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To the reader

To the reader

This book contains the information you need to understand and run this application. The information in this
book applies only to XA.

Before you begin

If you are not familiar with the System i, please complete the system education for the basic concepts of the
server and its operating system.

What this book contains

Chapters 1 and 2 acquaint you with the application. Be sure to read the first two chapters before you use the
instructions in the remaining sections. Use these chapters to understand how this application works and what
you need to know to manage it.

The next group of chapters describes the options on the Main Menu. For example, Chapter 3 contains
information about option 1 of the Main Menu. Each chapter includes information about how to use the
displays associated with each option.

The last group of chapters describes the reports and forms for this application.

Use the appendixes to find information about using offline files or other functions specific to your application.
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Summary of changes

Summary of changes

The Payroll User’s Guide Summary of Changes for Release 7 is a separate document that is available at
http://www.infor365.com.
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Chapter 1.

Introducing the Payroll application

This chapter tells you how the Payroll application interfaces with the General Ledger
(GL), Production Monitoring and Control (PM&C), and Production Control and Costing
(PC&C) applications. If these applications are not installed and interfacing, the Payroll
application does not generate the transactions that combine these applications with
the Payroll application. See Figure 1-1 on page 1-4 to see the relationship of the
Payroll application to these other applications.

What Payroll dOES ........oooiiiiiie ettt 1-1
How Payroll works with other applications ..o, 1-2
Entering and updating data ... 1-6
Master file SEArChes .........oooi i 1-7
LS e s e 1-7
[R=T o1 ] o < PSR 1-13
I QUITIES ettt e e e bttt e e ettt e e e s nbe e e e e e s anbeeeeeeanes 1-14
Using Visual WorkPlace with XA documentation............cccccoviiiiiiiiiiiieee e 1-15

What Payroll does

The Payroll application handles payroll functions for up to 89 companies. You can
perform functions for all these companies if you selected multiple company support
during application tailoring. You can perform some functions for more than one
company at a time. You can run some functions one company at a time in order to
maintain the integrity of the Payroll application. When you run jobs from a work
station, you have the flexibility to run many jobs for different companies.

The Payroll application keeps track of wage and salary expenses and maintains
information required for government reporting. It processes time sheets, sick pay, and
adjustments to calculate paychecks for employees.After the system generates
paychecks for a pay period, the Payroll application prints related reports and registers.
These reports and registers provide a detailed accounting trail.

You assign employees to “home” companies. Although employees can work in other
companies during a pay period, you can write their paychecks from the home
company. When employees work in another of the companies you support in a pay
period, the system automatically generates accounting entries for the home company.
It charges the employees’ labor costs to the other companies in which the employees
worked.

Some concepts and features that are common to most of the XA applications are
discussed in two other books: Getting Started with XA and Planning and Installing XA.

Menus and displays
Group Job support
Master file searches
Audits and controls
Security
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How Payroll works with other applications

The Payroll application can pass summaries of all gross pay, tax, deduction, and net
pay entries to the GL application. The GL application combines this information with
data about disbursement and expense distribution.

The system checks to see if you have included valid order and operation sequence
numbers. Then, the Payroll application transfers labor data and information on the
following to the PC&C application:

* Quantity
* Milestone group
» Time data against manufacturing order operations.

The PC&C application uses this information to keep track of job order cost and status.

The Payroll application receives employee time and attendance transactions from the

PM&C application. You can pay employees for the time they spend at your site or for

the time they spend on particular jobs. Optionally, the PM&C application can distribute

break and lunch times, if paid, to different cost accounts. The PM&C application

gathers these transactions from a number of points in the warehouse or on the plant

floor. PM&C passes the transactions as a file on the disk to the Payroll application.

PR sends information to ...

CA Actual labor costing for a contract (through PC&C)

GL Summary of all gross pay, tax, deduction, and net pay entry requests.

IFM General ledger transactions.

PC&C Job-related information to keep track of job order cost that did not come from
PM&C.

PR receives information from ...

PM&C Time, attendance, and shop order records.

How information flows within the Payroll application

See Figure 1-1 for the Payroll application information flow.

1. Enter information through the work station or from diskette or disk file.The Payroll
application processes employee time and attendance data it receives from
diskettes or disk or from the PM&C application, if it is installed and interfacing.
The Payroll application automatically passes quantity, milestone group, and time
data against manufacturing order operations to the PC&C application if it is
installed and interfacing.

2. When PM&C passes information to the Payroll application in a batch, the PM&C
application also updates the PC&C files. If you use the Payroll application to enter
records into a batch PM&C created, the Payroll application does not pass records
with order information to PC&C. If you add additional time and attendance data to
a batch in PM&C, the PC&C application will not be updated. You must process
the changes again through the PC&C application.

If CA is installed, actual labor costs are extracted from the data Payroll passes to
PC&C during Shop Activity Update.



Contents

Index

Page 1-3

. At the end of a pay period, the Payroll application:

Calculates gross earnings

Calculates and subtracts legal and voluntary deductions

Prints the Payroll register.

Prints employee paychecks and reports

Passes transactions to the General Ledger application, if it is installed and
interfacing.

. After you receive the monthly bank statement, the application uses information

you enter from the canceled checks to reconcile the checks.

. You can print required government reports and forms each quarter and at year-

end.
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Payroll
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— Register
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Figure 1-1. Overview of the Payroll application information flow
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The Payroll Main Menu

To understand how the Payroll application works in more detail, you need to
understand the menus and their functions. The Main Menu offers 16 choices of
operation. Except for options 3, 5, and 9, these choices lead to secondary menus that
offer varying numbers of defined operations.

4 )

AMPMOO Payroll Kok ke ko ke
Main Menu

Type option or command; press Enter.

Time/Adjustment Entry >>
Payoffs >>

Posting

Calculation >>

Checks and Reports

Monthly Union Report >>
Monthly General Ledger >>
Quarter/Year-End Processing >>
Check Reconciliation

10. File Maintenance >>

11. File Listings >>

12. Inquiry >>

13. Monthly Directed Deduction >>

WoOJoOUTd WP

==>

F3=Exit F4=Prompt F7=Backward F8=Forward F9=Retrieve
Fl0=Actions Fll=Job status Fl2=Return F22=Messages

\_ )

Option 1. Time/Adjustment Entry. Use this option to enter, change, or delete time,
attendance, or adjustment entries in the Work Hours Data Entry file or to delete
entries in the Total Hours holding file.

Option 2. Payoffs. Use this option to add records and balance records for
employees who have received a manual check, written outside of the Payroll
application, during the current processing period.

Option 3. Posting. Use this option to add all closed batches to the Total Hours file.
No display appears. Posting is submitted to the job queue.

Option 4. Calculation. Use this option to select employees to be paid this period, to
calculate gross and net pay, or to clear the files to start over.

Option 5. Checks and Reports. Use this option to print payroll checks and reports.

Option 6. Monthly Union Report. Use this option to print the month-to-date union
report in either detail or summary form.

Option 7. Monthly General Ledger. Use this option to print the Temporary General
Ledger listing, or to print and clear the Temporary General Ledger file.

Option 8. Quarter/Year End Processing. Use this option to print 941A registers and
forms, to save files to print W-2 and 941A forms after the last pay period of either a
quarter or year and before starting the next quarter or new year, and to print annual
W-2 and 941A forms. Also use this menu to reset annual master balances and
deduction balances, to post payments to employees from third party sources, to
record other compensation and payments balances, to print current deduction listing,
and, optionally, to clear employee current deduction amounts and employer current
deduction contribution amounts.
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Option 9. Check Reconciliation. Use this option to add, reconcile, or void a check in
the Check Reconciliation file.

Option 10. File Maintenance. Use this option to make add, delete, or change each of
the master files in the Payroll application.

Option 11. File Listings. Use this option to print a list of the data in the Payroll files
that appear on the menu.

Option 12. Inquiry. Use this option to see information from the Employee master, the
Employee Miscellaneous Deductions, the Employee Other Compensation/Payments,
and the Payroll History files.

Option 13. Monthly Directed Deduction. Use this option to print a deduction work
sheet at month end or to calculate directed deduction remittances.

Option 14. History. Use this option to archive, delete, and restore Payroll history.

Option 15. Electronic Deposit Support. Use this option to create prenote
transactions or to convert transaction files to NACHA (National Automated Clearing
House Association) requirements.

Option 16. Check Reversal Processing. Use this option to reverse previously
printed checks.

Entering and updating data

Data entry is the way you load data, called transactions, into the system. You update
the transactions you entered to the master files.

You can enter transactions in two ways:

* One at a time from a work station. This is interactive or online data entry.
* In a group that you recorded on diskette or disk. This is batch data entry.

In either case, the Payroll application checks the data and indicates any errors it
detects.

You can update master files with the transactions in two ways:

» One transaction at a time immediately after you enter and check the transaction
during file maintenance. This is immediate or online update. Immediate update
requires you to actively enter data (called interactive data entry) and applies one
transaction at a time to the master files.

» By the batch. This is batch update. Batch update uses all the batches you entered
either manually or from diskette or disk and that the system checked. Batch
updates holds the data in a transaction file until you request to update the
operation.

The primary advantage of manual data entry with immediate update is that master
files are current. The response to an inquiry, for example, takes into account a pay
rate increase that you entered seconds ago. The primary advantage of batch update
is that the system can process transactions whenever you choose. For example, you
can choose to process transactions when the system is not busy answering inquiries
and checking transactions. Also, batch update makes it easier to detect and correct
errors before the system updates the master files.
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Batches

A batch is a group of transactions that you process together. The system then applies
the transactions to the master files. You can group transactions in categories such as
these:

» Type (for example, attendance data)

» Order of occurrence (for example, one batch for each working day),

» Complexity (for example, train one person to handle a particular kind of
transaction).

In the Payroll application, you see the Data Entry Control display at the beginning of
each of the following operations:

» Enter time and adjustment data
« Enter payoff checks and deductions
» Correct batches that you originally entered from offline files.

Use the Data Entry Control display to start a new batch of transactions or to select an
existing batch for some action. For example, you can start a new batch when you
enter entering additional transactions or correct errors.

Select a batch or start a new one to link a workstation to that batch for the duration of
the data entry session. No one else can enter data into that batch at the same time.

Master file searches

Use master file searches to look up information in various master files. To begin a
search, type a question mark [?] in a field that supports a search.

After you type a question mark in an eligible field, use Field Exit and press Enter. A
display appears on which you describe the type of search you want and what you
want to find.

Files

Master files

Master files maintain information that is usually permanent and that you repeatedly

use to process journal entries and to print statements and reports. For example, the
system stores an employee’s name in the Employee master file for use by any task
that requires that information. Users can update the same master files at the same

time. Master files contain the following types of information:

« Static information, or information that rarely changes, such as employee names
» Dynamic information, or information that frequently changes, such as year-to-date
balances.

The master files are:

CHECKR Check Reconciliation

DISTRB  Deduction Distribution

EMPEFT Employee Electronic Funds Master
EMPMAS Employee master
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EMPDED Employee Miscellaneous Deduction
EMPBEN Employee Other Compensation/Payments
EMPSCL Employee State/County/Local

GELMAS General Ledger master

LABDIS Labor Distribution

PRHSTD Payroll History Detail

PRHSTS Payroll History Summary

TAXTBL Tax Table

UNIMAS  Union master

Check Reconciliation (CHECKR) file

This file contains records of outstanding checks. These records remain in the file until
you void or reconcile each check during check reconciliation.

In the Check Reconciliation file, the company number and check number form the key
to identify each record. The file also contains the following information:

» The number of the employee to whom you wrote the check
* The check amount

» The check date

» The security password code (protected).

Records for fully voided EFT checks (electronic net pay deposit) are also added to
this file for audit trail purposes. They are automatically reconciled and listed on the
Check Reconciliation Register whenever you select Check Reconciliation.

The security password prevents unauthorized people from looking at the file contents.
Deduction Distribution (DISTRB) file

This file contains Federal tax rates (FICA and FUTA), company-specific data and
distribution information for state, county, or local taxes, miscellaneous deductions,
and other compensation/payments.

Two records are required in order to run Payroll, regardless of how you tailor it. If this
is the first time Payroll has been installed at this site, or if you are converting from
MAPICS I, an error message occurs during calculations if these records have not
been added to the Deduction Distribution file.

» Code F: Federal record that contains rates and limits for FICA and FUTA taxes.
Enter the information with no company number or distribution number.

» Code C: Company record that contains any of the following. Enter the information
with no deduction number. You must add a C record for each company in a multi-
company environment before you produce calculations and checks for that
company.

- Electronic deposit information
- Shift differential values
- Distribution accounts for Social Security, Medicare, and FUTA.

Additional records (distribution codes) are used to specify distribution accounts plus
taxable and reported indicators for:

» State, county, or local taxing bodies
« Directed deductions
* Miscellaneous deductions
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Union deductions by union number and type
Other compensation/payments
Employee-paid SUI

Advanced EIC

State disability insurance (SDI)

The following fields comprise the key:

» Company number
» Distribution code

¢ Distribution number
* Union type

Employee Electronic Funds Master (EMPEFT) file

This file is an extension of the Employee Miscellaneous Deduction (EMPDED) file.
You automatically see information in this file when you maintain, list, or inquire into the
EMPDED file.

The EMPEFT file contains a record of electronic deposit information for each
miscellaneous deduction an employee requests to deposit electronically. The file
contains the following for each deduction:

» Primary and replacement transit number
« Bank account number
* Prenote status code
* Deposit type.
The key comprises the following:

» Company number
* Employee number
» Deduction number.

Employee master (EMPMAS) file

This file contains a record of static information needed to pay each employee. For
example, the file may contain the pay rate and frequency, any taxing bodies, and any
exemptions. Each record contains the following:

» All employee personal information, such as home address, Social Security
number, and phone number

* Federal earnings information

* Number of weeks worked

* Amount of sick pay

* Amount of earned income credit payments
» Amount of Federal taxes for each quarter.

The key for this file is the employee number, which must be unique across all
companies defined to XA.

Use forms PR-02 and PR-03 to maintain the Employee master file.
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Employee Miscellaneous Deduction (EMPDED) file

This file contains a record of the following:

« Each miscellaneous deduction your company agrees to withhold at the
employee’s request (other than taxes and union deductions)

» The taxable and reported indicators for each deduction
» Deduction rates

» Deducted-to-date amounts

« Lifetime and/or annual limits

¢ Life-to-date amounts.

These deductions can include tax-deferred deductions, IRAs, and cafeteria plan
deductions. The file also includes any employer contribution amounts for each
quarter.

The key comprises the following:

» Company number
* Employee number
» Deduction number.

Based on information contained in this file, the system deducts the right amount for a
given payroll cycle and maintains deduction balances.

Use form PR-05 to maintain the Employee Miscellaneous Deduction file.
Employee Other Compensation/Payments (EMPBEN) file

This file contains a record of other compensation and payments applicable to each
employee. Each record includes the following:

* Rates

» Taxable and reported indicators
* Amounts for each quarter
 Lifetime and/or annual limits

* Life-to-date amount.

Other compensations and payments can include the following:

Company cars

Free or discounted airfare

Vacations

Discounts on property and services

Tickets to sporting and entertainment events.

The key comprises the following:

» Company number

* Employee number

» Compensation or payment code

« Compensation or payment number.
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Based on information contained in this file, the system adds or adjusts the appropriate
amount for a given payroll cycle and maintains balances.

Use form PR-11 to maintain the Employee Other Compensation/Payments file.
Employee State/County/Local (EMPSCL) file

This file contains the following information:

« Employee’s marital status and standard deduction code

» Exemptions and tax credits for each employee for each taxing body.
The key comprises the following:

» Company number
* Employee number
» One of the following distribution codes:

A Sul

| SDI tax

L Local tax
K County tax
S State tax

» Taxing body distribution number.

The system uses the record when it calculates the taxes to get information such as
marital status and exemptions. After the system finishes its calculations, it uses the
record to update the quarterly gross earnings, taxable gross, S.U.l. wages, and tax
withheld.

Use form PR-04 to maintain the Employee State/County/Local file.

General Ledger master (GELMAS) file

This file contains records with each of the following:

* General ledger account number
» General ledger account description
» General ledger account type (asset, liability, expense, or income).

The key comprises the following:

» Company number

» General ledger account number

» Code that indicates whether the record is current, from a previous year, or from a
previous budget. The Payroll application uses only current year records.

Use form PR-01 to maintain the General Ledger file.
Labor Distribution (LABDIS) file

This file contains the following:

» Arecord for each department and production facility combination
» The general ledger account numbers for direct and setup labor expense
* Year-to-date information about hours worked within the individual combination.
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The key comprises the following:

* Company number
* Department number
* Production facility number.

The system uses the file when you enter data so it can verify combinations. It uses the
file during labor distribution processing to get general ledger account numbers so it
can supply transactions to the General Ledger application. If you selected to
automatically calculate overtime hours, the system uses the special overtime
parameter records for each department for which the Payroll application calculates
overtime, identified as production facility PREM.

Use form PR-06 to maintain the Labor Distribution file.
Payroll History Detail (PRHSTD) file

This file contains one record for each detail line item on the check stub or remittance
advice. In those instances where earnings or distributions have been summarized on
the printed check, complete item detail is still written to this file.

These history records can include detail on any of the following:

* Adjustments
Earnings
Advances
Adjustments
Deductions
Deferrals
Benefits

Payroll History Summary (PRHSTS) file

This file contains one record for each regular check or remittance advice produced by
the system as well as any payoff checks and/or check reversals.

The record contains summary information from the check/remittance advice such as
current and YTD gross earnings, current and YTD taxable wages plus taxes, hours
and net pay.

Tax Table (TAXTBL) file

This file contains records for each of the following:
» Marital status:

- Married
- Single
- Head of household

« Pay frequency, for example:

- Weekly
- Biweekly

» Federal, state, county, local, employee-paid SUI, and SDI taxes the system
calculates.
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Work files

The key comprises the following:

» Pay frequency
* Marital status
» One of the following distribution codes:

SUI withholding

Earned income credit
Federal tax

State disability insurance
County tax

Local tax

State tax

wrx—mm>»

¢ The distribution number from the Deduction Distribution file that identifies the
taxing body.

The Tax Table file also contains individual rates, percentages, and limits for
calculating taxes due. The system uses this file during payroll calculation of net
earnings.

Use form PR-07 to maintain the Tax Table file.
Union master (UNIMAS) file

This file contains a record for each deduction for each union. The key comprises the
following:

» Company number
* Union number
» Deduction type.

The system uses the record with this key during calculation to determine the amount
of union deductions to withhold.

Use form PR-09 to update the Union master file.

The Payroll application creates work files (temporary files) to hold information as you
enter data and the system processes the data. The Payroll application automatically
changes the information in these files as it generates paychecks or reports and
updates master files.

Reports

Payroll has four cycles and produces reports for each cycle:

Data entry

Pay period
Quarterly/Annual
Maintenance.

During the data entry cycle, you enter the time and attendance information needed to:
» Calculate earnings for each employee for work performed
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History reports

» Calculate taxes and other deductions (such as union dues, credit union,
retirement benefits, and so forth)

» Write the paychecks and earnings statement or create transactions for electronic
deposit

 Distribute the costs to the General Ledger application (if installed and interfacing)
 Print the Payroll Distribution journal.

You can receive this detailed information on a diskette or disk file, on internal paper
documents, or on data entry forms.

After you enter all the payroll data, you can print a Payroll Batch register to see what
you entered. You can file this report or you can use it to verify the data.\When you are
comfortable that the information is correct, you can post the batches and begin the
second of the four cycles, the pay period cycle. If the Production Control and Costing
(PC&C) application is installed and interfacing, the system passes the payroll data
you just entered to that application when posting is done.
During the pay period cycle, you perform the following tasks:

» Calculate gross earnings and deductions

* Print paychecks

* Print the reports necessary to form audit trails and maintain a history of your

payroll transactions.

After the pay period cycle, you can select options in the quarter/year-end cycle or the
maintenance cycle, depending on your needs.

See Chapter 19 to see a list of reports printed during this cycle.

When you work with Payroll history files, you can archive or delete current history
files, restore or delete the archived history files, or delete the restored history files.

See Chapter 19 to see a list of reports printed during this cycle.

Inquiries

In addition to reports, you may want to see certain current information on a display at
your work station. The inquiry function causes information to appear on a display. In
the Payroll application, you can examine employee payroll stored in the system if you
have the proper security authorization. You can see personnel data, year-to-date
earnings and taxes, miscellaneous deductions, other compensation, and other
payments. You can also review payroll history information.
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Using Visual WorkPlace with XA documentation

Visual WorkPlace (VWP) is the Microsoft Windows*-based graphical user interface for
XA. The VWP windows co-exist with the XA character-based displays, called Host
screens. If you are using VWP, you can view the corresponding Host screen for any
VWP window, if necessary.

Note: If you have modified a Host screen, a VWP window does not appear.

The user’s guides and help text contain instructions that reference the host
XA screens (called panels and displays) rather than the VWP windows.

To understand how a Host screen instruction relates to an action on a VWP window, it
is helpful to look for text on a window control that corresponds to the instruction. For
example, Cancel on a button and on a File pull-down corresponds to the user guide
instruction “use F12=Cancel to return to the previous display”.

Note: For the instruction “press Enter”, the corresponding control on a VWP
window is an OK button.

The following table shows other examples of instructions from the documentation and
the corresponding actions you take on the Visual WorkPlace window.

Documentation instructions Visual WorkPlace actions

To change the details of a vendor, type 2 next to |Select a vendor, then select Change or type C

the vendor and press Enter. from the List menu or select Change using the
right mouse. Click the OK button.

To create a vendor, use F6. Select Create on the Functions menu or click the

Create button.

Position to command. If you want to skip to a Type the full or partial command in the position to
particular command, type the full or partial entry field and click the Position button.
command.

Type the information requested and press Enter.| Type values in or select values for the entry fields
and click the OK button.

Type the information requested and use a Type values in or select values for the entry fields

function key. and click a button or select an action on the
Functions pull-down.

Use the Item Master maintenance display to...... Use the Item Master maintenance window to.....

For more information about VWP, see Getting Started with Visual WorkPlace.
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Chapter 2. Managing Payroll

This chapter discusses how to manage the Payroll application.

Determining the tasks........ooo i 2-1
Selecting an entry Method...........ooiiiiiiii 2-1
Determining source material and plan batches ... 2-2
Establishing accounting CONtrolS ..........ooiiiiiiiiiii e 2-2
Establishing processing CONtrolS ..........cooiiiiiiiiiiiii e 2-3
Application processing CONIrOIS ..o 2-3
Determining What t0 USE..........eiiiiiii e 2-5
RS0 o] o] 1SR 2-5
Setting the SEQUENCE..........oiiii e 2-6
10T 010 o] o Yo7 T [OOSR 2-7
Scheduling the WOTK ..........ueiiii e 2-15
Interfacing with other applications ..., 2-17
Understanding the functions and options ... 2-19

Determining the tasks

First, examine your payroll operation. Divide the work into several major tasks, and
decide who is to do them. This activity helps you organize your entire operation so
you can focus on one major task at a time. For example, in your payroll operation, you
may:

» Collect time cards and adjustment records
» Enter data from work station or offline files

* Run a proof listing to verify that manually prepared totals match those you entered
in the application

» Perform gross and net pay calculations

» Print a payroll register

* Print payroll checks and reports

» Maintain master files of employees, deductions, distributions, and so on
* Run a protected payroll

» Print government reports and zero any year-to-date balances

» Apply accounting controls

* Order supplies.

