consultant if
you are not familiar with this setting.

o All states in which employees reside should be listed along with the State ID#. This
information will be listed at the bottom of the W-2 form. The State column should
reflect the 2 character abbreviation of the state.

NOTE: The state income withholding tax ID code must equal the state abbreviation
entered in the State column. This is required to properly print the W2 forms.

The W-2 forms may be printed after all employee data has been verified. Go to File >
Reports > Reports > Payroll > Year End folder and select the appropriate W-2 report.

After the W-2 forms are printed the W3 form should also be printed. See W3 form listed
in the File > Reports > Reports > Payroll > Year End folder.
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