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Payroll Main Screen:
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Normal Processing is divided into 3 categories:

Payroll Explorer
Reprint Checks
Employee Time Journal



Payroll Explorer:

Payroll / PR Explorer | i [AI1] "AMERICAN IDOL NURSING HOME" Q x
B Master | D1Detsl |
Display Batches New
Unposted Pasted Al All Tramsactions  « || [ iew/Edit Checks... ‘ & Print Posting Repart... ‘ & Expott.. ‘ (2] Unpost... | Edtt
- :
Delete
1000127 |07/02/2M2 06N 72011 06A4/2012 | 06/27/2012 |[10-1020.00) Cash in Bank - General E - Bitweskly 1 a0 0
1000122 06M18/2012 | 05/10/2011 |05/31/2012 |06/13/2012 | [10-1020.00] Cash in Bank - General B - Bi'weskly 3 a0 1) £
1000113 |06/04/2012 | 051042011 | 06A7/2012 | 05/30/2012  |[10-1020.00] Cash in Bank - General B - Biweskly 2 a0 0
1000111 |05/21/2012 | 0510/2011 | 06/03/2012 | 05A16/2012  |[10-1020.00) Cash in Bank - General B - Biweskly 1 a0 0
1000101 |05/07/2012  1216/2010 | 04/19/2012 | 06/02/2012 | [10-1020.00] Cash in Bank - General B - Bi'wWeekly 2 a0 0
1000035 |04/23/2012 |1119/2010 | 04/06/2012 | 0418/2012  |[10-1020.00) Cash in Bank - General B - Bi'weekly 1 a0 0 m
1000034 |04/09/2012 | 11192010 | 03/22/2012 | 04/04/2012 |[10-1030.00) Cash in Bank - Payoll B - Bitweekly 2 a0 0
1000092 |03/26/2012  1118/2010  02/08/2012 | 03/21/2012 | [10-1020.00) Cash in Bank - Payroll E - Biweekly 1 a0 0
1000091 |03M2/2012  11/05/2010 | 02/23/2012 | 03/07/2012 | [10-1020.00) Cash in Bank - Payroll E - Biweekly 2 a0 0
1000097 |01/30/2M2 10/22/2010  0112/2012 | 01/26/2012 | [10-1020.00] Cash in Bank - Pagroll E - Biweekly 1 20 0
1000026 |01/16/2012 | 10/26/2010  12/29/2011 | 01/11/2012 | [10-1020.00) Cash it Bank, - Paproll E - Biweskly 3 20 0
1000085 |01/02/2M2 |10/20/2010 1 1215/2011 |12/28/2011 | [10-1030.00) Cash in Bank. - Paproll E - Bitweskly 2 a0 0
1000143 |07/06/2011 | 08A19/2011 | 07/06/2011 | 07/06/2011 | [10-1030.00) Cash in Bank. - Paproll B - Bi'weskly 1 8 0
1000139 06/15/2011  06A15/2011  03/08/2012  03/21/2012  [10-1030.00] Cash in Bank. - Payroll B - Bitweskly 1 a0 0
1000132 |05/24/2011  05/24/2011  01/12/2012  01/25/2012  [10-1030.00] Cash in Bank - Payoll B - Bitweskly 1 a0 0
1000131 |05/24/2011  05/24/2011  03/08/2012  03/21/2012  [10-1030.00] Cash in Bank - Payoll B - Bitweskly 1 a0 0
1000130 05/24/2011  05/24/2011  0212/2011  02/25/2011  [10-1030.00] Cash in Bank - Payoll B - Biweskly 1 a0 0
1000083 |03/02/2011 | 10A13/2010 | 0212/2011 | 02/25/2011 | [10-1030.00] Cash in Bank - Payoll B - Bi'wWeekly 1 a0 0
1000082 |02416/2011 |10/08/2010 | 01/28/2011 | 02/11/2011 | [10-1030.00) Cash in Bank - Payoll B - Bitweekly 2 a0 0
1000077 |02/02/2011 | 0810/2010 | 01/15/2011 | 01/28/2011 | [10-1020.00) Cash in Bank - Payroll E - Biweekly 1 an 1} -
Fileer And Refresh Master Data
Advanced Filter
Field [[Mone] -] Relates (= -] ——
Refresh Data
Walug Apply Simple Filter m

This is the Payroll Explorer screen where that will hold all the payroll batches a facility has created. This screen
gives a snapshot view of the Payroll batches — Check date, Posting date, Begin/End date, Cash Credit account #,
Pay Period, Payroll of Month, Regular hours, Holiday hours and Description information processed in the
system.

FUNTION TAB/BUTTONS ON SCREEN
Display Batches
e Unposted — batches that have not been posted/updated to the system yet
e Posted - batches that have been posted/updated to the system
e All - will display all posted/unposted batches, you can select the arrow in the drop down box to
select a specific batch

Red means that there are checks there that have not yet been printed
Black means all checks in the batch are printed correctly
Gray shading it means there is a voided check in that batch

\’/ Print Posting Report — this allows the user to post a selected batch directly from the master
screen. This option will only be available under Unposted batch display option.

'\"’ Print Checks — this allows the user to print the checks for the displayed batch directly from the
master screen. This option will only be available under Posted batch display option.

Export — this allows the user to create direct deposit file to send to their bank

HitEthg

View/Edit Checks — this allows the user to view the printed checks or edit the check before print



New — used to create the records for PR Explorer (new Payroll batch)

Edit — used to edit the records within the master list or in the pre-posting process

Delete — used to remove records that are erroneous/invalid prior to posting

Clone — used to duplicate information allowing user to make changes

Print — allows the user to print selected PR transaction details

Close — used to exit from PR Explorer back to PR Normal Processing screen

Advance Filter — used to locate records quickly in the master list

Refresh Data — used to update the master list when records have been created but are not appearing

on the list

To create a Payroll batch, double click the NEW button and a box will appear on the screen prompting the user

to select batch type.

Payroll / Batch | ¢ [Al1] "AMERICAN IDOL NURSING HOME™ Q x
Entering Type

@ Manual Entiy
) Import Time Clock
RTC-1000 Export Option:s

Browse

Payroll Batch — this is the first screen the user will see when it comes to creating a payroll batch.
e Manual Entry — if you are manually entering employees’ hours

e Import Time Clock — if you are importing employees’ hours from a time clock

Click the Next button to go to the next screen.