Selecting an entry method

The system accepts information you enter from a work station or that you load from
diskettes or disk files. You must decide which method or combination of methods is
best for your operation. If your company uses an offline data entry system or has
transactions sent to a disk file, enter your transactions using the offline method.

Normally, you will not need to use diskettes or a disk file. You will use them if your
transaction volume is so large that you cannot enter the data online in the required
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time. You may have remote locations that send the transaction data via diskettes or
via electronic transmission to a disk file. This requires you to use offline file load.

Online entry is more efficient for a low-volume activity such as check reversals during
a given processing period. Therefore, check reversals using the online-entry-and-edit
method would probably require less time than diskette or disk entry.

Determine your entry volume and other requirements. Weigh the volume and
requirements against the resources (people and time) you have to do these tasks.

Certain other situations may also warrant use of both entry methods. Be sure to
consider all future data entry needs when you make these decisions.

Keep track of the number of entry transactions received and entered each day or
each week and the number of checks written each month. These statistics can help
you plot trends and show your operation’s efficiency.

Determining source material and plan batches

Efficient data entry requires that all the information you need is in the source material
or is readily available.

* Review data entry displays later in this book, or examine the forms in Chapter
21to determine what information you need.

» Be sure that all required code information is available and that you have a listing
of the meaning of each code. This also applies to data received on diskettes or
disk from remote locations or data you receive verbally over the telephone.

» Make sure that data entry forms are available for people who receive data over
the telephone. That way, the users can easily enter the data into the system.

Decide how to handle all of this material and how to get the missing data. If you
cannot locate the missing data, decide who will locate it and make the changes to the
batch. For example, the payroll department receives a time card for someone who
does not have a record in the Payroll master file. You must decide how you will enter
the data, who will maintain the files and enter the rates and deductions for the
employee.

Establishing accounting controls

Accounting controls are critical to your business. They help you accurately report
income and taxes. They help maintain efficiency and guard against incorrect data.
Some examples of accounting controls you should have:

* Manually tabulate control totals on each batch.

* If you use data entry forms, review them for accuracy before entry.

» Compare the control totals taken for each time and adjustment entry transaction
batch to the totals determined by the Payroll application. This eliminates errors
early in the cycle.

» Determine who is to provide the batch totals and have that person use these in
filling out the control form. See Chapter 21for proper use of control forms and
example of uses.
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« Manually, accumulate hours and calculate the adjustment totals. If Production
Control and Costing is installed and interfacing, you can accumulate and calculate
time in minutes. See “Production Control and Costing hour/minute transactions”
on page 2-18 for more information.

» Correct errors that show on the printed listings. Resolve these errors before you
continue processing.

You should use the review displays to check the data that is already in the file. You
can review data that you or someone else entered on the data entry review displays.
Then, you can correct errors before the system applies transactions. See Chapter
21for more information.

Establishing processing controls

You must be aware of several internal controls in the Payroll application to fully
understand and properly use the application. These controls help you to maintain the
integrity of the application.

Application processing controls

You will perform the following tasks during Payroll processing:

» Enter time/adjustment transactions
* Post the batches

» Calculate the payroll

* Print checks and reports.

The following section describes controls for payroll processing.

Enter time/adjustment transactions

When you enter time/adjustment data at the work station, the system checks the
information and lets you immediately correct errors. When you enter data from
diskette or disk, the system generates the Payroll Edit register to show the following:

* All input records
* Records the system could not accept
» Errors the system finds.

The system prompts you for missing or invalid data with messages. Some of the data
the application checks are:

 Validity of the employee number
* Type of hours
* Codes.

If you enter data from a work station, you can see batch status totals at any time. The
system accumulates the following totals and prints them when it processes a batch.
These totals should balance with manually taken totals.

* Records deleted
* Valid records

¢ Error records

* Regular hours
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Overtime hours

Premium hours
Vacation/holiday hours
Sick hours

Total labor hours

Order hours

Machine hours

Balance hours
Attendance hours
Taxable adjustments
Nontaxable adjustments
Sick pay adjustments
One-time deductions

Pay advance deductions
Reverse amounts
Precalculated regular gross
Precalculated other gross
Other compensation
Other payments

EIC payments.

When these totals agree with the manual totals from the batch, and you have
corrected all errors, post the totals to the Input Control Log (PR-23).

Post the batches

When the batch status totals balance with the manual totals, close and post the batch.
When the system has completed posting, you can calculate the payroll.

Calculate the payroll

The first control totals occur after you select the Edit List option on the Run Time
display (record selection). When you select the Edit List option, the system generates
the Current Hours Proof report. This report lists all the records you posted for an
employee. If you selected automatic overtime calculation during application tailoring,
it shows any automatic overtime records that the application creates while you select
new records. You can see the difference between the hours worked and the
attendance records if you request it on the Run Time Options display. Also, the report
lists totals for the records selected. Unless you clear these records, the system
includes them in the rest of the calculations. The system uses them to print the checks
and reports and to update the master files. You should post the totals from the Current
Hours Proof report to the Processing Pay Period Control Log (PR-24). After the
system completes calculating gross and net pay, you can print checks and reports.

Print checks and reports

Once you have selected the checks and reports option, you must complete the
remainder of the processing. Post the control totals from each of the reports to the
Processing Pay Period Control Log (PR-24).
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Determining what to use

Most printing operations use standard computer paper. Once you have loaded the
paper and lined it up in the printer, you can print without intervention. You need special
preprinted forms for some reports, such as check forms, W-2 forms, and the state
941A form. Each special form has a particular identification number, called the form
type. When the system tells the printer it needs a particular form, the following things
happen:

* The printer stops.

» The system sends a message to the printer console asking for the form type.
» The printer operator loads the correct form into the printer.

» The printer operator tells the system that the form is in the printer.

* The system may send messages to the printer console so the printer operator can
line up the forms.

For example, when you print payroll checks, the first check prints for the printer
operator to line up the forms. A line of data prints, the printer stops, and a message
appears. The printer operator checks and adjusts the alignment. Depending on the
response to the message, the system repeats the alignment process or prints the
checks.

At the end of any printing operation with special forms requirements, the printer stops
again. The system tells the printer operator to load another special form or to reload
the printer with standard computer paper.

With pre-printed forms (checks, W-2, and so forth), XA Payroll is programmed to use
continuous feed-type forms designed for use on an impact printer. Printing of these
forms on a laser printer is not supported.

Supplies

Payroll checks

941A form

Chapter 19 and the “Preprinted forms” chapter in Planning and Installing XA contain a
sample of the checks. These samples show the location and format of employee data.
Consult your forms vendor for necessary preprinted information on the checks. You
can reword any preprinted portion, but do not change any part of the form that the
computer will fill in.

Use this form for state reporting only. It is similar to the obsolete 941A federal form,
but is now called a universal or all-purpose state quarterly reporting form and is
accepted by most states. See Planning and installing XA for a sample of this form and
to see the location and format of the employee data.
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W-2 forms

Order W-2 forms your printer can accommodate. Remember that all copies of W-2
forms must be legible. To determine the number of W-2 forms you should order, keep
the following in mind:

* You can combine Federal information with one other taxing body’s information on
a single W-2 form. You must print all other taxing bodies’ information on separate
W-2 forms. One combined run will generate two copies each for both the
employer and the employee: one to mail and one to keep.

* You need extra W-2 forms because the system uses one page (two W-2 forms)
for forms alignment at the beginning of each run.

» Federal law requires that you start printing at the first W-2 form on a page.

» Federal law also requires that a subtotal W-2 form print after every 41 employee
W-2 forms. If you have more than 41 employees, Federal law requires that you
print a subtotal W-2 form as the last form on a page.

Miscellaneous supplies

Forms

You need certain materials that are different from ordinary office supplies to use the
Payroll application. You need some of these materials, such as diskettes and tapes, to
hold your current and backup files. You also need ribbons for the printer and standard
computer paper for reports. Other supplies are simply nice to have, such as special
binders for reports and preprinted forms.

Most printing operations require standard computer paper, 11 by 14-inches. After you
have loaded and lined up the paper, printing occurs without intervention. If you need
more than one copy of a report, you may find it better to print on two- or three-part
paper.

Chapter 20 contains forms for data gathering and sequence selection. These forms
reflect the order in which you enter data into the system and select the options that
are to be in effect. Give the forms to the people in your firm who supply the source
data (for example, employee time and adjustment data or master file changes). When
you have properly filled out these forms, type the data from the forms directly into the
system.

Setting the sequence

Payroll activities can occur at various times during a month or pay period. The specific
activities associated with each area may vary, depending on your company
requirements. Figure 2-1 through Figure 2-4 show the processing steps:

* Input processing

+ Calculations and reports processing
* Quarter/year-end processing

* As-needed processing.

A paragraph after each figure briefly defines the processing step. The numbers in
each paragraph match the numbers in the figure.
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Input processing
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Figure 2-1. Input processing
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Receive payroll data from your payroll department as weekly time sheets,
employee payroll adjustments, and vacation data.

Check the data for completeness.

Receive an adding machine and a batch control slip with the correct
information on each of them from the originating department.

Enter the payroll data from the source documents.
Print a Payroll Batch register after you enter the data.

Add the records to the payroll processing file when you think the data is
correct.

If the Payroll application is interfacing with Production Control and Costing,
the system passes job-related data originating in Payroll to Production
Control and Costing.
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Calculations and reports processing

Note: File maintenance

is locked out until you

run ‘clear' or finish checks
and reports.

Figure 2-2. Calculation and reports processing
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Note: Clear also
unlocks file
maintenance.
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Select the companies and the type of payroll run. The system processes all
employee records of the same type you select for this pay period. The
system calculates automatic overtime if you use this feature.

The “Clear” option clears the calculated amounts. Until you clear the
calculations, you cannot maintain files.

To correct errors in time and adjustment data entry if you have posted
them, perform the following steps:

1. Start a new batch

2. Back out the records in the batch in which you posted the incorrect
records

3. Select and change the incorrect records
4. Post the new batch
5. Run calculations again.

Print a Current Hours Proof report to detail all the payroll data about an
employee.If you installed attendance balancing, this report shows any
differences between the attendance entered and the time records entered.
You may print this report daily to verify all the time data entered to date for
all employees.

The system calculates gross earnings for each employee using the payroll
records you select.

Print the Gross Earnings register to see overtime and shift differentials.
Print the Payroll register to see the standard deductions and adjustments.

Print the Directed Deduction register to see the directed deductions for
each employee.

Print payroll checks for all employees. The checks show current and year-
to-date data.

Use the optional override function to eliminate some of the reports you
selected when you installed and tailored your Payroll system. During this
step, the system updates the employee data with the current pay period
data.

Notes:

1. Print the Y-T-D/Q-T-D Earnings and the State, County, and Local
registers if you require any state reporting.

2. When you select the “Select Records” or the “All of the above” options
from the Calculations menu, you cannot maintain files until you run the
“Clear” option or finish Checks and Reports. The system locks you out.
You cannot maintain the fields the system uses to calculate payroll and
you cannot update the files while the system processes the payroll.
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Quarter/year-end processing
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Figure 2-3. Quarter/year-end processing
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Step 16. Save required information for use when printing government reports at the

end of each quarter and at the end of the year.
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Print the 941A register at the end of quarters 1 through 3 and at the end of
the year. Use this report to see what information, if any, the system will
print on the 941A forms. Correct any errors before you print the 941A
forms.

Print the 941A form and send it to the appropriate government agency, if
required.

Print the W-2 register at the end of the year. Use this register to see what
the system will print on the W-2 forms. Correct any errors before you print
the W-2 forms.

Print the W-2 forms for all employees. These forms show all the data the
government requires. Print one W-2 form for Federal and one for each
state, county, or local tax the employer pays for the employee. Print one
each for the employer. You can print Federal data on state W-2 forms.

After the system produces all the year-end reports, it sets all employee
data records to zero for the new year. Set the employee and employer
deduction contribution records to zero for the new year, if you choose.

If you set the employee data records to zero before you run year-end
reports and then discover errors in your master files, restore the master
files to the year-end level. Make the corrections, and create the
Government Reporting (GOVREP) file again.

Check FUTA, Social Security, Medicare, SUI, and earned income credit
rates and limits at the beginning of each year because the rates change.
Be sure to change the appropriate tax distribution record in the Deduction
Distribution file to reflect the new rates and limits.
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As-needed processing

Figure 2-4. As-needed processing
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Enter changes to any Payroll master file data and print maintenance entry
lists, so you can verify your changes.

Enter information from the bank statement and information about any
voided or manually written checks, if you selected Payroll Check
Reconciliation during application tailoring. The system updates the files of
checks issued and prints the Check Reconciliation register.

If you selected general ledger distribution during application tailoring, post
the entries in the Temporary General Ledger file to your general ledger. If
the General Ledger application is installed and interfacing, Payroll
automatically passes the data to the General Ledger application each pay
period. Otherwise, you can print or clear the Temporary General Ledger
file.

Print the Monthly Union Detail or the Monthly Union Summary report for all
unions and for each deduction type within each union, if you selected union
support during application tailoring. The system clears the records in the
Monthly Union file to begin the next month.

Print the Current Deduction listing as needed to review the employee- and
employer-deduction contribution amounts.

Select the “Clear” option when you are ready to begin the next processing
cycle for these deduction contributions. The system clears the employee
current balance amounts and employer contribution current balance
amounts in the Employee Miscellaneous Deduction file.

Create prenote transactions for new electronic deposit deductions, if you
selected electronic deposit support during application tailoring. Convert
new prenote and electronic deposit transaction files to NACHA (National
Automated Clearing House Association) format for transmission. The
system generates the Electronic Prenote Creation Audit report so you can
track the process and get itemized information about the processed
electronic deposit transactions.

Note: The Payroll application prepares a file containing the transaction
records. It does not transmit the electronic deposit transactions.

Scheduling the work

Schedule payroll cycles to meet the needs of your company. Allow system time to
complete the following activities:

As needed: Maintain master files.

Daily/pay

cycle: Enter payroll time data (depends on volume and method of time
recording).

Pay cycle: Enter payroll adjustment data.

As needed: Proof the payroll (include maintenance balancing, if needed).

End of each

pay period: Calculate checks and print reports.

Daily: Save master files.

Monthly: Perform monthly processing tasks.

As required: Perform quarterly/annual processing tasks.
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Use a monthly calendar to assign each activity a specific day, so everyone involved
can anticipate the work schedule. If your installation uses other XA applications, be
sure to include those activities in your schedule.

Once you have established your schedule, request that user departments plan their
workloads to meet the specified deadlines so they and you can work effectively.

Schedule payroll processing

In a computerized system, you must complete all entry and processing before the
system can print reports and update balances. This is just like a manual system: you
collect all data for a period before you take an adding machine tape total.

You must complete the following tasks before the system can complete payroll
processing.

All file maintenance such as changes to wages, deductions, or taxes, before you
begin time/adjustment entry.

All time/adjustment entries, and post them, before you select records to calculate.
The system does not include any entries not posted in the calculations. This will
cause errors in some checks.

All payroll calculations, checks, and reports for the month before you perform the
following:

- Run the Monthly Directed Deduction Remittance Worksheet; calculate new
directed deduction balances.

- Run the Monthly Union report. Any calculations, checks, and reports not
completed appear in the next months report.

- Print the Temporary General Ledger listing. Any calculations, checks, and
reports not completed appear on a report.

- Process General Ledger close. If the system has not finished calculations,
checks, and reports, you will need to close the General Ledger application
again.

All payroll calculations for a quarter before you print the final quarterly 941A
reports and forms. If the system has not finished calculations, you must print the
reports and forms again.

All payroll calculations for the year before you save the files for the W-2 forms. If
the calculations are not complete, the calculation results appear on the next years
W-2 forms.

Save the files for the W-2 forms before you reset the annual master balances. If
the system has not completed the calculations, the data will not be available.
Reload the master files or manually prepare the reports and forms.

All payroll calculations for the year before you reset deduction balances. If the
calculations are not complete, any remaining deductions appear in the wrong
year.

All payroll calculations for the year before you reset other compensation/
payments balances. If calculations are not complete, any remaining adjustment
amounts will appear in the wrong year.

Save all Government report files. Reset master files and deduction/adjustment
balances before you begin calculations for the next year. If you have not saved
and reset the files, the year-to-date balances will be incorrect.
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Determine daily operations

Before your users enter the first batch of time cards and adjustments each day, they
must decide upon the following:

» The status of the previous days work:

Unentered batches

Unposted batches

Unentered time cards

Incorrect adding machine tape totals in batches

» The status of file maintenance
* Reports you need to run
» Preparations for month-end or quarterly processing or other work in the schedule

* Incomplete corrections to the previous day’s work that you determined from
reports

» Changes you need to make to the files:

- New employees

- Changed rates

- New deductions

- Changed addresses

Conditions in other departments or applications

Interfacing with other applications

Production Monitoring and Control (PM&C) passes employee time transactions to
both Payroll and PC&C, if either or both are installed and interfacing. Also, PM&C
optionally can distribute break and variance times, if paid, to different cost accounts.
The Payroll application does not pass the PM&C data to PC&C.

The Payroll application interfaces with the General Ledger application through the
Temporary General Ledger file. This is the same file used by Accounts Payable,
General Ledger, Financial Analysis, Accounts Receivable, and Purchasing. The
Payroll application produces journals to make entries into the general ledger. If the
General Ledger application is not installed and interfacing, you can clear this
Temporary General Ledger file for a given month or accounting period.

When PC&C is installed and interfacing with Payroll, the Payroll application’s batch
flow checks all transactions for valid order, operation, and production facility number,
and does all relevant PC&C editing.The Payroll application fully supports PC&C with
quantity (complete or scrap), labor, and milestone group reporting. The Payroll
application passes labor transactions to PC&C during payroll posting and prints the
PR to PC&C Data Transfer report.

Because of the time lags between running Payroll posting and PC&C shop activity
update, PC&C checks these values again before it accepts the records for update.
For example, running PC&C order closeout between the two updates could produce
errors. The Payroll application cannot perform some PC&C checks. See the
Production Control and Costing User’s Guide for information about how PC&C uses
the Payroll transactions to report quantity (complete or scrapped), milestone group,
and time data, and the files you use.
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Production Control and Costing hour/minute transactions

If PC&C is installed and interfacing, Payroll can accept time you report in either hours
or minutes.If you report time against an operation with a time basis code of M
(minutes per piece), enter time in minutes. The system reports the minutes you enter
to PC&C in minutes.However, the Payroll application converts the minutes to hours
(for use by the Payroll application) using the following formula:

HOURS = MINUTES divided by 60 (the remainder is half-adjusted).

The Payroll application creates batch totals during Time/Adjustment Entry by handling
each MINUTES transaction as follows:

+ Add MINUTES to TOTAL MINUTES
« Add MINUTES/60 to TOTAL MINUTES AS HOURS

* Add MINUTES/60 to the correct HOURS control total (regular, overtime, and so
forth).

To prepare adding machine tape totals that balance exactly to the batch status
display, do the following:

« Convert the minutes to hours for each transaction
« Add the hours to the batch totals.

You can run adding machine tape totals for total minutes in the batch and then convert
the minutes to hours. These totals may not balance exactly with what appears on the
batch status display because the totals are half adjusted. You should be able to see
that all transactions are in the correct category and that no major keying errors
appear.

General ledger distribution

When you select general ledger distribution during application tailoring, the Payroll
application verifies account number fields against the records in the General Ledger
master file. Payroll generates a Distribution Journal that contains all accounting
entries for the run. The application passes the information in this journal to the
Temporary General Ledger file.

Payroll to International Financial Management interface

Payroll can interface with either the Accounting Management General Ledger or the
International Financial Management (IFM) general ledger function. The interface is
limited to ledger entries. There is no drill-back from IFM transactions to the supporting
payroll detail. Payroll calculations, payments, and bank reconciliations are handled
within the Payroll application.

When Payroll interfaces with IFM, the Company and Account fields are replaced by
equivalent unit and nature fields.

When you interface with IFM, convert all company and account references to unit and
nature references. If you have an interface to the general ledger function of IFM, you
must tailor IFM as follows:

» Tie the transaction type that Payroll generates to the IFM general ledgers that
receive the ledger entries
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* |IFM must automatically assign transaction numbers

* IFM does not require control total balancing

If IFM does not allow new combinations of units and natures, any new combinations
will be rejected when the P/R transaction attempts to be posted in IFM. The user then
has the option to override this (like a warning message). The IFM Unit/Nature
validation API checks for invalid unit and nature combinations when you enter them in
Payroll. If the unit or nature is not valid, the system issues error messages. A default
unit for each company is stored with the transaction header information. Default
natures for each counterpart of the Accounting Management General Ledger account
numbers are stored with the transaction detail for each company. See
“Implementation Table Setup” in the International Financial Management User’s
Guide for more information.

IFM edits and posts IFM payroll ledger transactions that Payroll creates in period/
company sequence. Define the periods in IFM that correspond to the XA periods. See
“Work with Periods” in the International Financial Management User’s Guide for more
information.

These natures are stored:

Cash-in-bank

Federal income tax withheld

Employer-paid union fringe benefits expense
Employer-paid accrued salaries and wages
Shift differential costs

Intercompany receivables

Intercompany payables.

Understanding the functions and options

The following is a list of functions and features within the Payroll application that affect
your daily operations. An understanding of these functions is important to insure the
correct configuration and successful operation of Payroll.

Function: For more information, see:
Attendance balancing 2-21
Automatic overtime calculation 2-21
Cafeteria plan deductions 2-23
Cash/accrual accounting 2-25
Cyclical/directed deductions 2-25
Earned income credit 2-28
Electronic deposit support 2-28
External payments and withholdings 2-33
Frequency codes 2-34
Gross pay calculations 2-35
IRA (individual retirement account) 2-35
Intercompany transfers 2-36

One-time adjustments 2-36
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Function: For more information, see:
Other compensation and payments 2-37
Overtime/premium time 2-38
Pay advance deductions 2-38
Payoffs 2-40
Reversing checks 2-40
Protected employees 2-40
Reconciling checks 2-41
Shift differential 2-41
Sick pay 2-42
Special pay types 2-43
Taxable and reported indicators 2-44
Taxation of sick pay 2-46
Tax calculations 2-47
Tax deferred deductions 2-48
Union deductions. 2-48
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Attendance balancing

You can enter an employee’s labor time for a pay period and the same employee’s
clock attendance time for the same period. Use the attendance balancing feature to
do this. The system compares labor time against attendance time and records any
variance on the Current Hours Proof listing.

The comparison between labor time and attendance time depends on how you enter
data and run Current Hours Proof. You can enter attendance time daily or for the
entire pay cycle and make the comparison.