Pagroll / Batch | 2 [Al1] "AMERICAN IDOL NURSING HOME"

Edit Batch

Pay Periad
Period Beginring Date
Period Ending Date
Check Dats
Paroll of Month
@1 @2 ©3
Cunent Pariod Days
Prior Period Days
Cash Credit
Desciption
Employes Filter
Pay Typs
Department

Order By

B - Bitw'askly Q
02/07/2M3 @
02/20/2m3  Q,

02/25/2M3 Q,

14 Flegular Hours i
0 Holiday Hours 0

[10-1020.00] Cash in Bark - General Q

8 - Both q
<Al Departments: Q

1 - Employes Name Q

") Accept Batch with Defaults
@ Manual Enter Employee Info

Cancel | [ ¢Back || Accent Batch

Payroll Batch Detail - This is where you will enter the batch specific details:

e Pay Period — this will be determined from the Default Pay Period set in the PR Module Master

e Period Beginning Date — the beginning date of the pay period

e Period Ending Date — the end date of the pay period

e Check Date — the date the checks will be dispersed

e Payroll of Month — this will be determined from the Default Pay Period set in the PR Module Master.
You will need to determine which pay of the pay cycle you are entering employee hours.
Ex: if Pay Period is set as Bi-Weekly — there may be three pay periods in a month, denotes which pay
this batch is in

e Current Period Days — how many days of pay period are in current period

e Regular Hours — how many regular hours in this pay period

e Prior Period Days — how many days of pay period are in prior period

e Holiday Hours — how many holiday hours in this pay period

e Cash Credit — enter Cash Credit Account used for Payroll (default set up in PR Module Master)

e Description — description specific to payroll batch (this is not required, you can leave blank)

Employee Filter

e Pay Type — select which employee types are to be included in this payroll batch

H- Hourly; will include only Hourly Employee Types
S — Salary; will include only Salary Employee Types
B — Both; will include both Hourly and Salary Employee Types
e Department — select which departments are to be included in this payroll batch

All Departments or individually select departments from drop down menu



e Order By

Employee Name — sort order by employee name

Employee ID — sort order by employee ID number

Department + Employee Name - sort order by department then employee name
Department + Employee ID - sort order by department then employee ID number

Accept Batch with Defaults — allow the system use the default entries made in the master
file set up during the input of employee hours

Manual Enter Employee Info — manually enter the employee information

After all the information has been entered for this payroll batch, click the ACCEPT BATCH button.

Payroll Entry:

Pagroll 7 Batch | [ [A1] "AMERICAN IDOL NURSING HOME" Q x
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)
Check # |Employee [click on the name to select) Periods - - n n N -
1 Mr. Aiken, Clay Rufus 1 | Payroll Specifics. . | [ Withholding Info._. | [ View Log._. | | Skip This Employee |
Earnings
Earning |Hours |Amount | | | + | Eamning Categony |Hours ‘Amount Hours Available -
[6000] Registered Murse Distinct ﬂ S [E] Regular 0 2.750.00
[E] Regular a0 2,750.00 [E] Dvertime 1} 0o
[E] Dvettime 0 [itin] [E] Borus i 500,00
[E]Banus a 500.00 [E] Holiday 0 0.00
[E] Holiday 1} 0.0 = |[E]Sick Pay o 0oo 42
[E] Sick Pay 1} 0.0 [E]Paid Time Off 1} 0o 232
[E] Paid Time OFf a 0.00 [E] Bereavement 1] 0.0g a
[E] Bereavement a 0.00 [E] Shift Differential 0 0.00
[E] Shift Differential 1} 0.0 [E15Hift Diff. OT 1} 0o
[E] Shift Diff. OT 0 [itin] [E] Special 0 1370
[E] Special a 1.375.00 [E] Anniversary Bonus Time o 0.00 16
[E] Arniversary Bonus Time 1} 0.0 [E]VACATION o 0.0o 232
[E]WACATION 1} 0.0 Total 80 4.625.00
Go To Deductions | [ Accept & Go To Next Employee |
[ Accept & Eait ]

This is the Payroll Batch Entry where you enter/review the employee information specific to this pay period.
The Payroll entry will allow you to enter/modify the following information for each employee:

Earnings, Deductions, Employer Taxes, Benefits, Direct Deposit.

At the top of the screen you will see the Payroll Batch # and Check Date, this is assigned by the system when

you entered the payroll specific information on the previous screen.



e Check # - this will allow you to create more than one check for this employee within the current
batch. If you need to assign another check, click in the Check # box, a system message will appear:
“Would you like to create one more check for this employee within the current batch?” YES/NO.
If you select YES, a confirmation message will appear on screen: “The check has been changed.
Accept changes? YES/NO

e Employee [click on the name to select] — this will allow you to select an employee and check from
a selection window. You can select the employee and check you want to work on within this batch.
You can create a new check for this employee by clicking on the New Check button or you can
delete a check by for this employee by clicking on the Delete Check button.

Select Employee and Check =

Search: || X Clear

|Employee |Check Seq [NetPay  [DateHired |Date Temn. | =
B M1, Aiken, Clay Rufus 1 2559.03 12/20/2006

s, Clarkgan, Kely.Jernifer 12/15/2008

M, Dewyze, Lee R, 1 1152.05 06/28/2010

Labarge, Becky 01./01/2004

Larbert, &dam 07 /082010

Mew Check Delete Check | axK Caricel

Pay Periods - refers to how many pay periods to calculate the taxes (federal and state) for the earnings entered
on the input screen for this employee.

Payroll Specifics — if you need to make changes to the employee’s pay earnings, deductions and
benefits. This is a shortcut to the Employee Payroll Specifics on the Company File Maintenance screen.
Withholding Info — if you need to make changes to the employee’s exemptions. This is a shortcut to
the Employee’s Withholding Information on the Company File Maintenance screen.

Skip This Employee — click this button to move to the next employee, no entry will be recorded for this
employee

The employee Earnings Screen:

Earnings — will list all the earnings for the specified employee under the home department. The Home

Department of the employee will be noted by the = icon. Employee may have worked in multiple

departments; in that case, you can add another department by clicking the “¢" button. This will bring
up a selection screen to select the additional department the employee worked in.

Hours — will list the hours the employee worked for this pay period



The employee Earnings Category Screen:

Earnings Category — will list all the earnings for the specified employee for this pay period
Hours — will list the hours for each earnings category for this pay period

Amount — will list the dollar amount and/or hours used for each earnings category for this pay period

Hours Available — will list the available hours for earnings categories that accrue time the employee
has available

If the user manually changes any of the information in the Hours and/or Amount columns the were auto-

populated by the system or brought in from a time clock interface, you can right click in the column and a
Recalculate option will appear on screen to recalculate the information.

The button on the lower right of the screen:

Go to Deductions button — will process the specified employee’s earning information and go to the Deduction

screen for the specified employee.
Accept & Go to Next Employee button — will process the specified employee’s record and go to the next
employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll batch

When you click on the Go to Deduction button, the following screen will appear:

Pagroll / Batch | g2 [Al1] "AMERICAN IDOL HURSING HOME" Q x
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)
Check # | Employes [click an the name to select] Perinds - - - - N N
1 Mr. Aiken, Clay Rufus 1 I Payroll Specifics... ] I Withholding Info... ] I View Log... I [ Skip This Employee ]

Deductions

Deduiction [Hours [ Amount + [Category [Amount | .

[D] Health Inswiance - 100.00 Gross Pay 4625.00

[D] United ‘W ay - 231.25 Deductions (331.29)

[T] Federal Income Tax - 943.36 Employee Taxes [1.756.45]

[T]FICA - 28055 Direct Deposits [253.73)

[T] Medicare - E5.E1 = MetPay 2.283.57

[T]EIC Payment - 0o Employer Tazes [676.76)

[T] State Income Tax-OH - 195.43 Benefits (600.00)

[T] State Income Tax (IL) - 0.oo

[T] City Income Tax-Beachwood - 9050

[T] City Income Tax - 13575

[T] School District Tax - 4525
[ Go To Employer Tazes ] [ Accept & Go To Next Employee ]
[ Go Back To Earnings ] I Accept & Exit ]

The employee Deduction Screen:

Deductions — will list all the deductions and amounts for the specified employee



Category/Amount— will summarize the employee’s Gross Pay total, Deductions total, Employee Taxes
total, Direct Deposit amount, Net Pay amount, Employer Taxes total and Benefits total for this
employee check for this pay period

If the user manually changes any of the information in the Amount columns that were auto-populated by the
system or brought in from a time clock interface, you can right click in the column and a Recalculate option
will appear on screen to recalculate the information.

The button on the lower right of the screen:

Go to Employer Taxes button — will process the specified employee’s deduction information and go to the
employer’ tax screen for the specified employee.

Accept & Go to Next Employee button — will process the specified employee’s record and go to the next
employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll batch

Go back to Earnings button — this will allow you to go back to specified employee’s earning information to

make any changes

When you click on the Go to Employer Taxes button, the following screen will appear:

Payroll / Batch | g [AI1] "AMERICAN IDOL NURSING HOME" Q x
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)
Check # | Emplayes [click on the name to select] Periods — - . . A
1 Mr. Alken, Clay Rufus 1 [ Payrall Specifics... | [ Withholding Info... | [ View Log... | [ Skip This Employee |
Employer Taxes
Emplayer Tax Amaunt -~ |Categoy [Amount | -
[RIFICA 28055 Gioss Pay 4.625.00
[R] Medicare 6551 Dedustions [331.25)
[R]FUI 14.685 Employee Tares [1.756.45)
[R]SUI 89.50 Direct Deposits [253.73)
[RIWEC 22625 _ MetPay 2,283.57
" Employer Taxes [676.76]
Benefits (600.00]
[ Go To Benefits ] [ Accept & Go To Next Employee ]
[ 6o Back To Deductions | | Accept & Exit ]

The Employer Taxes screen:
Employer Taxes — will list all the employer taxes and amounts for the specified employee

Category/Amount — will summarize the employee’s Gross Pay total, Deductions total, Employee Taxes
total, Direct Deposit amount, Net Pay amount, Employer Taxes total and Benefits total for this
employee check for this pay period



If the user manually changes any of the information in the Amount column that were auto-populated by the
system or brought in from a time clock interface, you can right click in the column and a Recalculate option
will appear on screen to recalculate the information.

The button on the lower right of the screen:

Go to Benefits button — will process the specified employee’s deduction information and go to the employee’
benefit screen for the specified employee.

Accept & Go to Next Employee button — will process the specified employee’s record and go to the next
employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll batch

Go back to Deductions button — this will allow you to go back to specified employee’s deduction information

to make any changes

When you click on the Go to Benefits button, the following screen will appear:

Payroll / Batch | g [AI1] "AMERICAN IDOL NURSING HOME™ Q x

Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)

Check # | Employee [click on the name to select) Periods

1 M. Aiken, Clay Rufus 1 | Payroll Specifics... | [ Withholding Info._. | [ View Log._. | | Skip This Employee |
Benefits
Benefit Amount Category |Amounl -
[B] Health Insurance £00.00 Gross Pay 4,625.00
Deductions [331.25)
Employee Taxes [1.756.45)
Direct Deposits [252.73)
Net Pay 2,283 57
Employer Taxes (676.76)
Benefits (600.00)

m

| Bo To Dircot Deposit | | Accept & Bo To Next Employee |

[En Back To Employer Taxe:] [ Accept & Exit I

The Employee Benefit screen:
Benefits — will list all the benefits and amounts for the specified employee

Category/Amount— will summarize the employee’s Gross Pay total, Deductions total, Employee Taxes
total, Direct Deposit amount, Net Pay amount, Employer Taxes total and Benefits total for this
employee check for this pay period

If the user manually changes any of the information in the Amount column that was auto-populated by the
system or brought in from a time clock interface, you can right click in the column and a Recalculate option
will appear on screen to recalculate the information.



The button on the lower right of the screen:

Go to Direct Deposit button — will process the specified employee’s benefit information and go to the
employee’s direct deposit screen for the specified employee.

Accept & Go to Next Employee button — will process the specified employee’s record and go to the next
employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll batch

Go back to Employer Taxes button — this will allow you to go back to specified employer’s tax information to

make any changes

When you click on the Go to Direct Deposit button, the following screen will appear:

Pagroll / Batch | g [AI1] "AMERICAN IDOL NURSING HOME" Q x

Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)

Check # | Employes [click on the name ta select] Periods

1 Mr. Aken, Clay Rufus 1 [ Payroll Specifics. . | [ Withholding Infa._. | | View Log... | [ Skip This Emplayee |
Direct Deposit
Bark Name Percentags | Amourt Categary [ Amount | a
First Savings and Trust Bank 10% 25373 Giross Pay 4,525.00
Deductions [331.29)
Emplayee Tares [1.756.45)
Ditect Deposits (253.73)
Net Pay 2,283 57
Employer Taxes [676.76)
Benefits (600.00)

m

[ Accept & Go To Next Employee |

Go Back To Benefits | | Accept & Exit J

The Employee Direct Deposit screen:
Bank Name — will list all the banks the employee has set up for direct deposit

Percentage — will show the percent amount of the check that is being deposited into the account for
the specified employee’s account. If the amount is a flat dollar amount there will be nothing listed in
this column.

Amount — will list the actual dollar amount that is being deposited into the account for the specified

employee’s account

If the user manually changes any of the information in the Percentage/Amount columns the were auto-
populated by the system or brought in from a time clock interface, you can right click in the column and a
Recalculate option will appear on screen to recalculate the information.



The button on the lower right of the screen:

Accept & Go to Next Employee button — will process the specified employee’s record and go to the next
employee record

Accept & Exit button — will process the specified employee’s record and exit out of the Payroll batch

Go back to Benefits button — this will allow you to go back to specified employee’s benefit information to

make any changes

If all the employees’ information is entered into the payroll batch, you will click on the Accept & Exit button to

go back to the Payroll Explorer screen. To run the posting list, you can click the \” Post from the Payroll
Batch screen. The system will generate a Payroll Pre-Posting Report of the employees’ information entered
for the specified pay period. If you need to go back into the Payroll batch to add or modify employee
information you can double click on the batch appearing in the Payroll Explorer screen or you can click on the

View/Edit Check button.

When clicking on the Post button, the system will generate a series of payroll Pre-posting reports.