When you enter attendance as daily time, you can still obtain a Current Hours Proof
listing for pay cycle balancing.

The system prints an attendance variance warning on the Current Hours Proof report
any time the difference between labor time and attendance time is greater than the
acceptable variance. You determine this variance rate when you select records for
calculation. No warnings appear for differences less than or equal to this amount. For
example, if you allow a difference of 15 minutes a day between labor and attendance,
type in.25 (1/4 of an hour) for allowable variance. The system flags only those
employees whose labor time and attendance time differed by more than.25 hours.

Note: The allowable variance amount you type in reflects the type of balancing:
daily or by pay cycle. If you type in.25 as the allowable variance for a pay cycle
balancing run, the system uses that value for differences between labor and
attendance for the entire pay cycle, not for each day.

Automatic overtime calculations

If you selected to use the automatic overtime calculation feature during application
tailoring, the Payroll application calculates overtime for the following situations. In all
situations, you define the maximum hours.

* Hours worked that exceed the maximum daily regular hours.

* Hours worked that exceed the maximum regular hours for a weekly or biweekly
payroll.

* A combination of hours over the maximum daily hours plus any hours over the
maximum weekly hours.

* A combination of hours over the maximum daily hours plus any hours over the
maximum pay cycle hours.

» Hours worked on any three specific days automatically paid at the overtime or
double-time rates, or hours that you included in the overtime criteria. For
example, if you use a four-day work week, the system will calculate overtime for
Saturday, Sunday, and/or a third nonscheduled day.

» Overtime classified as premium or overtime hours to meet various labor
distribution requirements.

» Sick, vacation, and holiday hours included in any combination in the overtime
calculations.

» A general ledger account number specified to accumulate the overtime expense.
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You can vary the way the system calculates overtime by department. For example:

* You can pay shop employees daily overtime and pay office employees weekly
overtime.

* You can pay overtime to employees in some departments for Saturday, Sunday,
and/or a third nonscheduled day and pay employees in other departments
overtime only if they exceed a maximum number of hours per week.

« Automatic overtime records contain the following information from the Employee
master record for each employee:

- Home company number
- Department

- Production facility

- Shift code.

See “Determining the overtime format” on page C-3 for examples of this feature.

You should involve someone familiar with your company’s overtime policies and
methods when you select the parameters for each department. All Payroll application
users should understand how this feature calculates overtime, as well.

When you install the Payroll application, enter parameter codes to reflect the overtime
calculation methods you want the system to use into a Labor Distribution record for
each affected department using a production facility ID of PREM. You may change
these parameter codes whenever you change the overtime criteria.

The automatic overtime feature calculates regular and overtime hours. The system
automatically calculates overtime when you select option 4 from Main Menu AMPMOO
(Calculation) and option 1 (Select Records) or option 4 (All of the Above) from menu
AMPMO4. It bases the calculations on the overtime calculation parameters you used
in the specialized Labor Distribution record previously mentioned.

The system adds overtime records it created to the Current Hours file.If you use the
Current Hours Proof register, you can identify these records on it and on the Gross
Earnings register since they have a blank batch number and a line number beginning
at 70001.

Make any changes or additions to modify the results the automatic overtime
calculations generated in the data entry records that create the overtime records. Use
option 5, Clear, from menu AMPMO04 to clear the Current Hours file and other work
files the system created during Select Records. Apply the changes and additions to
the data entry records using normal data entry correction techniques. You should then
obtain the correct overtime results.You can bypass records (day code 99) to override
the automatic overtime calculation for any employee by day, week, or pay cycle
(determined by the overtime parameters) in special situations. Run payroll calculation
beginning at Select Records (option 1 from menu AMPMO04).Check the results of
automatic overtime calculation using the Current Hours Proof listing and/or the Gross
Earnings register.Use the overtime parameter records in the Labor Distribution file
(LABDIS) to correct overtime processing for each department.

The following are the exceptions and conditions for using automatic overtime
calculation:

* You can use the automatic overtime function for weekly and biweekly hourly or
salaried nonexempt employees only.The system will not calculate monthly and
semi-monthly payrolls since they do not have a consistent number of days per
pay cycle.
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* When the Payroll application creates automatic overtime records, it uses the
employee’s home company and home department/production facility for labor
distribution. It does not use department worked because this may vary and the
application cannot determine the proper distribution.

» Override rates do not carry into the automatic overtime records. The system
creates the overtime records using the following:

- Employee overtime rate,

- Premium rate

- and/or

- Proper multiple of regular rate (for example, time and one-half or double
time).

» Use a day code of 99 to bypass automatic overtime calculations. You can
manually enter time records for any of the previously described situations if you
have the proper overtime hours, rates, and distribution.

» Use the 1-7 day range if the pay frequency is weekly or the 1-14 day range if the
pay frequency is biweekly to use the incoming labor transactions from PM&C or
that you manually entered when you use automatic overtime for one or more
departments. If the day number is greater than these limits, the application skips
the record during overtime calculations and prints a warning message on the
Current Hours Proof report (AMPBU).

Cafeteria plan deductions

Use cafeteria plan arrangements to offer a package of benefits. Employees contribute
their share of the cost on a pre-tax basis. The range of benefits may include the
following:

* Health benefits

* Group term life insurance

* Dependent care assistance
» Disability insurance

» Group legal service

» Vacation days.

In the Deduction Distribution file, define cafeteria plans as code W, and type C. Also
define employees who participate in the cafeteria plan in the Employee Miscellaneous
Deduction file.You can define multiple cafeteria plan deductions for each employee.

When a cafeteria plan operates on a salary reduction basis and the amount the
employee elects to contribute is on a pre-tax basis, exempt the amount the employee
contributes from Federal Income Tax (FIT). Specify Taxable N (No) for FIT in the
Deduction Distribution file. Specify Taxable N (No) for FICA to exempt both the
employer and the employee from Social Security and Medicare taxes on the
contributions.However, if you choose to make a 401(K) plan one of the benefits in a
cafeteria plan, employee-elective deferrals under the 401(K) plan are subject to Social
Security and Medicare taxes.The Payroll application defines 401(K) deductions as
tax-deferred deductions (type T) and does not include them in cafeteria plan
arrangements. You can specify the taxability by taxing body. State, county, and local
laws may vary as to the applicability of tax exempt plans.

In the Deduction Distribution file, define tax-deferred deductions as code W, and type
T. Define employees who participate in tax-deferred deduction plans in the Employee
Miscellaneous Deduction file.
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You can define multiple tax-deferred or cafeteria plan deductions for each employee.
Employees can split their 401(K) contributions among many investment funds. This
must be done outside the Payroll application by the plan administrator.

The Payroll application provides for an employer’s matching contribution for tax-
deferred deductions. The Payroll application defines the amount as a percentage of
the employee’s deferral up to a certain percent of the employee’s gross pay. You may
set deduction limits for each of an employee’s elected salary deferrals or selected
benefits.You can set tax-deferred deduction matching contribution percents and limits
for each of an employee’s elected 401(k) deductions.

When it processes the payroll, the Payroll application subtracts tax-deferred and
cafeteria plan deductions from the taxable gross pay before it calculates taxes. When
it determines net pay, the system subtracts tax-deferred and cafeteria plan deductions
after it deducts all taxes, directed and pay advance deductions, and before it deducts
other miscellaneous deductions

For any deduction considered pre-tax or tax-deferred for Federal and or state, county,
or local taxes, it must be defined as an |, T, or C type deduction. The taxable and
reported indicators for the type O (other) deduction are pre-set to all “yes” and cannot
be changed.

If any of your type I, T, or C deductions are non-taxable by a state, county, or local
taxing body, or if taxability will vary by employee, you must set the associated taxable
indicator in the state, county, or local deduction distribution record to N (no). This lets
you set these taxable indicators to Yes for a given deduction or employee in the
Employee Miscellaneous Deduction file record. The reverse, however, is not true. A
taxable indicator of Yes at any level (taxing body, deduction or employee) will result in
the deduction being taxable. These same principles apply for taxation of other
compensation. For more information see “Other compensation and payments” on
page 2-37.
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Cash vs. accrual accounting

If you selected cash accounting during application tailoring, the system posts all
general ledger entries it created to the accounting month you selected on the Checks
and Reports Run Time Options display (AMDH1). This entry period or month should
be the accounting period or month that represents the date on the check. The system
posts all entries, including labor expenses incurred in a previous period, to this entry
period or month.

If you selected accrual accounting during application tailoring, the system posts all
labor expenses it generated to the accounting period or month you selected in the
associated time or adjustment record. Using this method, the system posts labor
expenses to the accounting period or month in which the work was performed. When
an accounting period or month ends in the middle of a pay period, type in multiple
time and/or adjustment records to distribute the labor expenses between the two
periods or months. The system generates automatic offsetting accrual entries to
balance both accounting periods or months.The system posts all other journal entries
it generated to the accounting period or month entered on the Checks and Reports
Run Time Options display (AMPDH1). As in cash accounting, this should be the
period or month representing the check date.

Because the accounting period does not appear on all of the reports that follow, you
must edit the Payroll Batch register to determine if these numbers are correct. If you
find errors after using option 3, Posting, on the Main Menu, back out, and type in the
entire record again.

Cyclical deductions

Certain employee deductions are cyclical. Each time the deductions reach the unit
cost, the system counts it as one unit. The number of units an employee reaches in a
payroll run appears on the Deduction register. A typical example is a payroll stock
plan for United States Savings Bonds. A savings bond costs $50.00 and an employee
requests a deduction of $25.00 per pay period. At the end of two pay periods, the
deduction reaches the unit cost, you purchase a bond for the employee, and the cycle
begins again.

Code these deductions in the Deduction Distribution and Employee Miscellaneous
Deduction files as a 9xx type of deduction, in which 9 indicates cyclical. The system
places the unit cost of the deduction (for example, $25.00 for a $50.00 bond) in the
Employee Miscellaneous Deduction file record. The Payroll application withholds a
specified amount from the employee’s check. The Deduction register shows a count
of one unit each time the deduction reaches the unit cost during this run.You can give
a copy of the Deduction register to the department responsible for issuing savings
bonds, so the department knows to whom it should issue the bonds.The amount
remaining after each unit is purchased is held in the Partial Unit Cost Remaining field.
The withheld amount is accumulated in this field until the unit cost is reached and the
next unit can be purchased.

Your company may have a cap on the amount a deduction can accumulate over
time.This amount is called the lifetime limit. The Payroll application tracks the:

+ Lifetime limit

* Amount already withheld over the deduction lifetime (life-to-date balance)

* Amount of money currently deducted from the employee’s pay (the current
deduction) to purchase units
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* Amount of money an employee can accrue until enough money has accumulated
to purchase units (the partial unit cost remaining).

If Life-to-date balance + Current deduction + Partial unit cost remaining > Lifetime
limit, the Payroll application adjusts the current deduction so the employee does not
exceed lifetime limit. The Payroll application also stops further payroll deductions
unless you increase the lifetime limit.

An employee may not be able to reach the lifetime limit. If the difference between the
life-to-date balance and the lifetime limit is not evenly divisible by the unit cost, the
Payroll application allows purchases as close to the lifetime limit as possible. It then
stops taking the deduction from the employee’s pay.

For example, your company has a lifetime limit of $5,050 for employee purchase of
United States Savings Bonds. An employee has a life-to-date balance of $5,000, and
a partial unit cost remaining of $25.00. The system calculates the current deduction to
be $75.00 and the unit cost of a bond is $50.00.Current deduction ($75.00) + Partial
unit cost remaining ($25.00) is enough to purchase two bonds ($100.00), giving a
balance of $5,100. Since the lifetime limit is $5,050, the Payroll application decreases
the current deduction to $25.00. It adds the deduction to the partial unit cost
remaining ($25.00), and allows the employee to purchase one bond at $50.00. The
application also stops deducting for bonds from the employee’s pay.

The Payroll application automatically makes journal entries that reflect liability for this
payment of funds if you specified general ledger distribution during installation
tailoring. When you act upon this liability, you must make journal entries to indicate to
the system that you have made this payment. Otherwise, the General Ledger
application will not reflect the current financial status of your company. To continue the
preceding example, once you have paid the money to purchase the savings bond for
the employee, you must manually make journal entries to indicate you have paid for
the bond. If the Accounts Payable application is installed and you make the payment
through Accounts Payable, Accounts Payable updates the period entries.

Directed deductions

Directed deductions are deductions an employer must withhold from an employee’s
pay, such as court-ordered child support withholding or wage garnishing. You can also
charge the employee a service fee for administering the deduction. The service fee
can have its own general ledger number. The Payroll application takes directed
deductions from an employee’s gross pay after taxes and employee-paid union
deductions are withheld and before pay advance deductions and miscellaneous
deductions are withheld.

The system can calculate directed deductions using all or one of the following:

* A fixed amount
* A rate per hour
» A percent of gross
Or
» A percent of disposable income.

If you select to calculate directed deductions using a percent of disposable income,
you cannot calculate these deductions using fixed amount, rate per hour, or percent of
gross. If you select to calculate directed deductions using fixed amount, rate per hour,
or percent of gross, you cannot select to calculate these deductions using percent of
disposable income.
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To set up a directed deduction, first set up a record in the Deduction Distribution file.
Directed deductions are distribution code D and a 3-digit distribution number. The first
digit of the distribution number cannot be 9 (for cyclical deductions) because directed
deductions cannot be cyclical deductions.Add a record to the Employee
Miscellaneous Deduction file using the same distribution number that you assigned in
the Deduction Distribution file to withhold a directed deduction from an employee’s
paycheck. Type in the service fee and state/case number into the file, and type in the
amount to be remitted each month to the state, county, or local agency in the
Remittance Amount field.

You may have a cap on the amount of a deduction an employee can accumulate over
time. This amount is called the lifetime limit. The Payroll application tracks the:

« Lifetime limit, if appropriate
« Amount of money you have already withheld (the employee’s life-to-date balance)
« Amount of money you will pay the agency (the remittance amount)

* Amount of money you are accruing until enough money has accumulated make
the payment (the current balance).

If Current balance + Current deduction > Lifetime limit, the Payroll application adjusts
the current deduction so the employee meets but does not exceed the lifetime limit.
The Payroll application also ceases further payroll deductions.

Directed deductions are similar to escrow accounts. You can take deductions each
pay period and hold them in a general ledger account until the date when the
remittance payment to the state, county, or local agency is due. The employee’s
record shows the amount of the deduction that has accumulated after each pay cycle.
The employer is responsible for making the payments and adjusting the employee’s
record to show the employer made the payment.

To see how much to remit to each state agency at the end of each month, select
option 1 from the Monthly Directed Deductions menu (AMPM13) to print the Directed
Deduction Remittance Worksheet. This worksheet shows the amount of the deduction
to remit to each state agency and the case identification number for each remittance.
After you have issued the checks for the deductions, select option 2 from the same
menu to calculate the new deduction balance for each employee.If the current
balance is less than the remittance amount, the Payroll application uses a remittance
amount equal to the current balance. Using the data in the Employee Miscellaneous
Deduction file, the application subtracts the amount in the Remittance Amount field
from the amount in the Current Balance field and resets the current balance to zero or
the amount of any overpayment.

The Payroll application automatically enters the liability for payment of the employees’
money to the General Ledger application, if it is installed and interfacing. Once you
have paid the state agency, you must manually make entries to the general ledger
journal to indicate that you have made this payment. Otherwise, the General Ledger
application will not reflect the current financial status of your company.
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Earned income credit

To set up an employee to receive advance EIC (earned income credit) payments, do
the following, using the related Payroll File Maintenance options:

1. Add a record to the Deduction Distribution file with the distribution code of E
(Earned Income Credit), a distribution number of three zeros (000), and a general
ledger liability account number.

2. Update the EIC Eligible code in the Employee master file record.

N No, employee is not eligible (default setting)
Y Yes, employee is eligible and has a W-5 certificate on file.
B Yes, employee and spouse are eligible and both have W-5

certificates on file.

3. Use the Tax Table Maintenance option to add the distribution code E record for
Advance EIC Payments. When you set up an EIC table entry, be aware of the
following:

» The figures entered come directly from the “Tables for Percentage Method of
Advance EIC Payments,” as contained in the IRS Employer’s Tax Guide
(Circular E).

» The maximum amounts for eligible YTD wages and advance payments also
come from this IRS publication.

» The marital status codes relate to EIC eligibility as follows:

Marital status EIC eligible Description
S Y Single or married without spouse filing certificate

M B Married with both spouses filing certificate

This will complete the requirements to automatically compute the credits and provide
the ability to use the EC adjustment type to enter one-time EIC credit payments.

Electronic deposit support

If you selected electronic deposit support during application tailoring, you can:

» Specify electronic deposit of miscellaneous deductions to one or more financial
institutions.

» Specify electronic deposit of an employee’s net pay with an optional reserve
check amount.

» Create prenotes (test transactions) that notify a financial institution of your intent
to send electronic deposits.

» Format employee records to the required National Automated Clearing House
Association (NACHA) format.

» Receive the following reports that document the process steps and data for the
processed transactions:

- Electronic Prenote Creation Audit report (AMPMP)
Electronic Prenote register (AMPMB)

Electronic Deposit register (AMPMA)

NACHA Formation register (AMPMF).
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« Print the Employee Remittance Advice (AMPMQ) report if you specify not to print
void checks for net pay electronic deposits. This report lists all employee check-
stub data on plain stock paper to provide employees with wage, tax, and
deduction information.

To use the Payroll electronic deposit support functions, do the following:

1. For each company, enter the required employer electronic deposit data in the
company (type C) record in the Deduction Distribution file.

2. For each employee who is to have electronic deposit of net pay, add a record to
the Employee Miscellaneous Deduction file using a deduction number of 000
(three zeros). Supply the required data for electronic deposit.

3. For each employee who is to have electronic deposit of one or more
miscellaneous deductions, maintain the Employee Miscellaneous Deduction file
to add the required data for electronic deposits to a new or existing record.
Answer Y to the “Electronic deposit deduction (Y/N)” prompt on the primary
display to make these entry fields available.

4. Take the options on the Electronic Deposit Support menu (AMPM15) to create
prenote transactions and to convert your data to the NACHA PPD (Prearranged
Payments and Deposit) format.

Prenotes

You can create a prenote for each new or changed electronic deposit using option 1
on the Electronic Deposit Support menu (AMPM15). A prenote is a test transaction
that contains the minimum data required for an electronic transaction. You must
generate a prenote to begin electronically transferring funds to an employee’s
account. Base the prenote on the data the employee supplies on the authorization
form, but for a zero dollar amount. This prenote notifies an institution of your intent to
send electronic deposits.

The system can automatically generate the necessary prenote transactions the next
time you run Checks and Reports, or you can select the Create Prenote Transactions
option on the Electronic Deposit Support menu (AMPM15) before you begin
calculations. Either method produces the same results.

Once you send a prenote, you begin waiting the required number of calendar days
(prenote waiting period) you specified when you set up electronic transfers. Once the
required number of calendar days has passed, you can transmit live funds for that
employee. However, if the bank rejects and returns the prenote within the waiting
period, you must correct the data. Create another prenote, send it, and start the
waiting period again. You should also create a new prenote for an existing electronic
deposit if any of the following changes:

* An employee’s bank account number
» The account type (demand or savings)
* The bank’s transit/routing numbers.

In order to create prenote transactions, you need the following information from the
employee:

* The employee’s bank transit number
* The employee’s account number.



Contents

|ndeX Page 2-30

You can find this information in the MICR-encoded data at the bottom of the check
form. For example, on the following check facsimile, the bank transit/routing number
is 045600052. The employee’s account number is 789 12 345.

George P. Burdell 1232

1234 Any Street

Anytown, Anystate 12345 12-3/456
B [ Jp—

Pay to the | $,—|

order of

Dollars

Bank Employee Bank

Logo Name and Address
City, State

For

1:045600052]: 789 12 345" 1234

Transit/ Check Account
routing digit number
number

Tracking

You can track an electronic deposit’s status with the Status field. You can find the
Status field when you maintain the Employee Miscellaneous Deductions file. The
status values are as follows:

0 New deduction; generate a prenote

1 Prenote generated, awaiting NACHA formatting

2 NACHA formatting complete, waiting period in process
3 Active; process live electronic deposit deduction.

When you implement electronic deposit support, consider the following:

» All financial institutions to receive the electronic deposits must be active,
participating members of NACHA.

* You should specify a prenote waiting period that provides adequate time for the
receiving financial institution to test the prenote transaction and notify you of any
problem. Fourteen calendar days are recommended and is the default waiting
period.

« If the bank notifies you of a problem with a prenote transaction, correct the
problem and send another prenote transaction. See Chapter 17, “Electronic
deposit support” for more information. This starts the prenote cycle again.

NACHA formatting

The Payroll application places formatted NACHA records (both prenotes and live
transactions) in the PAYEDI file with a default member name of PAYEDI. After the file
is converted, the data is in the required machine-readable format and is ready for you
to submit it to the bank.

Important information: The Payroll application does not maintain this file. You
should remove or rename the member after each payroll electronic transmission; if
you do not, you may send the same member multiple times. You may want to override
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this default member name, using a naming convention in order to keep up with
transactions.

For example, the first time you create a file to transmit the data, you may want to
accept the default member name of PAYEDI; the next time you create the file, you
may want to name the member PAYEDIZ2. In this way, you will know specifically which
data to transmit.

Important information: The Payroll application does not actually transmit the data.
You must send the data to the bank via diskette, tape, electronic data transmission, or
any other method agreed upon by you and the bank.

The PAYEDI file uses the NACHA format of PPD (Prearranged Payments and
Deposits). See the Automated Clearing House Rules for more information about file
formats.

Special considerations

Change existing electronic deposit. To change an existing electronic deposit
deduction or net pay record, maintain the Employee Miscellaneous Deductions file.
Enter the data to be changed in the appropriate Replacement field. This causes the
status field to be reset to zero. You will have to create a new prenote. The system
prompts you to indicate if deposits to the primary account are to be stopped
immediately or should be allowed to continue during the prenote waiting period.

Prenote transfer dates. You can enter the prenote transfer date during file
maintenance when you add or change an electronic deposit record. It acts as an
override to the date of transfer and, as such, must be equal to or less than (prior to)
the date you enter it. You should leave the prenote transfer date field blank in order to
get a prenote transaction generated, but if you enter it, it will force the status code to a
2 for primary or replacement values. It also uses the date entered as the start date for
the prenote waiting period, thereby bypassing the generation of a prenote transaction.
When you run checks and reports, if the system (current) date is beyond the prenote
waiting period, the system causes the deduction or net pay to be processed as a live
(status 3) transaction.

Effective transfer and entry dates. You can enter the effective date of transfer when
you convert the electronic deposit transactions to NACHA format. The default is the
system (current) date. This date establishes the official transmission or exchange
date for all transactions. You will also be prompted to enter an effective entry date.
This is the date specified by the originator on which the batch of entries are to be
“settled.” The default provided will be the check date or, if only prenotes are being
transmitted, two days following the transfer date. This date will be used as the starting
date of the waiting period for any prenotes and will be added to the associated
Employee Electronic Funds (EMPEFT) records at this time. You must run this option,
Convert data to NACHA requirements, option 2 on the Electronic Deposit Support
menu (AMPM15), to change electronic records from a status 1 to a status 2, and to
allow the prenote waiting period to begin.

The effective entry date is added to the Prenote Transfer Date field in the Employee
Electronic Funds (EMPEFT) records and remains there as long as the record has a
prenote status of 2. The date is written in Julian date format using a base or reference
date for conversion of January 1, 1900.

Check reserve amount. You can specify a check reserve amount when you set up a
net pay electronic deposit. This is a fixed dollar amount you want the system to
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withhold from the electronic deposit and give to the employee as a printed check. If
this check reserve amount is larger than the calculated net pay, the system does not
generate an electronic deposit transaction. Be aware that when a check reserve
amount is specified a printed check will always be produced showing the amount of
the electronic pay deposit as a line-item on the stub. This is true regardless of the
option taken in the deduction distribution C record on printing fully voided EFT checks.

Data flow.

» Supplemental electronic deposit data is contained in the Employee Electronic
Funds (EMPEFT) file.

* When you create prenotes and live transactions, the system places them in the
Electronic Funds Transfer Transaction (DIREFT) file.

* When you complete NACHA formatting, the system removes transactions from
the DIREFT file and converts them to employee detail records in the Electronic
Payments Transfer file (PAYEDI).

Errors, adjustments, and reversals. The Electronic Deposit function normally
generates demand or savings account credit records for employee net pay and/or
miscellaneous deductions. Once these deposit transactions have been transmitted to
the receiving bank, the employer must work with the bank to resolve any errors,
overpayments, and so forth. The only exceptions to this are:

» Processing of a check reversal for an employee who has electronic deposit of one
or more miscellaneous deductions. Automated payment (debit) records are
generated for these deductions to the same bank account used for the original
credit deposit. This is done only for miscellaneous deductions and is not done for
net pay deposits.

* Any negative OD adjustments processed for a miscellaneous deduction which is
electronically deposited generate a demand or savings account debit.

Generating automatic payments. You can generate an automatic debit transaction
using your company’ account which will be included in your NACHA transmission.
This transaction debits the company’s payroll account number for the sum of all
electronic deposit deductions and net pay deposits. When you do this, Payroll makes
the required entries to the distribution journal for any miscellaneous deductions to
relieve the liability. This feature utilizes the company’s account number specified in
the special employee miscellaneous deduction record (company offset), which is set
up with employee number 00000 and deduction number 000.

Temporarily disabling electronic deposits. To temporarily disable electronic
deposits for an employee’s net pay deposit record, maintain the Employee
Miscellaneous Deduction file to set the Check Reserve field to $99,999.99. As long
as this amount is larger than the net payment amount, a regular check prints.

To temporarily disable electronic deposit for miscellaneous deductions deposit
records, maintain the Employee Miscellaneous Deduction file to change the
Electronic Deposit Deduction flag on display AMPUUZ2 to N. You must enter the EFT
parameters for this deduction and backdate the Prenote Transfer Data again in order
to establish the deposit again.
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External payments and withholdings

The external payments and withholdings option allows you to support a situation in
which a third party (such as an insurance company) pays sick or disability pay to an
employee. You are responsible for the following:

* Including those payments and the Federal income/Social Security/Medicare taxes
withheld on the employee’s W-2 form

» Paying the employer Social Security/Medicare taxes.

If the third party issues a W-2 form to the employee, you do not want this payment to
show on the W-2 form you issue. Therefore, do not make an entry through the
external payments and withholdings option. However, you are probably still
responsible for the employer Social Security/Medicare taxes, so make an entry to the
General Ledger application.

To post external payments and withholdings to the employee’s records, select option
11 from the Quarter/Year-End Processing menu (AMPMO08). The application uses the
data you enter and the data already set up for the employee, primarily in the
Employee master file, to update the employee’s records.

The following section explains what happens when you post external payments and
withholdings. The fields in parentheses are from the Employee master file unless
otherwise noted.

» The Payroll application updates the gross earnings (GROSS EARNINGS),
Federal income tax (GROSS TAXABLE), employee Social Security and Medicare
taxable (SOSC/MED TXBL), and FUTA (FUTA TXBL) fields. It adds the gross
earnings value typed in on the Post External Payments and Withholdings display
(AMPTV1) to the existing respective quarter fields. The system determines which
quarter fields to update by the quarter number you selected on display AMPTV1.

« Because the limits are different for Social Security and Medicare, the Social
Security/Medicare taxable field (SOSC/MED TXBL) accumulates in the Employee
master file. Payroll uses this same field to calculate the employee Social Security
and Medicare taxes to withhold, as well as the employer’s Social Security and
Medicare tax liability.

» If the payment is sick pay, the system adds the gross earnings and sick hours to
the quarter sick pay (SICK PAY) and annual sick hours (SICK HRS YTD). The
system adds the amounts withheld to the Social Security Tax Withheld (SOSC
TAX) and Medicare Tax Withheld (MEDICARE TAX) fields for the specified
quarter. The application checks whether sick pay is taxable before updating these
fields.

* If the Social Security or Medicare tax reported as withheld on display AMPTV1
does not agree with the rates in the company record in the Deduction Distribution
file, Payroll adjusts the withholding amount on the next regular check for the
employee.

« If you selected state, county, or local tax support during application tailoring,
Payroll updates the Employee State/County/Local file fields (GROSS EARNINGS,
TAXABLE GROSS, and SUI TAXABLE) for the specified quarter. The system
updates the fields in the SDI and/or SUI record in the Employee State/County/
Local file, if applicable. The system only updates the home state, county, and
local records, as defined for an employee in the Employee master file.

* If you specify the amount on display AMPTV1 as sick pay, and the Deduction
Distribution record for this taxing body defines sick pay as taxable, the Payroll
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application updates taxable income (TAXABLE GROSS) in the Employee State/
County/Local record.

* If you specify the amount on display AMPTV1 as sick pay, and the Deduction
Distribution record for this taxing body defines sick pay as taxable for SUI, the
Payroll application updates state unemployment insurance taxable income (SUI
TAXABLE) in the Employee State/County/Local record.

« If the application is interfacing with the General Ledger application, the system
generates general ledger transaction entries for the following tax expenses:

Employer Social Security
Employer Medicare
Employer FUTA
Employer SUI

» If the payment is identified as other compensation, the system adds this amount
to the Employee Other Compensation record as well as to all other appropriate
fields in the Employee Master and Employee State/County/Local record. If it is
identified as FIT taxable, the system also adds the payment to the Fringes
Taxable field in the Employee Master record.

Frequency codes

The Payroll application uses frequency codes with pay cycles to indicate when it is to
take deductions from or add other compensation and payments to an employee’s
wages.

The following table shows the relationship between the nine pay cycles and the nine
deduction frequencies. An X indicates the system calculates the deduction, other
compensation, or other payment for the corresponding pay cycles.

If the deduction or
other comp/payment | The deduction is withheld or the other compensation/
frequency is® payment paid when the pay cycle is®
1 2 3 4 5 6 7 8 9
1 X
2 X
3 X
4 X
5 X X
6 X X
7 X X X X X X X X X
8 X X X X
9 X X X X X X X X

Note: Pay cycle 0 is reserved for reversals.

For example, you withhold a deduction with a frequency code of 2 from an employee’s
wages during pay cycle 2. You withhold a deduction with a frequency code of 6 from
an employee’s wages during pay cycles 2 and 4. Frequency code 7 means that the
system takes deductions from, and adds other compensation/other payments to, an
employee’s wages during each pay cycle.
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Gross pay

Frequency code 9 with pay cycle 9 means that the system does not take
miscellaneous deductions from or add other compensation/payments to the
employee’s wages. This can be useful when making special runs or payments in
which no deductions are to be taken.

If you already use pay cycles 8 or 9 for user-defined purposes, those defined
processes do not change.

To be sure the employee receives the correct amount for the hours worked, the
Payroll application rounds the Gross Earnings and the Payoff Balancing registers in a
specific way: the system gives a round amount of.005 to each employee at the
beginning of calculations. The application carries the remainder of each hour/rate
calculation to the next hour/rate calculation. The application does not round by a half-
adjustment for every hour/rate calculation. After the system determines the total
gross, it drops the remainder. Following is an example of how the calculations work.

A breakdown for Jane Doe, employee number 9999:

Gross with

Hours Rate Extension Round Remainder

4.50 x 9.863 = 44.38350 + .00500 = 44.38850

4.50 x 9.863 = 44.38350 + .00850 = 44.39200

4.50 x 9.863 = 44.38350 + .00200 = 44.38550
Total = 133.15

The Gross Earnings register prints the following for Jane Doe:

Hours Rate Gross
4.50 9.863 44.38
4.50 9.863 44.39
4.50 9.863 44.38
Total Gross 133.15

The maximum error exposure of this technique is +/- 1¢.

IRA pension deductions

An employee can set a limit for the maximum annual amount of the IRA deduction that
you may take. This may vary from year to year. Set the limit in the Employee
Miscellaneous Deduction file.

If you specify the IRA deduction as Taxable N (No) for FIT in the Deduction
Distribution file, and specify Reported as Y (Yes), the Payroll application includes the
IRA deduction amount in taxable gross but does not withhold taxes from this amount
for Federal income tax. Be sure to verify all limits and eligibility for this type of
deduction with the Internal Revenue Service. Because of certain tax law changes,
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some employees may not qualify for the IRA deduction when they file their tax
return.If you know this to be the case, you can set up an IRA as an “Other” type of
miscellaneous deduction (type O). Then, the Payroll calculates taxes according to the
Taxable indicators for type O (Other Miscellaneous) deductions set in the Deduction
Distribution file and the Employee Miscellaneous Deduction file.

Specify the IRA deduction as Taxable (Y/N) and Reported (Y/N) for the other
applicable taxing body categories.

Intercompany funds transfer

If you answered Y (Yes) to the install/tailor question about intercompany funds
transfers, the Payroll application automatically creates the intercompany payable and
intercompany receivable accounting transactions. It creates these transactions when
employees work for a company other than the one to which you assigned them in the
Employee master file. If you answered N (No), the Payroll application flags any
employees assigned to one company and claiming time worked for another company
as an error. Intercompany funds transfers apply only to gross pay; the Payroll
application does not transfer any deductions.

For example, employee 10001 works for Company 01 in department DP10 and earns
$1,000 for a given pay period. One pay period, you temporarily assign this employee
to work for Company 02 in department DP20. You must transfer the $1,000 this
employee earns from Company 02 to Company 01 in order to keep the accounts in
balance. When you enter data for the pay period in the Time/Adjustment record for
Company 02, enter data for employee 10001 in department DP20. The Payroll
application automatically creates the intercompany payables journal for Company 02
for $1,000 and the intercompany receivables journal for Company 01 for $1,000.The
data appears on the Payroll Distribution journals (AMPHC) for Company 01 and
Company 02.

One-time adjustments

The valid codes for one-time adjustments are:

DD Directed deduction

EC Earned income credit payment

ocC Other compensation

oD Miscellaneous deduction

OoP Other payment

BT S/C/L taxable

FT FIT & S/C/L taxable

CT Social Security, Medicare & S/C/L taxable
TX Taxable

BN FIT, Social Security, and Medicare taxable
FN FIT taxable

CN Social security and Medicare taxable

NT Nontaxable

ub Union deduction

RA Reverse amount
BO Special gross
PA Pay advance deduction

PB Special pay advance deduction
SP Sick pay.
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If you enter a one-time adjustment for a miscellaneous deduction or a directed
deduction and you want to take an automatic deduction for the same pay cycle, the
Payroll application adds the one-time adjustment to the automatic deduction amount.

You can enter a one-time adjustment for miscellaneous deductions (type OD) without
having the deduction set up in the Employee Miscellaneous Deduction file for all
deductions except tax-deferred or cafeteria plan (types T and C). You must set up tax-
deferred or cafeteria plan deductions in the file.

Note: If you choose to enter a miscellaneous deduction adjustment and there is no
associated EMPDED record, the Payroll application does not post history and does
not report the one-time adjustment on Federal or state, county, and local W-2 forms.

For the purposes of miscellaneous deductions, gross pay is defined as (BN + BO +
BT +CN + CT +FN + FT + SP + TX) + Gross pay from the time record.

The Payroll application adds the service fee amount entered for a one-time directed
deduction to the automatic service fee amount taken.

Other compensation and payments

Other compensation (OC) and other payments (OP) are noncash or cash payments
paid by the employer to the employee, in addition to the employee’s normal earnings.
As such, they cannot be processed as stand-alone payments (using OC or OP
adjustments) and can be used only as a supplement to an employee’s regular gross
earnings.

Other compensation can include items such as:

» Company car use
» Discounted airfare
» Taxable insurance premiums.

Other payments can include items such as:

* Reimbursements for travel expenses
* Reimbursements for tools, meals, uniforms
* Any non-taxable payments not considered wages or other compensation.

The Payroll application calculates and tracks each other compensation or payment for
an employee specifying that compensation/payment. You must set up a record for
each other compensation (code O) and other payment (code P) in the Deduction
Distribution file. For each compensation or payment, specify a description and the
accounts you want to charge. For other compensation, specify the taxing and
reporting status; other payments are not taxable. Any taxes the system withholds for
other compensation come out of the employee’s regular earnings. The system does
not withhold taxes from other compensation and payments. The system also does not
withhold any voluntary or directed miscellaneous deductions from other compensation
and does not include them in gross pay when calculating a deduction amount
specified as percentage of gross.

For each compensation or payment for an employee, you must set up a record in the
Employee Other Compensation/Payments file. The data you enter into this file
controls the amount added to the employee’s gross pay, and when and where the
system distributes it. You can override the taxable and reported indicators in the
Deduction Distribution file for an other compensation for an employee through the
Employee Other Compensation/Payments file.
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The Payroll application allows you to review the individual employee records by
inquiring, or to print a listing of the file.

For the purposes of other compensation and payments, gross pay is defined as
(BN+BO +BT+CN+CT+FN+FT + SP + TX) + Gross pay from the time record.

Overtime vs. premium time

You can track overtime hours as straight overtime or premium time.

If you choose to use straight overtime, the Payroll application expenses overtime
labor to the department/production facility in which you reported the overtime. For
example, an employee works two hours in each of five different departments in a
given day for a total of 10 hours. You will pay the employee eight hours at regular time
and two hours at overtime. If the employee’s regular rate is $10.00 per hour for
regular time and $15.00 per hour (time-and-half) for overtime, the employee’s wages
should total $110.00 for the day (8 hours @ $10.00 per hour plus 2 hours @ $15.00
per hour). Labor expenses for the four department/production facilities in which you
reported regular hours will be $20.00 each. The labor expenses for the department/
production facility in which you reported overtime will be $30.00.

If you choose to use premium time, you can track the overtime premium in separate
department/production facilities or general ledger account numbers. For example, you
can expense the regular time to direct labor, and expense the overtime premium to
overhead. Using the previous example, report two hours for each of the five
departments as regular hours. Make an additional entry for two hours as premium
hours. The employee’s regular rate is $10.00 per hour and the premium rate is $5.00
per hour. The employee’s wages should be $110.00 for the day (10 hours @ $10.00
per hour plus 2 hours @ $5.00 per hour). You can expense the $10.00 overtime
premium to a general ledger account or department/production facility that represents
overhead.

When you enter premium hours, the Payroll application procedures do not include
these hours when you balance attendance or when you print the Worker’s
Compensation Worksheet. Premium hours do not represent additional hours worked;
they represent additional premium you will pay for the hours reported.

Pay advance deductions

Use a pay advance deduction, adjustment types PA and PB, to recover an employee
pay advance not processed through the Payroll application. Use the PA adjustment
type (pay advance deduction) for regular or reversal checks included in a regular
payroll run. The PB adjustment type (special pay advance deduction) works the same
as a PA adjustment but the system uses it for checks included in a special pay payroll
run. You can only use the PB adjustment with a BO adjustment. See “Special pay
types” on page 2-43.

The PA and PB adjustment types use a default deduction number of 001. To use
these deduction types, add a miscellaneous deduction record (code W) with this
number to the Deduction Distribution file.

Note: Once you select a special pay payroll run, the Payroll application changes the
PB adjustment type to a PA adjustment type for the remainder of that payroll run.

For example, an employee requests a $100.00 pay advance. You give the employee
the money out of petty cash and do not process a check through Payroll. The next
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Payoffs

time the employee is paid, you enter a pay advance deduction, adjustment type PA.
The Payroll application takes the pay advance deduction amount out of the
employee’s net pay after taxes and directed deductions. The pay advance deduction
does not affect the taxes, other compensation, or other payments. It only affects
miscellaneous deductions if there is not enough net pay left for a deduction to be
withheld.

You can process a handwritten payroll check and update the employee’s master
record in the next payroll run using the payoffs function. After you write and pay the
payroll check, add the earnings statement data to the Payoff Data Entry file using the
Payoff Data Entry display (AMPBD1). It matches it to the related time/adjustment
records.The payoff check stub data includes the following:

Gross amount

Net amount

All tax amounts

All employee-paid miscellaneous and union deductions
All employee other compensation and payments

Pay advance deductions.

The Payroll application recalculates the gross amount using the time/adjustment
records and comparing them to the payoff gross amount.The Payroll application does
not calculate the taxes and employee- paid deductions. The Payroll application
balances the machine calculated gross and net amounts against the payoff gross
amount. The Payroll application recalculates the net amount using the check stub
data entered (deductions and taxes). The recalculated net amount must equal the net
amount keyed in. You can post balanced payoff checks and process them during a
normal payroll run.If a batch does not balance, correct the payoff entries or the time/
adjustment entries, or change your selection of time/adjustment entries. You do not
need to run Reset Balancing in order to change your selection.You must post all time/
adjustment records for each paid-off employee before you balance payoff checks.

Reset balancing

You may balance payoffs as many as time as necessary in order to resolve any out-
of-balance conditions. Once you successfully balance a payoff check, the system
updates the time/adjustment records against which the check was balanced. If you
want to make a change to a payoff check which has already been balanced but has
not yet been posted, use reset balancing to return the time/adjustment records to their
original status. Enter any changes, then run balance payoffs again.

Remove checks

If you want to change a payoff check which you already balanced and posted, use this
option to remove payoff records from the total hours file. This option updates the time/
adjustment records that were originally balanced against the payoff as regular
transactions. Be sure you enter the correct payoff information when you enter the
information again; otherwise, you may unintentionally produce another check.

After you run the payoff balancing and payoff posting options, follow normal payroll
processing. Specify “Select Payoffs—Yes” when you select records during
calculations.



Contents

Index

Page 2-40

Payoff employees must have active records in the Employee master file. Do not
terminate the employee until you have completely processed the payoffs. Termination
does not occur automatically with the payoff procedure.

You may not be able to reverse a handwritten payoff check processed by the Payroll
application using the payroll reversal feature if you used union deductions and/or
withholding taxes were exceptional. You may need to correct the files and make
General Ledger adjusting entries. For more information about check reversals, see
“Check reversals” on page 2-40.

You may want to process payoffs in a separate run; however, as long as you have met
the previously discussed criteria, you can enter, balance, and run the payoffs together
with regular entries.

Check reversals

If, for any reason, you issue a printed check in error, you must reverse the check. A
check reversal corrects the Employee master record by removing the data caused by
the incorrect check.

To reverse checks, if you are using the History feature, you can use the fast track
method of check reversal by selecting Option 16 on the Payroll Main Menu:

» Select the checks to be reversed, using option 1 on the Check Reversal
Processing menu (AMPM16).

* Run the Check Reversal Proof report, using option 2 on the Check Reversal
Processing menu (AMPM16).

« As you review the Check Reversal Proof, if you want to change which checks to
reverse, use option 3 on the Check Reversal Processing menu (AMPM16). If you
change any checks, you then must run the Check Reversal Proof again.

* When you are satisfied with the selected checks, post the reversals by using
option 4 on the Check Reversal Processing menu (AMPM16). The selected
checks will be reversed and marked as void, and a Check Reversal Register will
be produced.

If you are not using the History feature, see Appendix F for details on accomplishing
the task.

Note: For more information about check reversals, also see Chapter 18, “Check
Reversal Processing” .

Protected employees

You can designate certain employees as protected by typing P in the Protect Code
field of the employee’s master record. Protected employees are usually those in
management and high-level executive positions. You can use this field to identify
highly compensated employees and to assist in the application of tax-deferred
savings plans’ nondiscrimination tests. When you process these employees during a
pay period, consider the following:

1. The person designated to run payroll for protected employees must have an
authorized user ID through the CAS security option. This authorized user ID may
not be the user ID that normally runs payroll for hourly and salaried employees.
Any time protected payroll data is available (processing or file updating), the
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authorized user must sign on before the Payroll application allows processing or
file updating.

2. When you begin pay-period processing, specify the type of payroll run you will
make. If you select a protected-employee payroll run, the system selects only
those employees whose information you designated as protected. A person with
the specified user ID authorization is the only one who can process this payroll.

3. You must sign on with an authorized user ID for all quarterly and yearly
processing functions. See the CAS User’s Guide for information about setting up
protected security authorization.

Check reconciliation

If you reconcile checks, be aware of the steps involved. As you run the payroll and
write checks, the Payroll application automatically writes a check reconciliation
record.
To reconcile checks:

1. Use the check number and amount from the bank statement.

2. Select option 9, Check Reconciliation, to enter the reconciliation data.

3. Press Enter. The Check Reconciliation register (AMPRL) prints showing all
voided and reconciled checks.

Shift differential

You can automatically apply pay differentials for hourly and salaried non-exempt
employees who work a second or third shift. Differential values for regular and
overtime hours, and premium hours for second and third shifts, appear in the
Company record (code C) of the Deduction Distribution file.

During time entry, the Payroll application uses the employee shift code contained in
the Employee master file. You can override this shift code during time entry or review.

The shift code and type hours determine the shift differential you will use.

Enter the employee rates in the Employee master file without the shift differentials for
shift codes 2 or 3. The system applies no shift differentials for shift code 1.

You can express shift differentials as either fixed amounts or percents of the
employee’s regular rate as entered in the Employee Master file.Enter the shift
differential values in the Company record (code C) of the Deduction Distribution file.
The Payroll application adds the differential to the respective pay rate.

Note: The Payroll application applies the shift differential to the respective rate
before it extends the differential for time-and-half, double-time, and so on.

 If you use fixed amounts, the Payroll application applies the fixed amount to the
rate before it multiplies the rate against hours. For example, if you entered 2.125
($2.125) for second shift overtime, the Payroll application adds $2.125 to the
employee’s overtime rate when it calculates any overtime (OT) hours reported
that used a shift code of 2.

* If you use percents, the Payroll application adds a percent of the employee’s
overtime rate from the Employee master file to the rate before it multiplies the rate
against hours. For example, if you entered 12.000 (12%) for second shift
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Sick pay

overtime, the Payroll application adds 12% of the employee’s overtime rate from
the Employee master file to the employee’s overtime rate when it calculates any
overtime (OT) hours reported that used a shift code of 2.