Payroll # Batch Posting | £ [AI] "AMERICAN IDOL NURSING HOME™

Zoom 100% - | 14 4 1 SRR ER Y= A, Sep. L3 Emot | o Post | xl:ancell

[Al1] "AMERICAN IDOL NURSING HOME"
Preposting Report
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)

Earnings Hours Amount Employee Amount Deductions Amount Employer Amount  Disbursement Details
Taxes Taxes & Benefits

Aiken, Clay R. ID: 1 REG 80 275000 FIT 94336 HLT 10000 FUI 1485 NET 228357
Dept: 8000 Registered Nurse Distinct SSN: 821-23-T4  BON S00.00 FICA 28055 UNW 23125 sul 8350 Check#
Period End:02/20/2013 Weeks: 2 SPC 1,375.00 65.61 WC 22625 Check Date 02252013
Rate: 2750 Bi-Weekly Type: Salarly F/P:F 19543 FICA 28055 DirectDep 25373

80.50 MCR 65.61

135.75 INS £00.00

45.25

1,756.45 1,276.76

Ful NET 2,283.57
sun Check #

wc Check Date  02/252013
FICA Direct Dep 253.73
MCR

The Earnings Report will list the following information in for each employee: Employee ID, Employee Name,
Period Ending, Social Security number, F/P, Type, Frequency, Federal Tax, State Tax, Rate and Department.
Earnings category(s), Hours, Employee and Employer Taxes and Deductions for employees will print on this
report. Under the Disbursements Details, the Check # will not print on the Pre-posting report, the Check # will
only print after the checks have been printed and the user print the posting report from that batch process.



Payroll / Batch Posting | £ [AI] "AMERICAN IDOL NURSING HOME™

Zoom 100% ~

M43 TEEER =

Piint All

% Setup. L Expont ‘

o Post | % Cancel |

[Al1] "AMERICAN IDOL NURSING HOME"
Preposting Report

Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)

Employee ID Employee Name SSN Gross Taxable Gross  Percent Tax Withheld  Tax Liability
FEDERAL TAXES
Ful
1 Mr. Aiken, Clay Rufus 621-23-74 4,625.00 2,475.00 14.85
4,625.00 2,475.00 0.60 0.00 14.85
940 Total 0.00 14.85
FIT
1 Mr_ Aiken, Clay Rufus 621-23-74 4,625.00 4,525 00 943 36
4,625.00 4,525.00 943.36 943.36
EIC
1 Mr. Aiken, Clay Rufus 621-23-74 4,625.00 4,625.00
4,625.00 4,625.00 0.00 0.00
FICA EE
1 Mr_ Aiken, Clay Rufus 621-23-74 4,625.00 4 52500 28055
4,625.00 4,525.00 6.20 280.55 280.55
FICA ER
1 Mr. Aiken, Clay Rufus 621-23-74 4,625.00 4,525.00 280.55
4,625.00 4,525.00 6.20 0.00 280.55
Social Security Wages 4,625.00 4,525.00 280.55 561.10

MCR EE

The Payroll Tax Detail report will list the following information in for each employee:

Employee ID — employee number assigned to employee

Employee Name — employee name

Social Security number — employee SSN#

Gross — personal income before taxes

Taxable Gross — gross income less allowable tax deductions

Percent — percentage amount of tax deduction

Tax Withheld — government required withholding tax on employment income

Tax Liability — total amount of tax a company is legally obligated to pay




Payroll / Batch Posting | G [A11] "AMERICAN IDOL NURSING HOME™ Q x

Zoom 100% - | 4 4 B TER Y= Fiint 41 % Sewp. [§Ewpot | & Post | X Cancel
[Al1] "AMERICAN IDOL NURSING HOME"
Preposting Report
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)
Employee Name Gross Taxable Gross  Percent Tax Liability
FEDERAL TAXES
Ful 4,625.00 2,475.00 0.60 14.85
940 Total 14.85
FIT 4,625.00 4,525.00 943.36
EIC 4,625.00 4,625.00 0.00
FICAEE 4.625.00 4,525.00 6.20 280.55
FICAER 4,625 00 4,525.00 6.20 280 55
Social Security Wages 4,625.00 4,525.00 561.10
MCR EE 4,625.00 4,525.00 1.45 6561
MCR ER 4,625.00 4,525.00 1.45 6561
Medicare Wages 4,625.00 4,525.00 131.22
941 Total 1,635.68
STATE TAXES
wc
wc 4,625.00 4,525.00 226.25
WC Total 226.25
SIT
State Income Tax (IL) 4,625.00 4,525.00 0.00
State Income Tax-OH 4,625.00 4,525.00 195.43

The Payroll Tax Summary report will list the all the taxes and the total amounts for each tax without listing all
the employees details that accumulate the total.

e Gross — personal income before taxes

e Taxable Gross — gross income less allowable tax deductions

e Percent — percentage amount of tax deduction

e Tax Liability — total amount of tax a company is legally obligated to pay

Payroll 7 Batch Posting | €3 [AI] "AMERICAN IDOL NURSING HOME"

Zoom 1002 - | 14 4 7 [ | el aﬁ‘ O Priet (] Print A0 A, Setup. L) Export ‘ « Past | xlsam:ell

[AlI1] "TAMERICAN IDOL NURSING HOME"
Preposting Report
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)
Entries were accrued for 14 current period days, 0 prior period days.
Feb, 2013 Prior Period
Account Debit Credit Debit Credit

[10-1020.00] Cash in Bank - General 2.537.30
[20-3010.00] 941 Tax Payable 1,635.68
[20-3020.00] State Witholding Tax Payable 19543
[20-3030.00] City Witholding Payable 27150
[20-3040.00] Federal Unemployment Tax Payable 14.85
[20-3050.00] State Unemployment Tax Payable 89.50
[20-3060.00] Workers Comp. Payable 226.25
[20-4110.00] Health Insurance Payable 700.00
[20-4120.00] United Way Payable 23125
[51-1030.00] Registered Nurses Cert 4.625.00

[51-2520.00] Mursing Hab Payroll Taxes Cert 676.76

[51-2530.00] Mursing Hab Benefits Cert 600.00

Totals: 5,901.76

The PY GL Journal Report will list all General Ledger accounts used in Payroll with the amount in the
debit/credit column. Any accounts used for accrual processing will show the amounts for current and next
month.



Payroll / Batch Posting | E% [AI1] "AMERICAN IDOL HURSING HOME™

Zoom 100% ¢ 14 4 8 R E N Y= R % Sewp. [hEwmot | & Post | X Cancel

[Al1] "AMERICAN IDOL NURSING HOME"
Preposting Report
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)

Transaction #  Date Employee Amount
02/25/2013 Mr. Aiken, Clay Rufus 2,283.57

Total: 2,283.57

The Check Register will show the employee check information. When the blue line appears on the report, this
is a drill down function that allows the user to drill down to view the actual check print.