You can identify the shift differential portion of the employee’s pay as indirect labor.If
you selected the indirect labor rate option during application tailoring, the Payroll
application applies that portion of the labor cost due to the differential to an indirect
labor account. It shows the labor cost on the Labor Distribution register and Payroll
Distribution journal. If you choose to consider shift differential as indirect labor,
consider the following:

1. If you enter a precalculated gross transaction, the Payroll application does not
add shift premium to the rate; however, the Payroll application diverts an amount
equal to the amount that the system would normally calculate (not to exceed the
precalculated amount) to indirect labor cost. You can separate the indirect labor
manually if you use multiple time entries. You can enter the direct labor portion of
the pay in one time entry and the indirect labor portion during a second time entry.
Use an override general ledger account number or an override department/
production facility set up for indirect labor.

2. If you enter an override rate on a payroll input transaction, that rate must include
any shift differential you want applied. The system subtracts the shift premium
that it would normally calculate for labor distribution purposes and posts it to
indirect labor as applicable.

3. Shift differential automatically applies to all types of hours except vacation,
holiday, and sick hours. You can maintain shift differential to apply to vacation,
holiday, and sick hours when you maintain the Deduction Distribution file
(AMPM10, option 7) for distribution code C.

Note: The combined hourly rate and shift premium cannot be greater than $99.99.

You can enter either sick hours or sick pay adjustments on the time entry form. You
can enter sick pay, which is in addition to the calculated gross for the pay period, on
an adjustment form for salaried employees.When you use the adjustment format, the
Payroll application does not update the sick hours-to-date field in the Employee
master record.

You can deduct taxes for sick pay for Federal income tax, Social Security, and
Medicare. See “Taxable and reported indicators” on page 2-44 for information about
the flags that let you deduct taxes.

The Payroll application includes sick gross (sick hours times hourly rate) in the regular
gross amount for each employee. The Payroll application adds sick gross and sick
pay adjustments into total gross. It adds the amount of sick gross and sick pay
adjustments into taxable gross, depending on how you set your taxable flags.

The Payroll application accumulates all sick pay year-to-date by quarters in the
Employee master file.

Set the taxable status of sick pay when you define your state, county, and local
records. Set the taxable status of sick pay in SUI for each state, taxing body. Set the
taxable status of sick pay for Federal, Social Security, Medicare in the Employee
master record. See “Taxable and reported indicators” on page 2-44 for more
information.
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Special pay types

You can pay special earnings to employees and have them taxed at a flat rate using
the special pay adjustment, type BO. Special earnings can include bonuses or
commissions. You can recover a pay advance from a special check using the pay
advance deduction adjustment, type PB. See “Pay advance deductions” for more
information. For example, use the BO adjustment to pay a commission and the PB
adjustment to recover a draw against that commission in the same payroll run.The BO
adjustment uses the special rate percentage fields in the Tax Table file records for the
appropriate taxing body. Each tax table record for Federal, state, county, and local
taxes has a special rate percentage field. Set the flat rate at which you want these
earnings to tax in this field.If you included special earnings in a regular payroll run
instead of in a special pay payroll run (other than type BO adjustment), the system
taxes the employee’s wage and bonus at a lower- or higher-than-normal tax bracket.

For example, in the Federal tax tables for a single person, you can set the Special
Rate % field to 31%, the highest tax bracket for a single person as of January 1, 1991.
However, if none of your employees reach the $50,550 tax bracket, you may want to
set the Special Rate % at 28%. This is the tax rate for the $21,600 to $50,550 bracket.

» An employee with adjusted gross earnings of $500 per week ($500 per week @
52 weeks = $26,000 per year) falls within the 28% tax bracket. If you give the
employee a $900 bonus or award, a regular check would interpret it as $500 plus
$900, or $1,400 per week x 52 weeks per year = $72,800 per year. Nearly half the
bonus would be taxed at 31% even though the employee is not in the 31% tax
bracket.

* In another situation, a weekly employee with adjusted gross earnings of over
$50,550 per year falls within the 31% tax bracket. If you gave the employee a
$900 bonus or award, a regular check would interpret it as $900 per week @ 52
weeks per year = $46,800 per year. The bonus would be taxed using the 15% and
28% tax brackets when the bonus should have been taxed at 31%.

The special pay payroll run, using the BO adjustment, taxes the bonus at the flat rate
from the Special Rate % field in the Tax Table file, regardless of which bracket you
normally use for the employee.

You can enter special pay adjustment transactions (PB). You can only enter special
pay adjustments (PB) in the same payroll run as the BO adjustments. If the special
rate percent is zero in the tax table, the system uses the regular tax table. The system
performs the appropriate calculations.

The system calculates deductions and income taxes as follows:

* The system does not calculate union dues since the system assumes you do not
deduct dues from special pay.

» The system takes only tax-deferred (type T) and individual retirements account
(IRA) (type ) miscellaneous deductions from special/bonus pay. These code W
deductions are taken based on their frequency code, the use of an OD
adjustment, or a combination of both. Directed deductions (code D) will also be
taken if the From Bonus field in the Employee Miscellaneous Deduction record is
set to Y; otherwise, directed deductions are skipped. The default is N. Directed
deductions are taken based on their frequency code, use of a DD adjustment, or a
combination of both. The only other deductions allowed for special pay are
Federal income tax, FICA tax, and, if applicable, state, county, local, and SDI
taxes. If a special pay adjustment is included (type PB), the system deducts this
amount as it does for a PA adjustment in a regular run.
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» The system calculates Social Security tax, Medicare tax, and state disability

insurance as usual.

» The system bypasses normal tax calculations if the employee’s marital status is
H, S, or M, and the tax table record for Federal, state, county, or local taxes
includes a rate in the special fixed-rate field. The system multiplies the special
fixed rate from the Tax Table record by the special pay taxable gross. The result is
the amount of income tax to deduct. If the employee’s marital status is N, the

system uses no tax table.

» If you use fixed percent tax method, maintain the Tax Table file to insert the

necessary percentages.

» The system prints only reports that apply to special pay processing.

Taxable and reported indicators

You can indicate taxable and reported status for the following by taxing body category

or by individual record:

* Individual taxing bodies
* Deductions
» Other compensation.

Taxable and reported indicators indicate how the deduction or other compensation

affects employee taxable wages.

If you select Y (Yes) for Taxable °

If you select N (No) for Taxable °

The deduction:

Does not affect gross earnings

Does not affect taxable wages reported
Does not affect taxes withheld

Reduces the net pay by the amount of the
deduction

The deduction:

Does not affect gross earnings

Does not affect taxable wages reported
Does not have income tax withheld on it
(tax is calculated using taxable wages
less any nontaxable deductions)
Reduces the net pay by the amount of the
deduction and increases net pay by the
amount of reduction in tax withheld

The other compensation:

Is added to gross earnings and taxable
wages reported

Reduces the net pay by the increase in
the amount of taxes withheld

Increases net pay by value of the
compensation if other compensation
included in net pay

The other compensation:

Is used to calculate other compensation
for reporting purposes only

Is added to the employee’s gross
earnings

Does not affect taxable wages reported
Does not affect taxes withheld

Does not affect net pay if other
compensation not included in net pay
Increases net pay by value of the
compensation if other compensation
included in net pay

Set taxable and reported indicators in the Deduction Distribution, Employee
Miscellaneous Deduction, and Employee Other Compensation/Payments files.

In the Deduction Distribution file, set the taxable status of sick pay, TDD, IRA, and
cafeteria plan deductions for each taxing body in the following categories:

A Sul
| SDI
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K County
L Local
S State.

Also, for each state taxing body (code S), set the taxable status of sick pay in SUI,
TDD in SUI, and cafeteria plan in SUI.

For each miscellaneous deduction (code W) type (cafeteria plan, IRA, TDD, other)
and other compensation (code O) in the Deduction Distribution file, set the taxable
and reported indicators for each of the following overall taxing body categories:

« FIT

FICA (Social Security/Medicare)
FUTA

State

SDI

Sul

County

Local.

Define the taxable and reported indicators for each deduction and other
compensation for each taxing body category in the Employee Miscellaneous
Deduction and Employee Other Compensation/Payments file. Set the default for each
indicator in the Deduction Distribution file for that deduction or other compensation.
You can override the default value for an individual deduction or other compensation
for an individual employee, if the taxing body allows it. If you define a deduction as
Taxable Y (Yes), set Reported Y (Yes) for that deduction. In general, if you flagged a
taxable or reported indicator as Yes, the deduction is taxable and/or reported.

For taxing body categories codes S, |, K, A, and L, the indicators mean:

Y Include the earnings in taxable wages for tax calculation for that individual
taxing body (for example, Georgia).

N Exclude the earnings from taxable wages for tax calculation for that individual
taxing body (for example, Georgia).

For deductions (code W) or other compensations (code O), the indicators mean:

Taxable:

Y Include the deduction or other compensation in the taxable wages for tax
calculation.

N Exclude a deduction or other compensation from taxable wages for tax

calculation if the taxing body allows it or it was not overridden in the Employee
Miscellaneous Deduction or Employee Other Compensation/Payments file.

Reported:

Y Include the deduction or other compensation amount in the reported taxable
wages (always if taxable) even if you selected to exclude it for tax calculations
(taxable N). Use this for items that are not taxable but that you want to include
in taxable gross for reporting.

N Exclude the deduction or other compensation amount from tax calculations
and from the reported taxable wages amount if the taxing body allows it.

In the following chart, the codes are as follows:
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Blank

Taxable for Medicare but not for Social Security
No—Not taxable or reported

A Not allowed

Yes—Taxable or reported

Reported

Same as yes, except sick pay is not taxable

=W

nau<ZZ

Deduction Distribution
Code W or O
FIT reported? (DEDIR)
Y N
Employee
Deduction/
Employee
Benefit
Employee master
Employee FIT FICA FIT FIT
Deduction Deduction/ apply? apply? reported? reported?
Distribution Employee (FITCD) | (FICAC) (EOFRP) (EOFRP)
Code Wor O Benefits
Y N |YNSM Y BN Y BN
FIT Y|Y N R R NA R NA NA
Y| taxable? B|Y N R R NA R NANA
FIT (EOFTX) N|{N N R RN R NN
taxable?
(DEDIT) FIT Y|Y N R R NA R NANA
N taxable? BN N R RN R NN
(EOFTX) N | N N R RN R N N

Taxation of sick pay

The system considers sick pay taxable for Social Security, Medicare, and Federal
income tax purposes. However, you can exclude sick pay from these taxable wages
by using the FIT apply and FICA apply codes in Employer Master file maintenance.

You must specify whether to consider sick pay taxable for the other taxing body
categories (state, county, and local income, SUI, and state disability insurance).Set
the sick pay tax status when you maintain the Deduction Distribution file. See
“Deduction Distribution (DISTRB) file” on page 1-8 for more information.
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Tax calculations

Payroll calculates taxes and credits such as the following:

Federal income tax

Social Security tax

Medicare

EIC (earned income credit)

State income tax

State disability tax

County and local income taxes

Employee-paid state unemployment insurance tax.

Payroll also tracks and reports taxable wages for Federal and state unemployment
insurances. The information that defines the tax algorithms is in several files.

Use the Tax Table file to set up FIT, EIC, SIT, SDI, SUI, county, and local taxes.

Use the Deduction Distribution file to set up Social Security, Medicare, FUTA, and
SUlI limits and percents, and account numbers for general ledger distribution.
Enter or change the general ledger account number for FIT through application
tailoring.

The system calculates taxes as follows:

Set up income type taxes (FIT, EIC, SIT, CIT, LIT, SUI) and SDI in the Tax Table
file. Payroll can support any combination of weekly, bi-weekly, semi-monthly, and
monthly pay periods for married, single, and head-of-household tables.Set up
personal employee tailoring (such as marital status and number of exemptions
claimed) in the Employee master file for Federal taxes. Set up personal employee
tailoring in the Employee State/County/Local file for state, county, local, SUI, and
SDI taxes.

You can set up a special fixed-rate percent in the Tax Table file for bonus type pay.
You can then tax a bonus or lump sum type adjustment at a special rate (for
example, 31%) since a normal tax table such as a weekly table could result in
over- or under-taxation. You can withhold additional withholding of a fixed dollar
amount or a percent of taxable gross or both for FIT, SIT, CIT, LIT, and state
disability. Set up these values in the Employee master and the Employee State/
County/Local files.

Note: A marital status of N bypasses the tax table calculations and uses only
the additional withholding values.

Set up Social Security and Medicare, employee and employer tax limits and
percents in the Federal record (code F) of the Deduction Distribution file. Tailor
individual employee records to withhold Social Security and Medicare taxes and
to indicate if sick pay should be taxable for these taxes.

Set up FUTA and SUI tax limits in the Deduction Distribution file. The system
calculates and reports FUTA and SUI taxable wages and wages over the limit on
the 941A register and 941A forms. The system calculates and reports employer
liability for FUTA and SUI. If you provide general ledger expense account
numbers, the system distributes employer tax expense down to the department/
production facility level.
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Tax-deferred deductions

The system uses tax-deferred deductions (distribution code W, type T) to support
payroll deductions under a qualified 401(K) plan. Deductions designated as tax-
deferred reduce the portion of gross pay subject to Federal income tax if you specify
them as Taxable N (No) in the Deduction Distribution file record and the particular
employee’s record in the Employee Miscellaneous Deduction file.

Note: If you specify a deduction as taxable Y (yes) for state, county, or local taxes in
the Deduction Distribution file, you cannot override the response elsewhere. If any
Taxable response is Y (Yes), the system considers the deduction amount to be
taxable.

In the Deduction Distribution file, define tax-deferred deductions as code W, and type
T. Define employees who participate in tax-deferred deduction plans in the Employee
Miscellaneous Deduction file.

The Payroll application provides for an employer’s matching contribution for tax-
deferred deductions. The Payroll application defines the amount as a percentage of
the employee’s deferral up to a certain percent of the employee’s gross pay. You may
set deduction limits for each of an employee’s elected salary deferrals or selected
benefits.You can set tax-deferred deduction matching contribution percents and limits
for each of an employee’s elected funds.

When it processes the payroll, the Payroll application subtracts tax-deferred and
cafeteria plan deductions from the taxable gross pay before it calculates taxes. When
it determines net pay, the system subtracts tax-deferred and cafeteria plan deductions
after it deducts all taxes, directed and pay advance deductions, and before it deducts
other miscellaneous deductions

If you must set different taxable and reported indicators for some employees who may
not meet qualifications, define the state Deduction Distribution record for the
deduction or compensation as Taxable N (No) and Reported N (No). Then, for an
affected employee, override the distribution record Taxable and Reported indicators
through the individual employee record Taxable and Reported indicators in the
Employee Miscellaneous Deduction or Employee Other Compensation/Payments
files.

Union deductions

A union deduction set up as a percentage of gross will use the gross pay resulting
from regular, overtime, and/or premium hours only. It will not include any positive or
negative adjustments that affect the total gross.

If you selected union deduction distribution during application tailoring, the way you
specify these deductions is important. Payroll lets you establish union deductions in a
variety of ways. You can establish union deductions as a fixed amount, hourly rate,
percent of gross, or combination of hourly rate and percent of gross. You can define
the deductions as employee-paid taxable, employer-paid taxable, or employer-paid
non-taxable. The system withholds the deductions based on the frequency code you
entered for each deduction. See “Frequency codes” on page 2-34 for more
information.

Be aware that an employee-paid union deduction will be taken out of an employee’s
disposable income before any type of directed deduction. This may not conform with
the stated guidelines for some wage garnishments and/or child support payments.



Contents

Index

Page 2-49

If an employee works for more than one company, the Payroll application prorates the
union deduction across the companies based on gross pay. For example, an
employee earns $400 in Company 01 and $600 in Company 02, for a total of $1,000
gross pay. The employer pays a fixed union deduction of $50 per pay period for this
employee. Therefore, Company 1 pays $20 and Company 2 pays $30.

If you keep multiple time/adjustment records for an employee in a pay period, the
system prorates the fixed union deductions across these records. For example, the
employer pays a fixed union deduction of $50 per week for an employee. This table
shows where the system prorates the deduction.

Fixed union
Company number Hours worked Gross pay $ deduction $
01 4 20 5
01 8 40 10
01 8 40 10
01 12 60 15
01 8 40 10
Total: 200 50

The system prorates this amount on gross pay, not on hours worked, and the detail
appears on the Labor Distribution register (AMPFK). The system calculates the
proration as follows: (Gross for the record * Total gross) = Fixed deduction. For the
purposes of union deductions, gross pay is (BN +BO + BT+ CN+ CT + FN + FT +
SP + TX) + Gross pay from the time record.

The system takes the deduction records in the Union master file with a deduction
frequency code of zero only when you make a UD (union deduction) adjustment entry.
If the fixed amount and rate fields in the record are zero, the system bases the
amount of the deduction on the UD fixed-amount adjustment entry. The UD
adjustment is not allowed for union deductions specified as rate-per-hour or percent
of gross.

If a fixed amount exists in the Union master file record in addition to the fixed-amount
UD adjustment entry, the deduction during this pay cycle is the sum of the two fixed
amounts.

If you chose to reserve a deduction number using a pay frequency of zero with zero
amounts in the record, you must enter a nonzero amount with the UD adjustment
entry.
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Chapter 3. Time/Adjustment Entry

When you select option 1 on the Payroll Main Menu (AMPMOO), the Time/Adjustment
Entry menu appears.

Use the Time/Adjustment Entry menu (AMPMO1) to enter, maintain, or delete any of
the following records from a workstation keyboard or from diskettes or a disk file:

e Time

* Adjustment
* Backout

« Attendance.

After you enter the data, you can print the Payroll Batch register showing all
information entered into a batch.

Option 1. Enter from Work Station (AMPMOT).........coiiiiiiiiiiiii e 3-2
Option 2. Enter Data from Offline Files (AMPMOT) .....cooiiiiiiiiiiieee e, 3-32
Option 3. Print Batch Register (AMPMO1).......vuiiiiiiie e 3-33

AMPMO1 Payroll * ok ok ok ok ok ok ok ok ok \

Time/Adjustment Entry
Type option or command; press Enter.
1. Enter from Work Station

2. Enter Data from Offline Files
3. Print Batch Register

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

\_ J

Option 1. Enter from Work Station. Use this option to enter, delete, or change time,
adjustment, attendance, and backout entries.

Use this option later to correct any errors the system detected and to close the batch.

Option 2. Enter Data from Offline Files. Use this option to enter data that you have
previously entered on a diskette or written to a disk file, and to transfer the data to the
Batch Entry file.

Option 3. Print Batch register. Use this option to print data entered using Option 1
on this menu.
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Option 1. Enter from Work Station (AMPMO01)

Use this option to:
» Add a time, attendance, or adjustment record to a batch

» Edit (look at, change, or delete) a time, attendance, or adjustment record already
in a batch

» Back out (delete) a time, attendance, or adjustment record already posted to the
Total Hours file.

You must have a password authorized for data entry tasks to perform this operation.
You can enter data daily or at the end of a pay cycle.

The system puts the employee time/adjustment data you enter into a transaction file.
The system accumulates the transactions into sets called batches. You can group
batches by periods of time, such as a day, or by an entire pay cycle. After you enter a
batch, you can close or suspend it. You can reopen suspended and closed batches to
accept more entries before you select Posting (option 3 on the Main Menu). However,
if you closed and posted a batch, you can no longer access the closed batch.

Note: When you post, the system posts all closed batches.

You can delete a batch any time before you close it. Be careful when you delete a
batch. You will lose all the information in the batch and have to enter all of the
information again if you need it.

If PC&C is installed and interfacing and you report time in minutes, type the time as
minutes in the appropriate time fields. Keep hour and minute data entry forms
separate from each other. See “Accounting controls and audits” for a description of
hour and minute audit controls.

Before you enter a batch of data entry forms, transcribe the totals to the Input Control
Log (PR-23) and attach the log to the forms. If you are running several types of payroll
(hourly, salaried, or protected), fill in a separate form for each payroll type. This will
help when you balance the payroll control totals.

What information you need: The company number for each group of time,
attendance, or adjustment records, if you are supporting
more than one company.

What reports are printed: Payroll Batch register (AMPAV)
What forms you need: None.

The basic steps to enter data follow each display.
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AMPAHO-Batch Header (Enter)

Use this display to set up common payroll processing information for records in a
batch. The system stores this information in a transaction file until you close the batch
and then posts it to the Total Hours file. If any batch header information changes as
you enter detail records, you must generate a new batch header.

This display appears if you enter time, attendance, and adjustment data. When you
add new records to an existing batch, you do not have to enter anything on the fields;
use the appropriate function key.

4 )

DATE ** /%% /%% PAYROLL ENTER AMPAHO  **
BATCH HEADER

BATCH NUMBER ****

DAY NUMBER <1-99> nn
PAY CYCLE <0-9> n
ACCOUNTING MONTH nn
COMPANY NUMBER <1-89> nn

FO05 TIME DATA

FO06 ADJUSTMENT DATA
FO07 ATTENDANCE DATA
F08 REVIEW/UPDATE
F09 BACKOUT RECORD
F17 ACCEPT WARNING
F24 DISPLAY STATUS

- J

What to do

» To start a new batch, type in the information requested and press Enter. Write
down the number of the batch that the system assigns.

» To use an existing batch, press Enter. Use a function key to perform the following
tasks:

- Add a time, adjustment, or attendance record
- Edit a time, adjustment, or attendance record
- Delete a time, adjustment, or attendance record

« If this display appears again with an error message, you can either correct the
error or use F17 to accept the error temporarily and continue and not correct the
warning condition.

Function keys

Until you enter data and press Enter for a new batch, or press Enter to accept the
data shown for an existing batch, the function keys F05, F06, and FO7 do not appear
on the display.

After you press Enter and the display appears again with no errors, you can select
one of the available function keys to enter time, adjustment, or attendance data.
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When working on a closed or suspended batch, you can review, update, or back out a
record; also, you can change the status of the batch.

FO5 TIME DATA causes the Time Data (Enter) display (AMPAH1) to appear to add
new time data records.

F06 ADJUSTMENT DATA causes the Adjustment Data (Enter) display (AMPAH2) to
appear to add new adjustment records.

FO7 ATTENDANCE DATA causes the Attendance Data (Enter) display (AMPAH3) to
appear to add new attendance data records.

FO08 REVIEW/UPDATE causes a review/update display to appear. Use this function
key to review or update existing batch records.

FO09 BACKOUT RECORD causes the Backout Record (Enter) display (AMPAH4) to
appear to delete a record after you posted the record to the Total Hours file.

F17 ACCEPT WARNING allows processing to continue and not correct the warning
condition.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear to
permit a batch to be deleted, suspended or closed.

Fields
BATCH NUMBER. The number assigned to this batch by data entry control.

DAY NUMBER (1-99). Type in the day number (1 to 99) you want to use for this batch
of data. Use the day number to associate batch entries with a particular day. The
system uses the day number when it balances attendance and processes automatic
overtime. The system reserves the use of day number 99 to bypass automatic
overtime.

PAY CYCLE (0-9). Required. Type in the pay cycle (0 to 9) in which these
transactions will be processed; The system uses pay cycle 0 (zero) only for reversal
runs. The pay cycle associates entries with a particular week or period and allows
deductions according to a designated frequency. The system uses the pay cycle when
it balances attendance.

If this is a reversal run, see Appendix Ffor more information about preparing a payroll
reversing transaction and also see “Check reversals” on page 2-40for other reversing
considerations.

ACCOUNTING MONTH or PERIOD. Type in the accounting month (1 to 12) if you
use monthly accounting or type in the accounting period (1 to 13) if you use period
accounting.

Note: The accounting month or period determines the period used for general
ledger distribution of the associated labor expense. The value entered here is the only
way that the Payroll system will react to a split period situation, and make the accrual
entries when checks are run.

COMPANY NUMBER (01-89). Appears and is required if you selected multiple
company support during application tailoring. Type in the company number (01 to 89)
to which this batch applies.
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Use this display to enter time data records and to override values for some fields.
Overrides let you use a different value for a pay cycle than the value defined in payroll
files for an employee. You can override the following fields:

» Shift number

* Department

* Production facility

* Regular and other rate

» State, county, and local codes
* General ledger number.

When you override fields, the system edits for errors. If it detects errors, the system
highlights the field that contains the error and shows you an error message. If the
system finds no errors, it accepts the data.

This display appears if you use F05 TIME DATA on displays AMPAHO, AMPAH2, or
AMPAHS3.

4 )

DATE ** /%% /%% PAYROLL ENTER AMPAH1  **
TIME DATA

BATCH #*** LINE #**#*x%x*% DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **

EMPLOYEE NAME ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok

EMPLOYEE NUMBER nnnnn SHIFT NUMBER OVERRIDE <1-3> n

ORDER aaaaaA’ OPERATION aaA4
DEPARTMENT OVERRIDE aaA4 PRODUCTION FACILITY OVERRIDE aaaAb
REGULAR HOURS nnn.nn  TYPE <TH/DT/TR/DH/S/P/VA/HL> A2

OTHER HOURS nnn.nn

MACHINE HOURS nnn.nn RUN CODE <R/S/M> A
QUANTITY nnnnnnn.nnn COMPLETION CODE <0/1/2/3> n

REG RATE OVERRIDE nn.nnn OTHER RATE OVERRIDE nn.nnn
STATE CODE OVERRIDE nnn COUNTY CODE OVERRIDE nnn
LOCAL CODE OVERRIDE nnn QUANTITY SCRAPPED nnnnnnn.nnn
SCRAP REASON aaaah6 REFERENCE aaaaaaaAlo

PRECALCULATED GROSS nnnnn.nn PRECALCULATED OTHER GROSS nnnnn.nn
GENERAL LEDGER NUMBER OVERRIDE aaaaaaaaaaaaAlb

CONFIRM TIME ENTRIES REPORTED IN MINUTES? <Y/N> A

FO06 ADJUSTMENT DATA
FO07 ATTENDANCE DATA
F08 REVIEW/UPDATE
FO09 BACKOUT RECORD
F10 FASTRACK ON/OFF
F11 BATCH HEADER
F24 DISPLAY STATUS

N /

What to do

» To add a time record, type in the information requested and press Enter, or for
“Fastrack” entry, use F10 without typing in any information. The Time Data
“Fastrack” display (AMPAH1F) appears. Repeat until you have added all the time
records you want to add. Then use a function key to continue.

» To return to the Batch Header display to set up other time, attendance, or
adjustment records in a batch, use F11. The Batch Header (Enter) display
(AMPAHO) appears.
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» Use a function key to perform the following tasks:

- Add an attendance or adjustment record
- Edit a record already in the batch
- Remove a transaction you already posted.

Function keys

FO6 ADJUSTMENT DATA causes the Adjustment Data (Enter) display (AMPAH2) to
appear. You can enter adjustment records.

FO7 ATTENDANCE DATA causes the Attendance Data (Enter) display (AMPAH3) to
appear. You can enter attendance records.

F08 REVIEW/UPDATE causes a Review/Update display to appear. You can review or
update an active batch record.

FO09 BACKOUT RECORD causes the Backout Record (Enter) display (AMPAH4) to
appear. You can delete a transaction already posted to the Total Hours (TOTHRS) file.

F10 FASTRACK ON/OFF causes the Time Data (Enter) display (AMPAH1F) to
appear. “Fastrack” suppresses several fields from display AMPAH1. You can save
time when entering only hourly information for an employee.

F11 BATCH HEADER causes the Batch Header (Enter) display (AMPAHOQ) to appear.
You can change the defaults for this batch.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
You can review the session status or end the batch.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

BATCH. The sequential number assigned by the application to identify the batch.
LINE. The current batch transaction number.

DAY. The day number entered on display AMPAHO.

PAY CYCLE. The pay cycle entered on display AMPAHO.

ACCOUNTING MONTH or PERIOD. The accounting month (if you use monthly
accounting) or the accounting period (if you use 13-period accounting) entered on
display AMPAHO.

COMPANY. If you support more than one company, the company number you
entered on display AMPAHO.

EMPLOYEE NAME. Appears if the system finds an error.

EMPLOYEE NUMBER [?]. Required. Type in the employee number to identify the
employee whose time data you are about to enter.
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SHIFT NUMBER OVERRIDE (1-3). If other than the employee’s normally scheduled
shift, type in the shift worked.

ORDER. Appears if you selected order distribution. Required if you choose a run
code of M. Type in the shop order number you want to charge with the employee’s
labor.

OPERATION. Appears if you selected order distribution. Required if you choose a run
code of M. Type in the operation number within the shop order you want to charge
with the employee’s labor.

DEPARTMENT OVERRIDE. If other than the employee’s home department as shown
in the Employee Master file, type in the number of the department worked. If you
typed data in the ORDER and OPERATION fields, type in the department worked, if
other than that specified in the order in PC&C.

If PC&C is installed and interfacing, and you enter a transaction from the workstation
with a department number and without a production facility, the system interprets the
transaction as an override of the department number only.In this case, the Payroll
application uses the production facility in the Manufacturing Order Routing file. The
system passes the data to PC&C as department number = override and production
facility = blank. The system verifies the hours code against the list that appears on the
display and assumes the run code to be R.

Use a run code of M to report a milestone transaction. You can report time in minutes
for operations with a time basis code of M. The system passes time to PC&C as
minutes but converts it to hours for payroll processing. You can also report scrapped
end-item quantities to PC&C.

PRODUCTION FACILITY OVERRIDE. Type in the production facility to be used if
different from the employee’s assigned production facility in the Employee Master file.
Leave this field blank if you do not break down labor costs by facility on the Labor
Distribution Register. If you use order and operation numbers, type in the production
facility to be charged if other than that specified in the order record. You can specify
the override only if the facility ID is in the Work Center file (WRKCTR) and if the
operation number has a status setting no greater than 10 in the MOROUT Operation
Detail record.

REGULAR HOURS. Type in the number of regular hours worked if you pay the
employee on an hourly basis.

You must enter at least one time record for each salaried or nonexempt employee you
want to pay. The only required field is employee number.

If you enter any type of hours in a salaried or nonexempt employee’s record, you must
enter hours for all time records for that employee for that pay cycle. That is, you
should enter either all time records for an employee for a pay cycle or no hours in any
time records for an employee for a pay cycle. The system distributes the employee’s
salary based on the hours you reported.

REGULAR MINS. Appears if PC&C is installed and interfacing and if you are using a
time basis code of M. Type in the amount of regular minutes worked if you pay the
employee on an hourly basis.

TYPE (TH/DT/TR/DH/S/P/VA/HL). If you are entering other hours, type in one of the
following type code for these hours:
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TH Time and one-half

DT Double time

TR Triple time

DH Double time and one-half

S Sick time

P Premium time
VA Vacation

HL Holiday

Blank Overtime hours.

OTHER HOURS. Type in the number of other hours that correspond to the type code
for this transaction.

OTHER MINS. Appears if PC&C is installed and interfacing and you are using a time
basis code of M. Type in the number of other minutes that correspond to the type
code for this transaction.

MACHINE HOURS. Appears if you selected order distribution during application
tailoring. Type in the number of hours spent on the shop order for this transaction.

MACHINE MINS. Appears if you selected order distribution during application
tailoring, PC&C is installed and interfacing, and you are using a time basis code of M.
Type in the number of minutes spent on the shop order for this transaction.

RUN CODE (R/S/M). Appears if you selected order distribution during application
tailoring. Type in the appropriate code for the labor or machine hours entered. Use
one of the following codes:

R Run; if blank, R is assumed
S Labor setup
M Milestone.

QUANTITY. Appears if you selected order distribution during application tailoring.
Required if you choose a run code of M. Type in the quantity of items completed for
the shop order.

COMPLETION CODE (0/1/2/3). Appears if PC&C is installed and interfacing, and if
you selected order distribution during application tailoring. Required if you choose a
run code of M. Type in one of the following codes to indicate the status of the
operation number entered:

0 Incomplete, quantity optional; assumed if blank

1 Complete, quantity required

2 Complete, quantity optional

3 If PC&C is installed and interfacing, sets the operation status of all milestone

sub-operations to 40. You can only use this with a run code of M on a
milestone operation.

REG RATE OVERRIDE. If the hourly rate differs from the one shown in the Employee
Master file, type in that hourly rate for this transaction.

OTHER RATE OVERRIDE. If the other hour rate differs from the one shown in the
Employee Master file, type in that other hour rate for this transaction.
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STATE CODE OVERRIDE

COUNTY CODE OVERRIDE

LOCAL CODE OVERRIDE. Appear if you selected state, county, and local support
during application tailoring. To use a code for a taxing body, other than the code
shown in the Employee Master file, type in a valid distribution number for the
appropriate state tax withholding, as identified in the Employee State/County/Local
file.

QUANTITY SCRAPPED. Appears if PC&C is installed and interfacing. Type in the
quantity of end-item scrap.

SCRAP REASON CODE. Type in a code that explains the reason for this scrap
transaction. This field is required if you made an entry in the Quantity Scrapped field.
This code must be a valid code in the Scrap Reason Code file. If your company does
not require reason codes, blank is a valid entry.

REFERENCE. Type in the user-defined entry used to provide additional information
about the scrap transaction.

PRECALCULATED GROSS. Type in an amount to specify the employee’s regular
gross pay rather than have the application calculate regular pay.

You cannot combine precalculated gross with any regular or other hours that are not
directly associated with that precalculated amount. You must enter all precalculated
gross on a separate time record. You can enter just precalculated gross for salaried
employees. You do not have to enter any hours. You can use the following
combinations on any single record:

* Regular hours and precalculated regular gross
» Other hours and precalculated other gross
« All of the above.

Precalculated gross affects only the record in which you entered it. The system adds
the amount to any other gross which it normally calculates. If the system calculates an
employee’s entire pay and you enter records daily, you must manually distribute the
amount over the corresponding hours per day.

PRECALCULATED OTHER GROSS. Type in an amount to specify the employee’s
other gross pay rather than have the application calculate other gross pay.

GENERAL LEDGER NUMBER OVERRIDE. Appears if you selected general ledger
distribution during application tailoring. Type in the general ledger number to which
you want to charge this labor if other than the general ledger number in the Labor
Distribution file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

CONTINUE TO CONFIRM TIME ENTRIES REPORTED IN MINUTES?

(Y/N). Appears if PC&C is installed and interfacing. To continue receiving a message
for operations reported in minutes, type in Y (Yes); otherwise, type in N (No). The
defaultis Y (Yes).
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AMPAH1F—Time Data “Fastrack” (Enter)

Use this “fastrack” display to suppress many of the data entry fields on display
AMPAH1 and enter only hour information and to enter hours and precalculated gross
for time data records.

This display appears if you use F10 (FASTRACK ON/OFF) on the Time Data (Enter)
display (AMPAH1).

-

DATE ** /%% /xx PAYROLL ENTER AMPAHLF **
TIME DATA

BATCH *** LINE *******x DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **

EMPLOYEE NAME EEEE R RS S SR SRR EEEEEEEEEEE]

EMPLOYEE NUMBER nnnnn

REGULAR HOURS nnn.nn  TYPE <TH/DT/TR/DH/S/P/VA/HL> A2

OTHER HOURS nnn.nn

PRECALCULATED GROSS nnnnn.nn PRECALCULATED OTHER GROSS nnnnn.nn

FO06 ADJUSTMENT DATA
FO07 ATTENDANCE DATA
F08 REVIEW/UPDATE
FO09 BACKOUT RECORD
F10 FASTRACK ON/OFF
F11 BATCH HEADER
F24 DISPLAY STATUS

. /

What to do

» To add time data records with hours and precalculated gross only, type in the
information requested and press Enter. Repeat until you have added all the time
data records you want to add.

» To return to the Batch Header display to set up other time, attendance, or
adjustment records in a batch, use F11. The Batch Header (Entry) display
(AMPAHO) display appears.

» Use a function key to perform the following tasks:

- Add adjustment or attendance record

- Edit a record already in a batch, use F08.
- Remove a transaction already posted

- Return to the Time Data (Enter) display.

Function keys

F06 ADJUSTMENT DATA causes the Adjustment Data “Fastrack” (Enter), display
AMPAH2F, to appear. Use this function key to enter adjustment records.

FO7 ATTENDANCE DATA causes the Attendance Data (Enter) display (AMPAH3) to
appear. Use this function key to enter attendance records.
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F08 REVIEW/UPDATE causes a Review/Update display to appear. Use this function
key to review or update an active batch record.

FO09 BACKOUT RECORD causes the Backout Record (Enter) display (AMPAH4) to
appear. Use this function key to delete a transaction already posted to the TOTHRS
file.

F10 FASTRACK ON/OFF causes the Time Data (Enter) display (AMPAH1) to appear
again.

F11 BATCH HEADER causes the Batch Header (Enter) display (AMPAHOQ) to appear.
Use this function key to set up payroll processing records in a batch.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this function key to review the session status or end the batch.

Fields

See “AMPAH1-Time Data (Enter)” on page 3-5for descriptions of the fields that
appear on this display.

Note: If IFM is interfacing, you cannot enter a UNIT/NATURE override using the
fastrack entry method.

AMPAH2-Adjustment Data (Enter)

Use this display to enter adjustment data records for the batch header information
shown on display AMPAHO. You must separate and report transactions that exceed
$99,999.99 for an employee into separate pay periods. After you type in the
necessary adjustment data, the system verifies the employee number against the
information in the Employee master file.

Use this display to enter adjustment data records for the batch header information
shown on display AMPAHO.

This display appears if you use F06 ADJUSTMENT DATA on displays AMPAHO,
AMPAH1, or AMPAH3.
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4 N

DATE ** /%% /%x PAYROLL ENTER AMPAH2  **
ADJUSTMENT DATA
BATCH *** LINE *****%%x DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **

EMPLOYEE NUMBER nnnnn EMPLOYEE NAME ***kkkkkkkkkhkkhhhhhhhrk
ORDER aaaaaA’7 OPERATION aaA4
DEPARTMENT OVERRIDE aahA4 PROD FAC OVERRIDE aaaAb
TYPE <EC/0OD/DD/OC/OP/NT/FN/CN/BN/TX/FT/CT/BT/RA/PA/PB/SP/UD/BO> A2
DEDUCTION NO. nnn ADJUSTMENT AMOUNT nnnnnn.nn
OTHER COMP/PAYMT NO. nnn
STATE CODE OVERRIDE nnn COUNTY CODE OVERRIDE nnn
LOCAL CODE OVERRIDE nnn RUN CODE <R/S/M> A
SERVICE FEE nnn.nn

ADJ/DED GL OVERRIDE aaaaaaaaaaaaldls

GL EXPENSE OVERRIDE aaaaaaaaaaaaAlb FO05 TIME DATA
F07 ATTENDANCE DATA
F08 REVIEW/UPDATE
F09 BACKOUT RECORD
F10 FASTRACK ON/OFF
F11 BATCH HEADER
F24 DISPLAY STATUS

- J

What to do

» To add an adjustment record, type in the information requested and press Enter.
For “Fastrack” entry, use F10. The Adjustment Data “Fastrack” display
(AMPAHZ2F) appears. Repeat until you have added all the adjustment records you
want to add. Then use a function key to continue.

» To return to the Batch Header display to set up other time, attendance, or
adjustment records in a batch, use F11. The Batch Header (Enter) display
(AMPAHO) appears.

» Use a function key to perform the following tasks:

- Add a time or attendance record

Edit a record already in a batch
Remove a transaction already posted
Add records with deduction data only.

Function keys

FO5 TIME DATA causes the Time Data (Enter) display (AMPAH1) to appear. Use this
function key to enter time data records.

FO7 ATTENDANCE DATA causes the Attendance Data (Enter) display (AMPAH3) to
appear. Use this function key to enter attendance data records.

F08 REVIEW/UPDATE causes a Review/Update display to appear. Use this function
key to review or update an active batch record.

FO09 BACKOUT RECORD causes the Backout Record (Enter) display (AMPAH4) to
appear. Use this function key to delete a transaction already posted to the TOTHRS
file.
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F10 FASTRACK ON/OFF causes the Adjustment Data (Enter) display (AMPAH2F) to
appear. “Fastrack” suppresses several keys from display AMPAH2. Use this function
key to save time when entering only key deduction information.

F11 BATCH HEADER causes the Batch Header (Enter) display (AMPAHOQ) to appear.
Use this function key to change the defaults for this batch.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this function key to review the session status or end the batch.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

BATCH. The sequential number assigned by the application to identify the batch.
LINE. The current batch transaction number.

DAY. The day number entered on display AMPAHO.

PAY CYCLE. The pay cycle entered on display AMPAHO.

ACCOUNTING MONTH or PERIOD. The accounting month (if you use monthly
accounting) or the accounting period (if you use 13-period accounting) entered on
display AMPAHO.

COMPANY. The company number entered on display AMPAHO (if you support more
than one company).

EMPLOYEE NUMBER [?]. Required. Type in the employee number to identify the
employee record whose adjustment data you are about to enter.

EMPLOYEE NAME. The application shows this field only if an error occurs.

ORDER. This field appears if you selected order distribution during application
tailoring. Required if you chose a run code of M. Type in the shop order number you
want to charge with this adjustment.

If PC&C is installed and interfacing with Payroll and you enter an order number, the
system verifies the order number against the Manufacturing Order master file. If the
operation field is present but you did not enter data in the department and production
facility fields, the system verifies the operation. The system gets the default value for
department and production facility from the Manufacturing Order Routing file. The
system verifies the data in the department and production facility fields against the
Labor Distribution file. The adjustment type code must be one of the values shown. If
you enter a deduction number, the system verifies it against the Deduction
Distribution file. If you selected general ledger distribution during application tailoring,
the system verifies the general ledger number against the General Ledger master file.
If you enter state, county, and local code overrides, the system verifies them against
the Employee State/County/Local file.

OPERATION. This field appears if you selected order distribution during application
tailoring. This field is required if you chose a run code of M. Type in the operation
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number within the shop order you want to charge as an adjustment to the employee’s
labor.

DEPARTMENT OVERRIDE. [f other than the employee’s home department number
as shown in the Employee Master file, type in the department number. If you use
Order and Operation, type in the department number if other than that assigned in
PC&C.

If PC&C is not installed and interfacing with Payroll, and you enter a transaction using
the workstation with department number and without production facility, the system
interprets the data as an override of department number and production facility
(production facility = blank). If PC&C is installed and interfacing with Payroll and you
enter a transaction using the workstation with a department number and without a
production facility, the system interprets the data as an override of department
number only. In this case, the Payroll application uses the production facility in the
Manufacturing Order Routing file. The system passes the data to PC&C as
department number = override and production facility = blank.

PROD FAC OVERRIDE (Production Facility Override). If other than the
employee’s home production facility as shown in the Employee Master file, type in the
facility ID. Leave this field blank if you do not break down labor costs by facility on the
Labor Distribution report. If you use Order and Operation, type in the production
facility, if other than that assigned in PC&C.

TYPE (EC/OD/DD/OC/OP/NT/FN/CN/BN/TX/FT/
CT/BT/RA/PA/PB/SP/UD/BO). Required. Identify the type of adjustment by typing in
one of the following codes:

EC Earned income credit payment
oD Miscellaneous one-time deduction
DD Directed deduction

ocC Other compensation

oP Other payments

NT Nontaxable

FN FIT taxable

CN FICA taxable

BN FIT and FICA taxable

TX Taxable

FT FIT and S/C/L taxable

CT FICA and S/C/L taxable

BT S/C/L taxable

RA Reverse amount, pay cycle must be 0
PA Pay advance deduction

PB Special pay advance deduction

SP Sick pay

ub Fixed amount union deduction
BO Special gross pay.

Notes:

1. When using adjustment types NT, FN, CN, BN, TX, FT, CT, and BT, the type
determines not only how the adjustment amount is taxed but also which taxable
wage fields in the Employee Master and Employee State, County, Local records
should be updated for the affected employee. For example, a CN adjustment
updates only the Gross Earnings and FICA Taxable Wages fields.

2. Use adjustment type UD when you have a corresponding fixed-amount union
deduction in the Union Master file, or when the UD is a reversal.
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3. If the deduction amount for a directed deduction is defined as a percentage of
disposable income, any DD adjustment amount entered will be used as a
replacement (override) to the computed amount. In all other cases (fixed amount,
percent of gross, rate per hour), any DD amount entered will be a net addition to
the amount computed for a scheduled deduction.

4. You can only use adjustment type EC when the EIC code in the Employee master
record is active. See “Earned income credit” on page 2-28.

ADJUSTMENT AMOUNT. Type in the amount of the adjustment. This amount can be
either a positive or negative amount.

Notes:

1. The program does not calculate the amount correctly if the accumulated amount
for all records exceeds 99,999.99.

2. Leave this field blank for UD reversal adjustments based on a percent of gross
income. See Appendix B for more information.

DEDUCTION NO. For miscellaneous one-time deductions (OD), directed deductions
(DD), and union deductions (UD), type in the deduction number that refers to a
deduction in the Deduction Distribution file. For union deductions (UD), type in the
union type number that refers to a deduction in the Deduction Distribution or Union
Master file.

OTHER COMP/PAYMT NO. (Other compensation/payment number). For other
compensation and other payments, type in the number that refers to the other
compensation or other payment in the Deduction Distribution file.

STATE CODE OVERRIDE

COUNTY CODE OVERRIDE

LOCAL CODE OVERRIDE. These fields appear if you selected state, county, and
local support during application tailoring. To use a code for a taxing body, other than
the code shown in the Employee Master file, type in a valid distribution number for the
appropriate state tax withholding, as identified in the Employee State/County/Local
file.

RUN CODE (R/S/M). This field appears if PC&C is installed and interfacing, and if you
entered a shop order and operation number. Indicate the nature of the labor or
machine time spent by typing in one of the following codes:

R Run; assumed if blank
S Setup
M Milestone.

SERVICE FEE. Type in the service fee that the company charges an employee for
processing the directed deduction (DD). If you do not normally take this directed
deduction during this pay cycle, this is the amount charged. If the deduction is
normally taken during this pay cycle, the amount is in addition to the normal service
fee.