Pagroll / PR Check | g% [Al1] "AMERICAN IDOL NURSING HOME" x

Zoom 100% - | 4 4 1 b oMl L_,!;Expurt
" Employee ID: 1
Aiken, Clay R
i SocialSec# 6212
Registered Nurse
This Check Yearto Date Hours Total
Gross 4625.00 4,625.00 Regular 80 2,750.00
Health Insurance (100.00) (100.00) Bonus \] 500.00
United Way (231.25) (231.25) Special 0 1,375.00
Federal Income Tax (94336) (951.40)
FICA (280.55) (190.05)
Wedicare (65.61) (65.61)
State Income Tax-OH (195.43) (195.43) Total: Continued
City ncome Tax-Beachwood (90.50) (90.50) Pay Period Beginning:  02/07/2013
City Income Tax (13575) (13575) Pay Period Ending.  02/20/2012
School Dstrict Tax (45.25) (45.25) Pay Periods: 1
MetCheck Continued Hours to Date  Accumulated  Avaiable
Check Number: Anniversary Bonus 0 16 18
CheckDate: 02/25/2013 Sick 0 48 48
Regular Rate: 2,750.00 Vacation v “ “
PTO 0 22 232
volID
Aiken, Clay R 02/25/2013 VOoID
City IL 36145

This is the screen shot of the drill down to the employee’s check print.



Payroll / Batch Posting | g% [AI1] "AMERICAN IDOL HURSING HOME™

Zoom T00% v | 14 4 3 oM | & Qe Grina % Sewp. [hEwot | & Past | X Cancel

[Al1] "AMERICAN IDOL NURSING HOME"
Preposting Report
Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly)

Employee Deposit Amount Bank Name Account No Routing No

Mr. Aiken, Clay Rufus 253.73 First Savings and Trust 95498498 651651654
Bank

Total: 253.73

The Payroll Direct Deposit report will show all the employees that are set up in the Employee Master - Direct
Deposit along with the Deposit Amount, Bank Name, Account Number and Routing Number for each
employee.

After the user reviewed the Pre-Posting Report and confirmed all the information is correct, the user will check

the {Post button to post the transactions. If there is a problem on the Pre-Posting Report, the user will

select X Cancel and go back into the transactions and make the appropriate change(s) to the transaction(s)

requiring corrections. After all corrections have been made the user will repeat the posting process.

You can now print the Payroll checks for this Payroll batch from this processing step.



Paroll / Print Checks | [ [Al1] "AMERICAN IDOL NURSING HOME" x

Payroll Batch: 1000160 Check Date: 02/25/2013 (B - Bi-Weekly) Posted: 04/14/2014

Bank Account:  ap Next Check No: 847 Change Mext No

Frinter: [ArtisanSEU[Nelwork] '] Printer Properties... |

|F‘Iease make sure to load checks into printer. |

@ Print Checks (1] ) Print Electronic Transfers [0) (Order: | Batch Detault hd

‘Date |Emp\nyae |Eheck Mo Net Pay (3 Print Presiew
ﬂ 02/25/2013  Mr. Alken, Clay Rufus 228357
& Print Selected
[y Print &)
|:] Change Mo
[ Skip
@ Skip Range..

At the top of the screen you will see the Payroll Batch # and Check Date, this batch identification information
for the checks you are about to print.

Bank Account — system will display the bank account information for the payroll checks
Next Check No — system will display the next check number assigned to print
Printer — system will display the printer the payroll checks will print on

Change Next Check No - if the check number is incorrect, click in the Next Check No box and enter in
the correct check number for this check, then click the OK button.

Printer Properties - if the default printer is not the correct printer to print the checks, then you can
select the appropriate printer by clicking on the Printer Properties button.

Print Checks — will display the number of payroll checks to print on actual check forms

Print Electronic Transfers — will display the number of vouchers to print on plain paper for direct
deposits

Order — this will allow the user to select the order the checks will print:

e Batch Default —the order the employees show up in Payroll batch entry (default option)
e Employee — will print alphabetically by employee name

e Check Number — will print by check number order

e Net Pay — will print by net pay order start will lowest amount to highest amount

e Creation Order — will print in the timeclock interface order

The system will prompt you with a message before printing the checks to “Please make sure to load
checks into the printer.” You will notice multiple options to print the checks:



Print Preview - the system will allow you to view the checks on screen
Print Selected — the system will only print checks you selected to print
Print All — the system will print ALL check listed on the screen

Change No — the system will allow you to check the Check No

Skip — the system will allow you to skip check numbers

Skip Range — the system will allow you to skip a range of check numbers

After you selected the appropriate print option, the system will show the progress of the print queue by

placing a black arrow beside the check that it is currently printing.

***NOTE: If the checks did not print properly, you would select NO to the message “Did the checks print

properly” and the following message would appear on screen to select the checks that did not print properly.

Select all the checks that did not print properly. Check the Generate new numbers if you need to print the

checks with a new check number. Then check Start from Check No box to indicate to the system that the new

starting check number will be. Click the Done button.

Payroll / PR Check | £ [Al1] "AMERICAN IDDL NURSING HOME™ b

Zaom 1002 < | J4 4 1 '] [y Export
. Employee ID: 1
Aiken, Clay R
en. Lay SocialSec# 6212
Registered Nurse
This Check Yearto Date Hours Taotal
Gross 4,625.00 9,250.00 Regular 80 2,750.00
Health Insurance (100.000 (200.00) Bonus V] 500.00
United Way (231.25) (462.50) Special 0 1,375.00
Federal Income Tax (943.36) (1,894.76)
FICA (280.55) (470.60)
Medicare (65.61) (131.22)
State Income Tax-OH (195.43) (390.86) Total Continued
City hcome Tax-Beachw ood (80.50) (181.00) Pay Period Beginning: 021072013
City Income Tax (135.75) (271.50) Pay Period Ending:  02/20/2013
School District Tax (45.25) (90.50) Pay Periods:
Net Check. § Continued Hours to Date  Accumulated  Avalable
Check Number # Anniversary Bonus \] 16 16
CheckDate: 0202512013 Siek 0 48 48
Regular Rate: 2,750.00 Vacalion 0 0 “
PTO 0 22 232
#
VoID
piken, Clay R 02/252013 VOID
City IL 36145

This is a Print Preview of the actual Payroll check the system will print on your payroll check forms loaded into

the printer.



Another way the user can print payroll check in the system is to press thei’( Print Checks button at the top

to the PR Explorer screen, if the batch information in red.

x

Paroll 7 PR Explorer | §3 [Al1] "AMERICAN IDDL NURSING HOME"

B Master | ER Detai I
" Display Batches

Mew

Unposted Posted Al | 2013402 - ‘ [3 View/Edit Checks. | B Print Checks.. | & Expott.. | Unpost.. | Edit
|Batch # |Check Date |Pnsting D ate |Begin Date |End Date |Eash Credit |F'ay Period |F’awo\| of Manth |F|Egu|ar Hours |Ho\iday Hours |Description
3 |02/20/2M3 | [10-1020.00] Cash in Bank - General E - BitWeckly 1 a0 0 Delste

| 1000160 02/25/2013 | 04/14/2014 | 02/07 /2

013 |02/ 3 |[10-1020.00] Cash in Bank - General

Clone

;

Print

Close

m

4

]

7 Filter And Refresh Master Data
X Advanced Filter
Field [[Nune] '] Relates [>= v] —
Refresh Data
al Apply Simple Filt
s | | ooy SimploFiler | g ok Fcily

The user can also select the Reprint Checks option from the Normal Processing menu to print/reprint checks.