ADJ/DED GL OVERRIDE. Appears if you selected general ledger distribution. Leave
this field blank to charge the adjustment to the general ledger number assigned to the
department/facility in the Labor Distribution file. To charge the adjustment to a
different general ledger number, type in the number.

Account overrides are not allowed for the following adjustment types:
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EC Earned Income Credit
RA Reversal amount (net pay)

For other compensation (OC) and other payments (OP), this field can be used to
override the account number assigned for the offset credit entry.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

GL EXPENSE OVERRIDE. Type in the general ledger expense account number to
charge for the other compensation or other payment. Leave this field blank to charge
the adjustment to the general ledger number assigned in the Employee Other
Compensation/Payments file. If there is not a general ledger number assigned in the
Employee Other Compensation/Payments file, the system charges the adjustment to
the assigned number in the Deduction Distribution file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

AMPAH2F-Adjustment Data “Fastrack” (Enter)

Use this display to suppress many of the adjustment data entry fields on display
AMPAH2 and enter only deduction information.

This display appears if you select F10 (FASTRACK ON/OFF) on the Adjustment Data
(Enter) display (AMPAH2).

a2 )

DATE ** /%% /xx PAYROLL ENTER AMPAH2F **
ADJUSTMENT DATA
BATCH *** LINE *****%% DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **

EMPLOYEE NUMBER nnnnn

TYPE <EC/0OD/DD/0OC/0P/
NT/FN/CN/BN/TX/FT/CT/

BT/RA/PA/PB/SP/UD/BO> A2 ADJUSTMENT AMOUNT nnnnn.nn
DEDUCTION NO. nnn
OTHER COMP/PAYMT NO. nnn
SERVICE FEE nnn.nn

FO05 TIME DATA

FO07 ATTENDANCE DATA
F08 REVIEW/UPDATE
F09 BACKOUT RECORD
F10 FASTRACK ON/OFF
F11 BATCH HEADER
F24 DISPLAY STATUS

. )

What to do

» To add only deduction data, type in the information requested and press Enter.
Repeat until you have added all the adjustment records you want to add. Then
use a function key to continue.
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» To return to the Batch Header display to set up other time, attendance, or
adjustment records in a batch, use F11. The Batch Header (Enter) display
(AMPAHO) appears.

» Use a function key to perform the following tasks:

- Add a time or attendance record
- Edit a record already in a batch
- Remove a transaction already posted.

Function keys

FO5 TIME DATA causes the Time Data “Fastrack” (Enter) display (AMPAH1F) to
appear. Use this function key to enter time data records.

FO7 ATTENDANCE DATA causes the Attendance Data (Enter) display (AMPAH3) to
appear. Use this function key to enter attendance data records.

F08 REVIEW/UPDATE causes a Review/Update display to appear. Use this function
key to review or update an active batch record.

FO09 BACKOUT RECORD causes the Backout Record (Enter) display (AMPAH4) to
appear. Use this function key to delete a transaction already posted to the TOTHRS
file.

F10 FASTRACK ON/OFF causes the Adjustment Data (Enter) display (AMPAH2) to
appear again.

F11 BATCH HEADER causes the Batch Header (Enter) display (AMPAHOQ) to appear.
Use this function key to change the defaults for this batch.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this function key to review the session status or end the batch.

Fields

See “AMPAH2-Adjustment Data (Enter)” on page 3-11for descriptions of the fields
that appear on this display.

Note: If IFM is interfacing, you cannot enter a UNIT/NATURE override using the
fastrack entry method.
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AMPAH3-Attendance Data (Enter)

Use this display to add attendance data records to balance attendance. After you type
in the necessary attendance data, the system verifies the employee number against
the Employee master file. It verifies the day number and pay cycle fields to ensure
they are within the correct range. The day number and pay cycle fields you entered on
the Batch Header (AMPAHO) appear. If you change these fields, the new day number
and pay cycle information continues to appear until you change the fields again.

This display appears if you use FO7 ATTENDANCE DATA on AMPAHO, AMPAH1F, or
AMPAHZF.

4 )

DATE ** /%% /xx PAYROLL ENTER AMPAH3  **
ATTENDANCE DATA
BATCH *** LINE ******%x DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **

EMPLOYEE NAME **%%x%xkkkkkkkhkkhkkhkkhkhhkhkhh*

EMPLOYEE NUMBER nnnnn
BALANCE HOURS nnn.nn
DAY NUMBER <1-99> nn

PAY CYCLE <1-9> n

FO05 TIME DATA

FO06 ADJUSTMENT DATA
F08 REVIEW/UPDATE
F09 BACKOUT RECORD
F11 BATCH HEADER
F24 DISPLAY STATUS

- J

What to do

» To add an attendance record, type in the information requested and press Enter.
Repeat until you have added all the attendance records you want to add. Then
use a function key to continue.

» To return to the Batch Header display to set up other time, attendance, or
adjustment records in a batch, use F11. The Batch Header (Enter) display
(AMPAHO) appears.

» Use a function key to perform the following tasks:

- Add a time or adjustment record
- Edit a record already in a batch
- Remove a transaction already posted.

Function keys

FO5 TIME DATA causes the Time Data (Enter) display (AMPAH1) to appear. Use this
function key to enter time data records.

F06 ADJUSTMENT DATA causes the Adjustment Data (Enter) display (AMPAH2) to
appear. Use this function key to enter adjustment data records.
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F08 REVIEW/UPDATE causes a Review/Update display to appear. Use this function
key to review an active batch record.

FO09 BACKOUT RECORD causes the Backout Record (Enter) display (AMPAH4) to
appear. Use this function key to delete a transaction already posted to the Total Hours
(TOTHRS) file.

F11 BATCH HEADER causes the Batch Header (Enter) display (AMPAHOQ) to appear.
Use this function key to change the defaults for this batch.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this function key to review the session status or end the batch.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

BATCH. The sequential number assigned by the application to identify the batch.
LINE. The current batch transaction number.

DAY. The day number entered on display AMPAHO.

PAY CYCLE. The pay cycle entered on display AMPAHO.

ACCOUNTING MONTH or PERIOD. The accounting month (if you use monthly
accounting) or the accounting period (if you use 13-period accounting) entered on
display AMPAHO.

COMPANY. The company number entered on display AMPAHO (if you support more
than one company).

EMPLOYEE NAME. The application shows this field only if an error occurs.

EMPLOYEE NUMBER [?]. Required. Type in the employee number to identify the
employee whose attendance data you are about to enter.

BALANCE HOURS. Type in the employee’s clock attendance time in hours you want
to balance against the total of labor records.

DAY NUMBER (1-99). If different from the day number shown, type in the day
number (1 to 99) to balance employee hours for that day.

PAY CYCLE (1-9). If different from the pay cycle shown, type in the pay cycle (1 to 9)
to balance employee hours for that pay cycle.
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AMPAH4-Backout Record (Enter)

Use this display to delete a record you have posted to the Total Hours file. You cannot
delete records you have posted to the Total Hours file using the review/update display.
The batch and line number appear on the Current Hours Proof listing. If the system
does not find the batch line number you request, the system highlights the numbers.
Enter a new number. Use F11 to return to the batch header display to continue entry.
You must post backout records before you calculate any further data.

This display appears if you use F09 BACKOUT RECORD on displays AMPAHO,
AMPAH1(F), AMPAH2(F), and AMPAH3.

4 )

DATE *% /%% /%% PAYROLL ENTER AMPAH4  **
BACKOUT RECORD

ENTER BATCH AND LINE
NUMBER NUMBER

nnn nnnnn

F08 REVIEW/UPDATE
F11 BATCH HEADER
F24 DISPLAY STATUS

. J

What to do

To delete a record, type in the information and press Enter. Repeat as needed.

Function keys

F08 REVIEW/UPDATE causes a Review/Update display to appear. Use it to review or
update existing batch records.

F11 BATCH HEADER causes the Batch Header (Enter) display (AMPAHO) to appear.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear to
let you delete, suspend, or close a batch.

Fields

BATCH NUMBER. Type in the batch number of the record you want to delete from
the Total Hours file.

LINE NUMBER. Type in the line number of the record to be deleted.
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AMPAR1-Time Data (Review/Update)

Use this display to review, change, or delete a previously entered time data record.
When the display appears, the system fills in all previously entered fields. You can
change any field except the batch or line number. You can page backward or forward
one record at a time by using a function key, or you can enter the line number of a
record (get the line number from the Payroll Batch register) in the ENTER REVIEW
LINE NO. field.

This display appears if you select to review or update time records from display
AMPAH1.

4 )

DATE *% /%% /%% PAYROLL REVIEW/UPDATE AMPAR1 **
TIME DATA
BATCH *** LINE ******* DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **
EMPLOYEE NAME *****kkxkdkxkkkxkkdxkks*x*x MILESTONE * MILESTONE GROUP *

EMPLOYEE NUMBER nnnnn SHIFT NUMBER OVERRIDE <1-3> n

ORDER aaaaaA’ OPERATION aah4
DEPARTMENT OVERRIDE aaA4 PRODUCTION FACILITY OVERRIDE aaaAb
REGULAR HOURS nnn.nn TYPE <TH/DT/TR/DH/S/P/VA/HL> A2

OTHER HOURS nnn.nn TIME BASIS CODE *

MACHINE HOURS nnn.nn RUN CODE <R/S/M> A
QUANTITY nnnnnnn.nnn COMPLETION CODE <0/1/2/3> n

REG RATE OVERRIDE nn.nnn OTHER RATE OVERRIDE nn.nnn
STATE CODE OVERRIDE nnn COUNTY CODE OVERRIDE nnn

LOCAL CODE OVERRIDE nnn QUANTITY SCRAPPED nnnnnnn.nnn
SCRAP REASON aaaahé REFERENCE aaaaaaaAll
PRECALCULATED GROSS nnnnnnn PRECALCULATED OTHER GROSS nnnnn.nn

GENERAL LEDGER NUMBER OVERRIDE aaaaaaaaaaaaAl5

ENTER REVIEW LINE NO. nnnnnnn Kk kK ok ok ok ok ok ok ok ok ok

FO01 RESUME ENTRY
F02 PAGE FORWARD
F03 PAGE BACKWARD
F20 DELETE RECORD
F24 DISPLAY STATUS

. /

What to do

» To change the information for this record, type in the information you need to
change and press Enter. Repeat until you have changed all the records you need
to change. Then use a function key to continue.

» To add additional time, attendance, or adjustment records in this batch, use F01.
The display from which you entered review mode appears again.

» To look at a particular record in the batch, type in the line number of the record
you want to see in the ENTER REVIEW LINE NO. field and press Enter.

* To delete this record, use F20.
Function keys

FO1 RESUME ENTRY causes the display in Time/Adjustment Entry from which you
entered review mode to appear.

F02 PAGE FORWARD causes the next batch record to appear.

FO03 PAGE BACKWARD causes the preceding batch record to appear.
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F20 DELETE RECORD deletes the record you are reviewing.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this display to review the session status or end the batch.

Fields

See “AMPAH1-Time Data (Enter)” on page 3-5for descriptions of the fields appearing
on this display other than those that follow.

The Milestone and Milestone Group fields appear if PC&C is installed and interfacing,

and you use a run code of M.

MILESTONE. The type of sub-operation that belongs to a milestone group:

First sub-operation:

B
P
C

Milestone group with no activity reported
Milestone group with activity reported
Milestone group with activity reported complete.

Not first or last sub-operation:

S

Sub-operation that is between the first and last sub-operation.

Last sub-operation:

J
F

End of a job shop milestone group
End of a flow shop milestone group.

MILESTONE GROUP. One of two types:

J
E

Job shop
Flow shop

If this field is blank, it indicates no milestone group.

TIME BASIS CODE. Appears if PC&C is installed and interfacing. Provides the
operator with one of the following units of time measurement:

blank Hours per unit

ZOTTRON=

Hours per 10 units
Hours per 100 units
Hours per 1,000 units
Hours per 10,000 units
Pieces per hour

Hours per lot

Cost per piece
Minutes per piece.

ENTER REVIEW LINE NO.. To review a record for the batch number shown, type in
the batch line number for that record (from the Payroll Batch register).
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AMPAR2-Adjustment Data (Review/Update)

Use this display to review, change, or delete a previously entered adjustment data
record. When the display appears, all previously entered fields are filled in. You can
change any field except the batch or line number. You can page backward or forward
one record by using a function key, or you can enter the line number of a record (get
this number from the Payroll Batch register) in the ENTER REVIEW LINE NO. field.

This display appears if you select to review or update adjustment records from display
AMPAH1.

4 )

DATE ** /%% /xx PAYROLL REVIEW/UPDATE AMPAR2  **
ADJUSTMENT DATA

BATCH *** LINE *******x DAY ** PAY CYCLE * ACCOUNTING MONTH ** COMPANY **

EMPLOYEE NAME *********xkxkk*xkxk*xxxxxx*x*x*x MILESTONE * MILESTgONE GROUP *

EMPLOYEE NUMBER nnnnn
ORDER nnnnnA7 OPERATION nnA4
DEPARTMENT OVERRIDE nnA4 PROD FAC OVERRIDE nnnAS5

TYPE <EC/OD/DD/0OC/OP/NT/FN/CN/BN/TX/FT/CT/BT/RA/PA/PB/SP/UD/BO> A2

DEDUCTION NO. nnn ADJUSTMENT AMOUNT nnnnnn.nn
OTHER COMP/PAYMT NO. nnn
STATE CODE OVERRIDE nnn COUNTY CODE OVERRIDE nnn
LOCAL CODE OVERRIDE nnn RUN CODE <R/S> A
SERVICE FEE nnn.nn

ADJ/DED GL OVERRIDE aaaaaaaaaaaa”l’

GL EXPENSE OVERRIDE aaaaaaaaaaaalls

ENTER REVIEW LINE NO. nnnnnnn
F01 RESUME ENTRY
F02 PAGE FORWARD
F03 PAGE BACKWARD
F20 DELETE RECORD
F24 DISPLAY STATUS

. J

What to do

» To change the information for this record, type in the information you need to
change and press Enter. Repeat until you have changed all the records you need
to change. Then use a function key to continue.

» To add additional time, attendance, or adjustment records in this batch, use F01.
The display from which you entered review mode appears again.

» To look at a particular record in the batch, type in the line number of the record
you want to see in the ENTER REVIEW LINE NO. field and press Enter.

¢ To delete this record, use F20.
Function keys

FO01 RESUME ENTRY causes the display in Time/Adjustment Entry from which you
entered review mode to appear.

F02 PAGE FORWARD causes the next batch record to appear.

FO03 PAGE BACKWARD causes the preceding batch record to appear.
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F20 DELETE RECORD deletes the record being reviewed.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this display to review the session status or end the batch.

Fields

See “AMPAH2-Adjustment Data (Enter)” on page 3-11 for descriptions of the fields
appearing on the display, other than those that follow.

The Milestone and Milestone Group fields appear if PC&C is installed and interfacing,
and you use a run code of M.

MILESTONE. The type of sub-operation that belongs to a milestone group:

First sub-operation:

B Milestone group with no activity reported
P Milestone group with activity reported
C Milestone group with activity reported complete.

Not first or last sub-operation:
S Sub-operation that is between the first and last sub-operation

Last sub-operation:

J End of a job shop milestone group
F End of a flow shop milestone group.
MILESTONE GROUP. One of two types:

J Job shop

F Flow shop

ENTER REVIEW LINE NO.. To review a record for the batch number shown, type in
the batch line number for that record (from the Payroll Batch register).

AMPAR3-Attendance Data (Review/Update)

Use this display to review, change, or delete a previously entered attendance data
record. When the display appears, all the system fills in all previously entered fields.
You can change any field except the batch or line number. You can page backward or
forward one record by using a function key, or you can enter the line number of a
record (get this number from the Payroll Batch register) in the ENTER REVIEW LINE
NO. field.

This display appears if you select to review or update attendance records from display
AMPAH1.
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4 N

DATE ** /%% /xx PAYROLL REVIEW/UPDATE AMPAR3 **
ATTENDANCE DATA
BATCH *** [, INE *****%x%x

EMPLOYEE NAME * % % % % % % % % % % % % % % % % % % % % % %k % %

EMPLOYEE NUMBER nnnnn
BALANCE HOURS nnn.nn
DAY NUMBER <1-99> nn

PAY CYCLE <1-9> n

ENTER REVIEW LINE NO. nnnnnnn

FO01 RESUME ENTRY
F02 PAGE FORWARD
F03 PAGE BACKWARD
F20 DELETE RECORD
F24 DISPLAY STATUS

. /

What to do

» To change the information for this record, type in the information you need to
change and press Enter. Repeat until you have changed all the records you need
to change. Then use a function key to continue.

» To add additional time, attendance, or adjustment records in this batch, use F01.
The display from which you entered review mode appears again.

» To look at a particular record in the batch, type in the line number of the record
you want to see in the ENTER REVIEW LINE NO. field and press Enter.

* To delete this record, use F20.
Function keys

FO1 RESUME ENTRY causes the display in Time/Adjustment Entry from which you
entered review mode to appear again.

F02 PAGE FORWARD causes the next batch record to appear.
FO03 PAGE BACKWARD causes the preceding batch record to appear.
F20 DELETE RECORD deletes the record you are reviewing.

F24 DISPLAY STATUS causes the Data Entry (Status) display (AMPAS1) to appear.
Use this display to review the session status or end the batch.

Fields

See“AMPAH3-Attendance Data (Enter)” on page 3-18for descriptions of the fields
appearing on the display, other than those that follow.
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ENTER REVIEW LINE NO.. To review a record for the batch number shown, type in
the batch line number for that record (from the Payroll Batch register).

AMPAS1-Payroll Data Entry (Status)

Use this display to review the session status of an active, closed or suspended batch.
If PC&C is installed and interfacing, the following batch control information appears:

» All minutes reported in a particular Payroll Work Hours batch
« All minutes transactions converted to hours.

This display appears if you use F24 from the Batch Header, Time Data, Adjustment
Data, Attendance Data, or Review/Update displays.

If any abnormal situations occur (such as power outage), you can select the same
batch again from the Data Entry Control display (AMVBA1) and resume entry from
where the abnormal situation occurred. Use the review/update display (AMPAR1) to
see if the last record you entered was included in the batch.

4 )

BATCH *kkk PAYROLL DATA ENTRY STATUS AMPAS1 *%
BATCH DATE *% /%% /%%

BATCH STATUS -- VALID RECORDS Kk kk
ERROR RECORDS Kk kK
DELETED RECORDS *ok ko kK
REGULAR HOURS ok ok ok Kk Kk K TAXABLE ADJUSTMENTS ok ko kK K K
OVERTIME HOURS ok ok ok ok ok kK NONTAXABLE ADJUSTMENTS ok ko kK kK
PREMIUM HOURS ok ok ok ko kK SICK PAY ADJUSTMENTS ok ko ko ko K K
VAC/HOLIDAY HOURS ok ok ok ok kK ONE-TIME ADJUSTMENTS kK Kk Kk Kk X
SICK HOURS * ok ok ok ok ok ok kK PAY ADVANCES *hkkhkkkhkkkkkkkkk
TOTAL PAYROLL HOURS ok ko ko ko kK REVERSE AMOUNTS KHEKAKAKA KA KA
ORDER HOURS ok ok ok Kk Kk K PRECALCULATED REG GROSS — **kkkkkxkxkx
MACHINE HOURS ok ok ok ok ok ok kK PRECALCULATED OTHER GROSS * %%k k% %%
ATTENDANCE HOURS ok ok ok ok ok ok kK OTHER COMPENSATION ok ko ko Kk Kk
TOTAL LABOR HOURS ok ko ko ko kK OTHER PAYMENTS ok ko kR Kk
EARNED INCOME CREDIT KA KAKAKA KKK
TOTAL MINUTES ok kK kK ENTER TO CONTINUE
TOTAL MINUTES AS HOURS ok ok ok Kk Kk K F20 DELETE BATCH

F23 SUSPEND BATCH
F24 CLOSE BATCH

o /

What to do

» Correct batch totals that do not agree with manually calculated totals.

» Review the Payroll Batch register to determine if amounts on the data entry forms
are in error or if you entered the amounts incorrectly. If the batch is suspended, do
the following:

1. Look at the review/update display (AMPAR1)
2. Page forward or backward to the appropriate record number
3. Correct the error.

» To return to the previous display, press Enter and go back to the display from
which you used F24.

» To delete this batch use F20. When the display appears again, use F20.
» To suspend this batch, use F23.
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* To close the batch, use F24.
Function keys

F20 DELETE BATCH causes this display (AMPAS1) to appear again with a message,
requesting confirmation that you want to delete this batch. Use F20 again to delete
the batch.

F23 SUSPEND BATCH causes the system to suspend the batch for later use.

F24 CLOSE BATCH closes the batch and lets you select the batch for posting. You
can reopen a closed batch. The Payroll Batch register (AMPAV) is scheduled to print.

Fields

BATCH (Batch Number). The sequential number assigned by the application to
identify the batch.

VALID RECORDS. The number of error-free records (errors not detected by the
application).

ERROR RECORDS. The number of records you approved with errors. You should
correct these records before the system processes the batch.

DELETED RECORDS. The number of records you deleted during the session.

The following fields, which appear on the left side of the display, contain the totals by
type, for hours entered.

REGULAR HOURS. The total of regular hours entered.

OVERTIME HOURS. The total of other hours entered for other than premium, holiday,
vacation, or sick hours.

PREMIUM HOURS. The total of premium hours entered.

VAC/HOLIDAY HOURS (Vacation/Holiday Hours). The total of vacation and holiday
hours entered.

SICK HOURS. The total of sick time hours entered.
TOTAL PAYROLL HOURS. The total of regular hours and other hours entered.

The order hours and machine hours fields do not appear on this display unless you
selected order distribution during application tailoring.

ORDER HOURS. If you use order distribution, the total of labor hours charged to
shop orders.

MACHINE HOURS. Appears only if PC&C is installed and interfacing. If you use
order distribution, the total of machine hours charged to shop orders.

ATTENDANCE HOURS. The total of clock attendance hours you want to balance
against the total of labor hours.
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TOTAL LABOR HOURS. The total of regular hours and overtime hours entered.

The TOTAL MINUTES and the TOTAL MINUTES AS HOURS fields appear only if
PC&C is installed and interfacing.

TOTAL MINUTES. The batch control total of all minutes reported in this batch.
TOTAL MINUTES AS HOURS. The batch control total of all minute transactions

converted to hours. As you enter each minute transaction, the system converts
minutes to hours and add it to this total.

The following fields, which are on the right side of the display, contain totals for
amounts entered.

TAXABLE ADJUSTMENTS. The total of taxable adjustment amounts entered. This
total includes all adjustment amounts with a type code of TX, BN, FT, FN, CT, CN, or
BT.

NONTAXABLE ADJUSTMENTS. The total of nontaxable adjustment amounts
entered.

SICK PAY ADJUSTMENTS. The total of sick pay adjustment amounts entered.
ONE-TIME ADJUSTMENTS. The total of one-time deduction amounts entered.
PAY ADVANCES. The total amount entered for pay advance deductions.