Payroll | @ [AI1] "AMERICAN IDOL NURSING HOME" x

Normal Processing

P AT
3 ©wf® Employee Time
LEB PR Explorer &,_ Reprint Checks - el
Reports
Earnings ~ TaxReports and =
\8 Reports % Forms &é 3 Other Reports
. . N

Company File Maintenance

§ »
(— TaxForms
LE General Setup ]@ Employee Setup k&, Setup
L

b

.




Payroll / Reprint Checks | £3 [AlI1] "AMERICAN IDOL NURSING HOME" x

Bank Account: Mest Check No: Change Next No |
Printer: e Select Payroll Batch (=) | Printer Properties... |

|: Search | 3 Clear  [] Show all batches and select checks to reprint 4 Default Facility..
@ Print Checks

Batch # |Check Date IPostngale|Bengate IEndDate |Descr|pl|on |F’ayF'enod IPa_onIol M~
Toae E »| 1000180 02/25/2013 | 04/14/2014 | 02/07/2013 | 02/20/2013 B - Bitweskly Il ———— .

|| 100ms4 02/2mz (02n9/2014 /242013 | 02/06/2013 B - Bitweekly E! i e
1000127 | 07/02/2M2 06472011 | DRA4/2012 | 0R/Z7/2012 B - Biwfeskly = 3 Prit Selcted
1000122 06A8/2012 054042011 | 05/31/2012 | 0BM3/2012 B - Biafeekly
1000113 0B/04/2012 |05/10/2011 | 05A7/2012 |05/30/2012 B - Bitweekly Ly it Al
1000111 05/21/2012 | 05/10/2011 | 0B/03/2012 | 0B/16/2012 B - Biwaskly ) Changs No
1000095 04/23/2012 |11/19/2010 | 0406/2012 | 04/18/2012 B - Bitweskly
1000094 | 04/09/2M2 114192010 | I342242012 | 04/04/2012 B - Biwfeekly [&] Skip
1000085 | (071/02/202 1042042010 1241542011 | 12/28/2011 B - Bia/eekly ) Skip Benge
1000082 02/16/2011 1040842010 | 0142942011 | 024112011 B - Biafeekly =
1000103 12/21/20010 124282010 1240342010 | 12/16/2010 B - Biafaskly
1000072 12/08/2010 0841642010 | 11/2042010 | 12/03/2010 B - Bitweskly
1000071 | 11/24/2000 | 08/05/2010 | 11/06/2010 | 11/19/2010 B - Bitwaskly

+

With the Reprint Checks option, the user will need to select the specific batch number of the checks to reprint.
If the batch number is not showing on the screen, check the box “Show all batches and select checks to
reprint”, then click OK.

Payroll / Reprint Checks | F5 [AI1] "AMERICAN IDOL NURSING HOME™ x

|Paym|| Batch: 1000154 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014

Bank Account:  ap MNext Check No: 847 Change Mext No | 2 Default Facility |

Frinter [ArtisanSEU[Nelwork] V] Frinter Properties... | Change Balch...l

|Flease make sure to load checks into printer. |

() Print Checks [0 @ Print Electronic Transfers (1] Order: | Emplopes hd

|Date |Emp\nyae IEheck Mo INel Pay I [2l Print Preview |
ﬂ 0241142013 |Ms. Clarkson, Kelly Jennifer ooo

2 Print Selected |

19 Print &l |

D Change Mo |

Skip |

Skip Range.. |

Again this will show the at the top of the screen you will see the Payroll Batch # and Check Date, this batch
identification information for the check(s) you are about to print.

Bank Account — system will display the bank account information for the payroll checks
Next Check No — system will display the next check number assigned to print
Printer — system will display the printer the payroll checks will print on



Change Next Check No - if the check number is incorrect, click in the Next Check No box and enter in
the correct check number for this check, then click the OK button.

Printer Properties - if the default printer is not the correct printer to print the checks, then you can
select the appropriate printer by clicking on the Printer Properties button.

Print Checks — will display the number of payroll checks to print on actual check forms

Print Electronic Transfers — will display the number of vouchers to print on plain paper for direct
deposits

Order — this will allow the user to select the order the checks will print:

Batch Default — the order the employees show up in Payroll batch entry (default option)
e Employee — will print alphabetically by employee name

e Check Number — will print by check number order

e Net Pay — will print by net pay order start will lowest amount to highest amount

e Creation Order — will print in the timeclock interface order

The system will prompt you with a message before printing the checks to “Please make sure to load

checks into the printer.” You will notice multiple options to print the checks:

Print Preview - the system will allow you to view the checks on screen
Print Selected — the system will only print checks you selected to print
Print All — the system will print ALL check listed on the screen

Change No — the system will allow you to check the Check No

Skip — the system will allow you to skip check numbers

Skip Range — the system will allow you to skip a range of check numbers

After you selected the appropriate print option, the system will show the progress of the print queue by

placing a black arrow beside the check that it is currently printing.

**¥*NOTE: If the checks did not print properly, you would select NO to the message “Did the checks print
correctly” and the following message would appear on screen to select the checks that did not print properly.
Select all the checks that did not print properly. Check the Generate new numbers if you need to print the
checks with a new check number. Then check Start from Check No box to indicate to the system that the new
starting check number will be. Click the Done button.



Payroll 7 Reprint Checks | £ [AI1] "AMERICAN IDOL NURSING HOME"

|Payrol| Batch: 1000154 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014

Bank Account  ap MNext Check Mo: 847 Change Mext Ma... | & Default Facwlity..l

PFrinter. [Alt\sanEBU[Network] '] Printer Properties... | Change Halch...l

|F‘Iease make sure to load checks into printer. |

() Print Checks (0] @ Print Electronic Transfers (1] Order.

|Dale |Emp\oyea |Chack No |Net Pay | (Gl Print Preyiew

ﬂ 0z211/2ma 0.00 -
f Confirm | 5% | 2 Print Selected

[ Print &l
@y Did the check(s) print correctly 7
@ e y [® Change No

[@) &kip

| Yes | [ Ne ] [ Cancel

[ Skip Range...

If the ALL the checks printed correctly, then select Yes. If the checks did NOT print correctly, then select NO.
The following screen will appear:

Payroll / Reprint Checks | g2 [AI1] "AMERICAN IDOL NURSING HOME™ x

|Payroll Batch: 1000154 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014

Bank Account  ap Mext Check Mo: 847 Change Mext No.. | 2 Default Facility... |

Printer: [ ntisan 830N etwork] [ salect checks _‘ -] =] _PiierPropetties. | Change Batch _ |

|Please make sure to load checks into printer.

Please. select checks that DID NOT print comectly: |

(©) Priet Checks (0) ® Print Electronic Transfers [1] T 5 Order
|Date |Emp\oyae ICheck Mo |N |, Print Preview |
(M|o2r1/2013 ET0

L Print Selected |
[y Print &l |
[® Change No |
Skip |
Skip Range: |

Generate new numbers

[ Start from Check Mo

[ Select Al l [SelectNunE] I Done I

Here you will tell the system if you need to generate new checks numbers, select/unselect box according to
your situation. If there are only some checks that need to be reprinted, then check the box “Start from Check
No” and enter in the starting check number. If ALL checks need to be selected, then click the “Select All”

button. When finished, click Done button. The now you can select the print option to allow the checks to be
reprinted.



Void Payroll Check(s):

X

B Master | B Detail |
~ Dizplay Batches MHew
Unposied  Fosted | a1 | [2m13/02 -] [ ViewEdiCheoks. | G PrmChecks. | & Ewpar. | () Unpost. | Edt
Batch # Check Date | Posting Date |Begin Date  |End Date Cash Credit Pay Period Payroll of Month |Regular Hours [Holiday Hours | Description - [M
Delet
1000154 02M11/2013  0219/20014 | 01/24/2013 | 02/06/2013 [10-1020.00] Cash in Bank - General B - Bitweekly 2 80 0 ;
-F'rint
<« *
i~ Filter And Refresh Master Data
X Advanced Filker
Field [[ Mane | '] Relates [>= V] —_—
Riefresh Data
Wl Apply Simple Filker
sue | | PR %Defaull Eacility...

To void a Payroll check, the user would go in PR Explorer, double click on the payroll batch that contains the
payroll checks to be voided. The following screen will appear:

Payroll / Batch | g3 [Al1] "AMERICAN IDOL NURSING HOME" x
|Payroll Batch: 1000154 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014 Read Only
Check # | Emploves [click on the name to select) Periods - - N - -
‘ 1835 | Mr. Aiken, Clay Rufus 1 [ Payroll Specifics... ] [ Withholding Info... ] [ Yiew Log... ] [ Yoid Check... ]
|Eamings
Earning |Hours |Amount | + | Eaming Category |Hnurs |Amount |HDursAvaiIab\e| -
[6000] Registered Nurse Distinct ﬁ [E] Regular a0 275000
[E] Regular a0 2,750.00 [E] Crvertime 1] 0.00
[E] Overtime 1] o.ao [E]Banus 1] 500.00
[E] Bonus 1] 500,00 [E]Holiday 1] 0.00
[E] Holiday 0 0.00 =| |[E] Sick Pay 0 000 48
[E] Sick Pay 0 0.00 [E]Paid Time Oif 0 0.00 232
[E]Paid Time Off 1] 0.00 [E] Bereavement 1] 0.00 1]
[E] Beraavement a 0.00 [E] Shift Differential 1] 0.00
[E] Shift Differential 0 0.00 [E] Shift Diff. OT 0 0.oo |
[E]Shift Diff. OT 1] 0.00 [E]Special 1] 1.375.00
[E] Special a 1,375.00 [E] &nniversary Bonus Time 1] 0.00 16
[E] &nniverzary Bonugs Time a 0.00 [E]WACATION 1] 0.00 232
[E]WaCATION 0 0.00 Total 80 4.625.00
Go To Deductions ] [ Go To Mext Employee ]
[ Exit |

The user would click the Void Check button at the top right of the screen.

The following screen will appear:



Payroll / Batch | @8 [AI1] "AMERICAN IDOL NURSING HOME" x

|Payroll Batch: 1000164 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014 Read Only
R P
. — Void Check. ..
1/845 | Mr. Aiken, Clay Rufj oid Chec
Select Checks: L
| Earnings Select | Employee |Check Seq ICheck # |NEl Pay l
| M M Aiken, Clay Rufus 1 845 2357.78 -
Eatring @ Mz Clarkson, Kelly Jennifer 1 E10 Amaunt Hours Available i
[6000] Registered Murse Distinct ;- Lambet, Adam _ lEldEi 2.750.00
[E] Regular - 0.00
[E] Dvertime 50000
[E]Bonus 0.00
[E] Holiday 0.00 48
[E] Sick Pay 0.00 232
[E] Paid Time Off 0.00 0
[E] Bereavement 0.00
[E] Shift Differential 0.00 |
[E]Shift Dift. OT 1.378.00
[E] Special 0.00 16
[E] Anniversary Bonus Time 0.00 232
[E]VACATION 4.625.00
Select Al ] [ Select Mone ] oK ] [ Cancel
Go To Deductions ] [ Go To Next Employee ]
[ Exit ]

The user will select the check(s) the user wants to void in the system. After the check(s) have been selected,

click OK. The check(s) that has been selected to be voided will have a (beside it.

The following screen will appear:

Payroll / Batch | g [AI1] "AMERICAN IDOL NURSING HOME™ x
|Payro|| Batch: 1000154 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014 Read Only
Check # | Emploves [click on the name tﬂ Select Checks -
. S — —— — ] Yoid Check...
1/845 | Mr. Aiken, Clay Ru
Select Checks:
| Earnings Select I Employee IEhe:k Seq |Eheck H INet Pay I -
| %Mo diken, Clay Rufus 1 845 2357.78
E TR __ | Ms. Clarkson, Kelly Jernifer 1 E10 0 [Amount | Hows Avaiatle i
[6000] Registered Nurse Distinct [y Lambert, Adam 1 245 1753.08 I 2.750.00
[E] Regular . I ooo
[E] Overtime Void 1 check{s) I 500.00
[E] Bonus I 0.00
[E] Holidyy [ oid on the check date |k 0.00 8
[E] Sick Pay I 0.00 232
[E] Paid Time Dff Date 0414/2014  Q I 0.00 0
[E] Bersavement 0.00
[E] Shift Differential 0.00 B
[E] Shift Dift. OT L 1,376.00
[E] Special 1 0.00 16
[E] &nniversary Bonus Time 0.00 232
[E]YACATION I[ 4.625.00
Select Al ] l Select Nane ] | ok | [ Cancel
Go To Deductions I [ Go To Next Employee I
[ Exit |

A message will appear on the screen indicating how many checks were selected to be voided in the system
and also prompting the user to enter a date of the voided check batch. The system will default to the current
date. After the appropriate date has been entered in, click OK.

The following screen will appear:



Payroll / Batch | g3 [AI1] "AMERICAN IDOL NURSING HOME" x

‘Payroll Batch: 1000154 Check Date: 02/11/2013 (B - Bi-Weekly) Posted: 02/19/2014 Read Only
Check # | Emploves [click on the name to select] Periods - - n n .
‘ 1/845 |Mr. Aiken, Clay Rufus 1 [ Papyroll Specifics... ] [ Withholding Info... ] [ Wiew Log... ] I Yoid Check... |
‘Eamings
Earming IHnurs |Amnunl I = | Eaming Categoy |Hnu|s IAmﬂunt Hours Available -
[6000] Registered Nurse Distinct - [E] Regular a0 275000
[E] Riegular a0 2,750.00 [E] Qvertime 1] 0.00
[E] Overtime 0 : 0 500.00
[E] Borus o I - = 0 0.00
[E] Holiday 1] 1] 000 48
[E] Sick Pay i} @ Would you like to see/print Posting Report? i} 000 292
[E] Paid Time Off 0 0 0.00 0
[E] Bereavament 1] 1] 0.00
[E] St Diterentisl 0 0 0o il
[E] Shift Dift. OT 1] 1] 1.376.00
[E] Special o o 0.00 16
[E] Anniversary Bonus Time 1] 0.00 [E]VACATION 1] 0.00 232
[E]VACATION 0 0.00 Total 80  4.625.00
Go To Deductions I l Go To Next Employee ]
( Exit ]

A confirmation message will appear on the screen “Would you like to see/print the Posting Report?”
Click Yes, if you want to see/print the posting report or click No, if you do not want to see/print the posting
report.



Employee Time Journal:

Payroll | g [Al1] "AMERICAN IDOL NURSING HOME™ %

Normal Processing

4™ Employee Time

£ 5 ; PR Explorer "9__ Reprint Checks . e

Reports

= Earnings = Tax Reports and =
\& Reports \% Brs A7y OtherReports

x . r

Company File Maintenance

» B .
i 1 = Tax Forms
i ﬁ General Setup 1& Employee Setup 4y setup

n e L

Employee Time Journal is where the user can add/remove hours from employees’ Sick/Vacation/PTO time. If
the user is using the Time Accrual process within Galaxy, then the user would enter in the beginning balances
and the system will accrual the time based on the time accrual rules set up in the system. You can go in here
to see how much to time the employees’ have accrual and/or used.



Payroll / Employee Time Journal | &% [AlI1] "AMERICAN IDOL HURSING HOME" | [1] Aiken, Clay R

B Master ] B Detail ]

a Select Employee
Date Entered | Time Categon Add Accrue|Available Hours Limit | Source Rule Batch/Check Affect Accrued Hours Affect Aule Limit Aftect Howrs Used =
1072 3 |[FIPTO B8 PTO Time FTSAL F
12/20/2M2  [N] Anniversary Bonus 8 B R -FRule Anniversary Bonus Time T T F
12/20/2M2 | [F1PTO 4 24 /R - Rule PTO Time FTSAL T T F B
1104202 [5] Sick 8 0/R - Rule Sick Time2 FTSAL T T F
10/20/2M2 | [F1PTO 24 24 /R - Rule PTO Time FTSAL T T F I
03/01/2M2 | [5] Sick 8 0/R - Rule Sick Time2 FTSAL T T F
03/20/2M2 | [F1PTO 24 24| - Rule PTO Time FTSAL T T F
05/07/2M2 | [5] Sick -8 -8|C - Check Eatch #: 1000101, Check No: 771 T T T
o/nz/s2mz | [FPTO 8 -8|C-Check Eatch #: 1000085; Check Mo: 1004 T T T
06/20/2011 | [F1PTO 24 24 R - Rule PTO Time FTSAL T T F
05/01/2011 | [5] Sick g 0/R -Rule Sick TimeZ FTSAL T T F
04/20/2011 | [F1PTO 24 24|R - Rule PTO Time FTSAL T T F -

4 |l b

Total Hours and Limits

Time Category Total Accrued Hi &vailable Hours Limit |Used Hours YTD B
[¥ [M] &nriversany Borus 16 16 i il

[F1FTD 184 184 1]

[5] Sick 48 48 0

[W] Wacation 40 40 1] ||

Filter And Refresh Master Data

. Advanced Filter
Field [ [Mone ] - ] Relates [ »= v] —_—
Befresh Data
Walue Apply Simple Filter & Default Eaciily.

This screen will display time categories in which the employee used hours or when hours became available to
the employee. The system will display the individual time categories, when the time was taken or became
available, amount of hours, limit, source of the hours, batch/check.

Date Entered

- check date of the pay period the hours were taken
- date the hours were added to employee’s available hours by Rule
- date the hours were added manually to the employee’s available hours
Time Category — the specific time category code/description
Add Hours — the amount of the hours taken or added from/to a specific time category
- hours taken will be displayed as a negative number
- hours added will be displayed as a positive number
Source — the source of the action of the hours
- if hours were taken on check — C-Check is the source
- if hours were added to time category base on rule set up — R-Rule is the source
- if hours will added manually to time category — M- Manual is the source
Rule — list the description of the Rule the added hours
Batch/Check — the Batch # and Check # the time category hours were taken, will only appear on
check transactions
Affect Accrued Hours — if the hours should affect the accrued hours totals
Affect Accrued Limit — if the hours should affect the accrued limit totals

Affect Hours Used — if the hours should affect the hours used totals



Bottom portion of the screen will display Total Hours and Limits. This will show the hours the employee has
accrued and amount of hours that can be used for each time category for that specific employee.

Time Category — the specific time category code/description

Total Accrued Hours — total hours the employee has accrued

Used Hours YTD — total hours the employee used year to date

Available Hours Limit — total hours the employee is allowed to have

You cannot Edit the information on the top portion of the screen. A message will appear:
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1242072012 | [N]Anniversary Bonus 8 8/R - Rule Anniversary Bonug Time T T F L

1z/20/202 ([PIPTO 24 24|F - Rule PTO Time FTSAL T T Fo|=

1140172012 | [5] Sick 2 0/R - Rule Sick Time2 FTSAL T T F

10/20/2012 | [PIPTO 24 24 /R - Rule PTO Time FTSAL T T F

05/01/2012 | [5] Sick 2 TH=E=ITE ik Time s T T F

08/20/2012 | [PIPTO 24 Galaxy 3.0 Browser - _ T T F

05/07/2012 | [5] Sick -8 - p P T T T

Y is record cannot be edited.
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To adjust the employee’s hours you will need to click the New button. The following screen will appear:



Payroll / Employee Time Journal | &4 [AlI1] "AMERICAN IDOL NURSING HOME™ | [1] Aiken, Clay R

B Master B Datail 1
D ate Entered (04/14/201 4]
Tirne Categorny Q +
addiacedlions 0= Nurnber of hours to add to the balance of the selected
. ~ | | employes. Use negative amount to deduct hours.
Awailable Hours Limit =
Affect Accrued Hours @ Yes (O Na
Affect Rulg Limit @Yes (@ Nao
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Date Entered — the date manually increasing or decreasing the hours
Time Category — the specific time category adjusting the hours for
Add Accrued Hours — the amount of accrued hours adjusting for specific time category

Fy

T - to make the amount a negative amount

- to make the amount a positive amount

Add Hours Limit — how much employee can use
Affect Accrued Hours —if the hours should affect the accrued hours
Affect Rule Limit - if the hours should affect the Max Limit in the Rule setup

Affect Hours Used - if the hours should affect the Hours Used

Click the ACCEPT button after entering the information on the screen.