REVERSE AMOUNTS. The total of reverse amounts entered; the pay cycle must
be 0.

PRECALCULATED REG GROSS (Precalculated Regular Gross). The total of
precalculated regular gross amounts entered for regular hours.

PRECALCULATED OTHER GROSS. The total of precalculated gross amounts
entered for other hours.

OTHER COMPENSATION. The total of other compensation one-time adjustments
entered.

OTHER PAYMENTS. The total of other payments one-time adjustments entered.

EARNED INCOME CREDIT PAYMENTS. The total amount entered for earned
income credit payments.
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AMVBA1-Data Entry Control

Use

this display to:

Start a new batch of transactions
Select an active, closed, or suspended batch for further processing
Review the status of all batches.

This display appears if you select option 1 from the Payoffs menu (AMPMO02).

-

o

~

DATE ** /%% /xx AMVBA1l **
DATA ENTRY CONTROL
BATCHES CURRENTLY IN USE ***

ENTER BATCH NUMBER nnn LOCATE BATCH nnn

BATCH *--ORIGINAL--* *----LAST----% *--RECORDS--*
NO. TYPE WSID OPID WSID OPID STATUS DATE USED ERRORS
*kok kkkk  kkkkkkkkkk hkk  kkkkkkkkkk kkk kKKK Kk [hk kkkkk  kkkkok
*kok dhokkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KkKKKK Kk [hk kkkkk  kkkkok
* ok ok kkkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KKKKKK KK [k *kkkk  kkkkk
* ok ok kkkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KAKKKK KK [k *kkkk  kkkkk
Kk kkkk  kkkkkkkkkk Kkk  Kkkkkkkhkk kkk KKKk Kk [hk kkkkk  kkkkk
*kok khkkk  kkkkkkkkkk khkk  kkkkkkkkkk kkk kKKK Kk [hk kkkkk  kkkkok
*kok khkkk  kkkkkkkkkk khkk  kkkkkkkkkk kkk kKKK Kk [hk kkkkk  kkkkok
*kok hokkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KkKKKK Kk [hk kkkkk  kkkkok
* ok ok kkkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KKK KK [k kkkkk  kkkkk
* ok ok kkkk  kkkkkkkkkk kkk  kkkkkkkkkk kkk KAKKKK KK k% *kkkk  kkkkk
Kk Kkkk  kkkkkkkkkk Kkk  Kkkkkkhkkkk kkk kKK Kk [hk kkkkk  kkkkk
*kok kkkk  kkkkkkkkkk hhkk  kkkkkkkkkk kkk kKKK Kk [hk kkkkk  kkkkok

USE ROLL UP/DOWN
F04 NEW BATCH
F24 CANCEL THE JOB

/

What to do

To start a new batch, use F04. The Batch Header (Enter) display appears. Press
Enter.

To see the status of other existing batches, do one of the following:

- To see the next group of batches, use the roll keys to scroll forward and
backward through the list of existing batches.

- To locate a particular batch beyond the next group of batches, type the batch
number in the LOCATE BATCH field, press Field Exit, then press Enter. The
batch you selected appears at the top of the list of batches on the display.

To use an existing batch, type the number of the batch in the ENTER BATCH
NUMBER field, press Field Exit, then press Enter. The Batch Header (Enter)
display appears.

Note: You can only select an active online batch from the same workstation that
initially created that batch. You can select an active offline batch from any
workstation if the system is not using the batch.

Function keys

FO4

NEW BATCH starts a new batch. The Batch Header display appears.
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F24 CANCEL THE JOB cancels the job; no processing occurs.
Fields
BATCHES CURRENTLY IN USE. The number of batches that currently exist.

ENTER BATCH NUMBER. To choose a closed or suspended batch, type in the
number of the specific batch with which you want to work. When you press Enter, you
attach to that batch, and the first record in the batch appears.

LOCATE BATCH. Use this field to search for a specific batch with which you want to
work. If you want to see the data entry control information for a batch, type in the
batch number. When you press Enter, this display appears again with the requested
batch appearing first in the list of batches.

BATCH NO. (Batch Number). The sequential number assigned by the application to
identify the batch.

TYPE. This field is used by the Accounts Payable, Accounts Receivable, and
Purchasing applications. A code used to indicate the application that created the
batch. The code for Purchasing and Accounts Payable batches is PAY. The codes
used for Accounts Receivable are CAS (cash receipts and adjustments) and INV
(invoices and credit memos). You can edit or post from a batch, regardless of the
application that created it.

ORIGINAL.

WSID (Work Station Identification): The identification of the workstation from
which you originally entered transactions for the batch. For offline batches,
asterisks appear.

OPID (Operator Identification): The operator ID of the operator who entered the
transactions. Appears only if security is in effect. For offline batches, asterisks
appear.

LAST.

WSID (Work Station Identification): The identification of the workstation which
last selected the batch. For offline batches, asterisks appear.

OPID (Operator Identification): The operator ID of the operator who last
selected the batch. The operator ID appears only if security is in effect. For offline
batches, asterisks appear.

STATUS. The current status of the batch. This field contains one of the following
codes:

ACTIVE The batch is being used by another workstation or is incomplete because of
some abnormal condition, such as loss of power. You can only work on an
active but incomplete batch from the workstation that started the batch.

SUSPND (Suspend) One of the following conditions:

« Someone used F23 to end the workstation session, thereby suspending
the batch

» The batch was entered from an offline file and is not yet closed

* The application has automatically suspended the batch.
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You can select this batch for further entry and review from any
workstation.

CLOSED Someone used F24 to close the batch. You should not close a batch until
you have printed and verified a proof report. For purposes of data entry, the
system treats a closed batch the same as a suspended batch; however, you
can only choose a closed batch for certain further application processing.

UPDATE The application has selected the batch for updating the master files.

FINISH The batch has been applied to the master files. The transactions will remain
in the batch until the files are saved.

DATE. The date of last activity in the batch.

RECORDS.
USED: The number of transaction records in the batch.

ERRORS: The number of transaction records with errors that the application has
detected.
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Option 2. Enter Data from Offline Files (AMPMO01)

What to do

Use this option to generate the same result as option 1 (Enter from Work Station) but
to enter the data from a diskette or disk file instead of from a workstation. The system
selects a batch member from the data entry file and enters the transactions into the
file. After the system enters the transactions into the file, it edits the file and sets the
batch status to SUSPND. You must close the batch using workstation data entry
before you can post the batch.Use option 1 (Enter from Work Station) to make any
corrections indicated on the Payroll Edit register. When you use option 1, close the
batch so you can post the data to the Total Hours file. The system does not post errors
to the file.

If an abnormal situation occurs (such as a power outage), use option 1 (Enter from
Work Station) to determine whether the system added the batch to the data entry file.
If the system added the batch but missed some records, delete the batch and select
option 2 (Enter from Offline) again.

What information you need: The file labeled PRTRAN containing the recorded
payroll transactions.

What reports are printed: Payroll Edit register (AMPAY).
What forms you need: None.

No Payroll displays are associated with this option.

The CAS Copy Offline File (Options) display (AXVOL1) appears. The offline file name
appears as PRTRAN. If you have named your file something other than PRTRAN,
type in the name of your file over PRTRAN.

If your offline file is on diskette, type in 1 and the diskette device name. If your offline
file is on disk, type 2 and the name of the library in which the disk file is located.

At the system console, message AM-0600 prompts you to insert diskette PRTRAN in
device QDKT. Insert the diskette. Then type in 0 and press Enter.
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Option 3. Print Batch Register (AMPMO01)

Use this option when you want a listing of the time, attendance, and adjustment
records already added in a closed or suspended batch. You can use the register to
verify that entries have been made and to see the totals for those entries.

What information you need: The batch number for the time, attendance, and
adjustment records you want printed.

What reports are printed: Payroll Batch register (AMPAV).

What forms you need: None.

The basic steps to print the batch register follow each display.

AMPBZ1-Run Time Options Batch Selection (Options)

Use this display to select either a closed or suspended batch to print the Batch
register. For payoff operations, also use this display when you print the Payoff
Balancing register, post balanced batches, reset balanced batches, or remove a batch
from the Total Hours file.

This display appears if you select option 3 (Print Batch register) from the Time/
Adjustment Entry menu (AMPMO01). If you do not know the batch number, select
option 1 (Enter from Work Station) from menu AMPMO01. The Data Entry Control
display (AMVBA1) appears and lists all batches that you entered.

4 )

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBZ1  **
BATCH SELECTION FOR
BATCH REGISTER

ENTER BATCH NUMBER nnn

F24 CANCEL THE JOB

- /

What to do

To see the batch totals, type in the batch number and press Enter.
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F24 CANCEL THE JOB causes the Time/Adjustment Entry menu (AMPMO01) to
appear; no processing occurs.

Fields

ENTER BATCH NUMBER. Type in the number of the time/adjustment batch or payoff
batch. You can only select a suspended payoff batch to print the Payoff Batch register.

AMPBZ2-Payroll Data Entry (Status)

Use this display to review batch totals before printing the Batch register for that batch.

This display appears if you select a batch for printing. Review the information shown
and compare it with any previously calculated totals.
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BATCH DATE ** /%% /%x

BATCH STATUS -- VALID RECORDS
ERROR RECORDS

REGULAR HOURS
OVERTIME HOURS
PREMIUM HOURS
VAC/HOLIDAY HOURS
SICK HOURS

TOTAL PAYROLL HOURS
ORDER HOURS

MACHINE HOURS
ATTENDANCE HOURS
TOTAL LABOR HOURS

TOTAL MINUTES
TOTAL MINUTES AS HOURS
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TAXABLE ADJUSTMENTS
NONTAXABLE ADJUSTMENTS
SICK PAY ADJUSTMENTS
ONE-TIME ADJUSTMENTS
PAY ADVANCES

REVERSE AMOUNTS
PRECALCULATED REG GROSS

PRECALCULATED OTHER GROSS

OTHER COMPENSATION
OTHER PAYMENTS
EARNED INCOME CREDIT

ENTER TO CONTINUE
F24 CANCEL THE JOB
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What to do

When you are sure this is the batch for which you want the Payroll Batch register
printed, press Enter. The Payroll Batch register is scheduled to print.

Function keys

F24 CANCEL THE JOB cancels the job; the Time/Adjustment Entry menu (AMPMO01)
appears.

Fields

See “AMPAS1-Payroll Data Entry (Status)” on page 3-26for descriptions of the fields
appearing on this display.
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Chapter 4. Payoffs

Payoffs are manually prepared checks written for an employee who leaves the
company before the normal end of a pay period, or any handwritten payroll check.
See “Payoff processing” for additional payoff processing instructions. When you
select option 2 on the Main Menu, this menu appears.

Option 1. Enter Checks (AMPMO2) .....ccoiiiiiiieeeie et a e e 4-3
Option 2. Print Batch Register (AMPMO2)..........cccuviiiiiiiieeee e 4-14
Option 3. Balance (AMPMO2).........uuuiiiiiieiee ettt e e e e e e 4-16
Option 4. Post Checks (AMPMO2)...........cooi i 4-22
Option 5. Reset Balancing (AMPMO2)...........coooocoiiiiiiiieieee e 4-25
Option 6. Remove Checks (AMPMO2) ........cooo oo 4-27

Payoff processing provides a means by which the Payroll master files can be updated
with the earnings and deductions associated with a manually prepared payroll check.
The system takes the earnings, taxes, and deductions exactly as entered in the
Payoff check record. The taxable wage fields in the employee’s master file records
are updated after applying any reductions to gross derived from non-taxable
deductions and/or sick pay.

The system edits payoff information for validity and updates the Payroll master files
when it processes the payoff during the checks and reports procedure.

If you use check reconciliation, the system adds a record to the Check Reconciliation
(CHECKR) file. No record is added, however, to the Payment History file.

Enter a record in the time/adjustment batch to establish the gross payment amount for
each employee who is to receive a payoff or handwritten check. Then run the posting
option to add the batch to the Total Hours file. All time/adjustment entries, or labor
records, must have the same pay cycle numbers as those used in the employee’s
payoff entries. The system balances the time/adjustment records against the gross
earnings in the payoff check records.

The payoff gross must equal Hourly earnings or salary + Precalculated earnings +
(Taxable + Nontaxable + Sick pay adjustments).

The payoff net amount must equal payoff gross + payoff other compensation and
other payments (if included in the net pay) - payoff taxes - payoff deductions.

The system does not recalculate taxes for payoff checks. If the employee for which
the payoff check is being processed is of the "salaried non-exempt" pay type, the
following restrictions apply when entering the time record to be used for payoff
balancing:

* The regular salary amount is used as a default if no overtime hours or
precalculated Other Gross is entered on the time record.

* If overtime hours and/or Precalculated Other Gross is entered, the regular salary
is not included for balancing unless it is also entered as a Precalculated Gross
amount.
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AMPMO02 Payroll Fk ok kK ok ok kK
Payoffs

Type option or command; press Enter.

Enter Checks

Print Batch Register
Balance

Post Checks

Reset Balancing
Remove Checks

AU WN

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

\_ /

Option 1. Enter Checks. Enter payoff and deduction information. Be sure to use the
same amounts as on the manually written check.

Option 2. Print Batch Register. Obtain a listing of the Payoff Batch register.

Option 3. Balance. Balance the distribution information you entered during time/
adjustment entry with the checks entered in option 1 from this menu.

Option 4. Post Checks. Add records from a balanced payoff batch to the Total Hours
file.

Option 5. Reset Balancing. Reset records in a balanced batch in order to make
changes to either payoff or time/adjustment entries.

Option 6. Remove Checks. Remove payoff checks and deduction records from the
Total Hours file. Set selected labor records in that file to regular labor records for a
balanced payoff batch.
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Option 1. Enter Checks (AMPMO02)

Use option 1 to enter payoff check and deduction information. A payoff batch can
contain mixed information for the following:

» Different companies

» Pay cycles

« Pay types

* Protected or nonprotected personnel.
The system allows only one payoff check per employee per pay cycle.
What information you need: None.
What reports are printed: Payoff Batch register (AMPAV)

What forms you need: None.

The basic steps to pay off employees follow each display.

AMVBA1-Data Entry Control

Use this display to:

» Start a new batch of transactions
» Select an active, closed, or suspended batch for further processing
» Review the status of all batches.

This display appears if you select option 1 from the Payoffs menu (AMPMO02).
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USE ROLL UP/DOWN
F04 NEW BATCH
F24 CANCEL THE JOB
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What to do

» To start a new batch, use F04. The Batch Header (Enter) display appears. Press
Enter.




AMPMO02, option 1

Contents

Index

Page 4-4

» To see the status of other existing batches, do one of the following:

- To see the next group of batches, use the roll keys to scroll forward and
backward through the list of existing batches.

- To locate a particular batch beyond the next group of batches, type the batch
number in the LOCATE BATCH field, press Field Exit, then press Enter. The
batch you selected appears at the top of the list of batches on the display.

» To use an existing batch, type the number of the batch in the ENTER BATCH
NUMBER field, press Field Exit, then press Enter. The Batch Header (Enter)
display appears.

Note: You can only select an active online batch from the same workstation that

initially created that batch. You can select an active offline batch from any
workstation if the system is not using the batch.

Function keys

F04 NEW BATCH starts a new batch. The Batch Header display appears.
F24 CANCEL THE JOB cancels the job; no processing occurs.

Fields

BATCHES CURRENTLY IN USE. The number of batches that currently exist.

ENTER BATCH NUMBER. To choose a closed or suspended batch, type in the
number of the specific batch with which you want to work. When you press Enter, you
attach to that batch, and the first record in the batch appears.

LOCATE BATCH. Use this field to search for a specific batch with which you want to
work. If you want to see the data entry control information for a batch, type in the
batch number. When you press Enter, this display appears again with the requested
batch appearing first in the list of batches.

BATCH NO. (Batch Number). The sequential number assigned by the application to
identify the batch.

TYPE. This field is used by the Accounts Payable, Accounts Receivable, and
Purchasing applications. A code used to indicate the application that created the
batch. The code for Purchasing and Accounts Payable batches is PAY. The codes
used for Accounts Receivable are CAS (cash receipts and adjustments) and INV
(invoices and credit memos). You can edit or post from a batch, regardless of the
application that created it.

ORIGINAL.

WSID (Work Station Identification): The identification of the workstation from
which you originally entered transactions for the batch. For offline batches,
asterisks appear.

OPID (Operator Identification): The operator ID of the operator who entered the
transactions. Appears only if security is in effect. For offline batches, asterisks
appear.

LAST.
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WSID (Work Station Identification): The identification of the workstation which
last selected the batch. For offline batches, asterisks appear.

OPID (Operator Identification): The operator ID of the operator who last
selected the batch. The operator ID appears only if security is in effect. For offline
batches, asterisks appear.

STATUS. The current status of the batch. This field contains one of the following
codes:

ACTIVE. The batch is being used by another workstation or is incomplete because of
some abnormal condition, such as loss of power. You can only work on an
active but incomplete batch from the workstation that started the batch.

SUSPND (Suspend). One of the following conditions:

» Someone used F23 to end the workstation session, thereby suspending
the batch

» The batch was entered from an offline file and is not yet closed
» The application has automatically suspended the batch.
You can select this batch for further entry and review from any workstation.

CLOSED. Someone used F24 to close the batch. You should not close a batch until
you have printed and verified a proof report. For purposes of data entry, the
system treats a closed batch the same as a suspended batch; however, you
can only choose a closed batch for certain further application processing.

UPDATE. The application has selected the batch for updating the master files.

FINISH. The batch has been applied to the master files. The transactions will remain
in the batch until the files are saved.

DATE. The date of last activity in the batch.

RECORDS.
USED: The number of transaction records in the batch.

ERRORS: The number of transaction records with errors that the application has
detected.

AMPBD1-Payoff Data (Enter)

Use this display to enter check stub information for the handwritten payoff check.The
system balances the information against the labor distribution information for this
employee. You can enter one of the following deductions on this display:

DD Directed

oD Miscellaneous

PA Pay advance deduction

EC Earned income credit payment

ocC Other compensation
OoP Other payment
ub Union deduction.

If you enter information for a directed deduction (type DD), you can enter the
processing service fee. Enter additional deductions on the Payoff Deductions entry
display (AMPBD2.)
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You can pay state, county, local, SUI, and SDI taxes to only one taxing body each.
You can override state, county, and local codes from the employee’s master record
during payoff check data entry. The system uses any state override code as an SDI/
SUl override code and ignores any state, county, or local codes in the related labor
records.

You must include taxable (TX, BN, FN, CN, BT, FT, CT) and/or nontaxable (NT)
adjustment amounts paid in a payoff check in the payoff gross amount. Enter the
amounts by adjusting the labor records. Then, select the TX, BN, FN, CN, BT, FT, CT,
and/or NT adjustment during payoff balancing.

Any other compensation or payments included in a payoff check must be identified to
the system using an OC/OP adjustment. This amount should not be included in the
payoff gross amount established through time/adjustment entry; however, it will or will
not be included in the payoff net pay amount, depending on how the other
compensation/payments record is set up.

This display appears if you are entering payoff data. In addition to tax withholding
information, enter data pertaining to other adjustments and deductions.

4 )

DATE ** /%% /xx PAYROLL ENTER AMPBD1  **
PAYOFF DATA

EMPLOYEE NUMBER nnnnn EMPLOYEE NAME  **%%*kkkdkkkhhkkdrrkk

PAY CYCLE <1-9> n CHECK NUMBER nnnnnn

GROSS PAY nnnnn.nn NET PAY nnnnn.nn

FEDERAL TAX nnnnn.nn SOCIAL SECURITY nnnnn.nn

STATE TAX nnnnn.nn MEDICARE nnnnn.nn

COUNTY TAX nnnnn.nn STATE CODE OVERRIDE nnn

LOCAL TAX nnnnn.nn COUNTY CODE OVERRIDE nnn

SDI TAX nnn.nn LOCAL CODE OVERRIDE nnn

SUI TAX nnnnn.nn

ADJ/DED/UNION NUMBER nnn

TYPE <DD/EC/0OC/OD/OP/UD/PA> A2 ADJ/DED/UNION AMOUNT nnnnn.nn
SERVICE FEE nnn.nn

FO5 REVIEW/UPDATE
F11 ADDITIONAL DED.
F24 DISPLAY STATUS

- J

What to do

» To add a payoff check, type in the information requested for the payoff check
record you are adding and press Enter. The display appears again for you to add
another payoff check record. Repeat this step until you have added all the payoff
check records you want to enter.

» To add additional deductions for this payoff check record, use F11. The Payoff
Adjustments (Enter) display (AMPBD2) appears.

» To look at or change a record already in a batch, use F05. The Payoff Review/
Update (Review) display (AMPBD3) appears.
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Function keys

FO5 REVIEW/UPDATE causes the Payoff Review/Update (Review) display
(AMPBD3) to appear.

F11 ADDITIONAL DED. causes the Payoff Adjustments (Enter) display (AMPBD2) to
appear.

F24 DISPLAY STATUS causes the Payoff Data Entry (Status) display (AMPBD4) to
appear.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

EMPLOYEE NUMBER [?]. Required. Type in the employee number of the employee
who received the check.

EMPLOYEE NAME. Appears if the system finds an error. The name of the employee
whose record appears on this display.

PAY CYCLE (1-9). Type in the pay cycle for which you wrote the check.
CHECK NUMBER. Required. Type in the number of the handwritten check.
GROSS PAY. Required. Type in the gross pay amount.

NET PAY. Required. Type in the net pay amount.

FEDERAL TAX. Type in the amount for Federal income tax withheld, if any.
SOCIAL SECURITY. Type in the amount for Social Security tax withheld, if any.

STATE TAX. Appears if you selected state support during application tailoring. Type in
the amount for state tax withheld, if any.

MEDICARE. Type in the amount for Medicare tax withheld, if any.

COUNTY TAX. Appears if you selected county support during application tailoring.
Type in the amount for county tax withheld, if any.

STATE CODE OVERRIDE. Appears if you selected state support during application
tailoring. For state taxes not normally withheld, type in the appropriate code from the
Employee State/County/Local file.

LOCAL TAX. Appears if you selected local support during application tailoring. Type
in the amount for local tax withheld, if any.

COUNTY CODE OVERRIDE. Appears if you selected county support during
application tailoring. For county taxes not normally withheld, type in the appropriate
code from the Employee State/County/Local file.
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SDI TAX. Appears if you selected state support during application tailoring. Type in
the amount for state disability insurance withheld, if any.

SUI TAX. Appears if you selected state support during application tailoring. Type in
the amount for state unemployment insurance withheld, if any.

LOCAL CODE OVERRIDE. Appears if you selected local support during application
tailoring. For local taxes not normally withheld, type in the appropriate code from the
Employee State/County/Local file.

ADJ/DED/UNION NUMBER (Adjustment/deduction/union number). For the
following, type in the associated distribution number from the Deduction Distribution
file.

Directed or miscellaneous deduction
Earned income credit payment
Other compensation or payment
Pay advance deduction

For a union deduction, type in the associated union type code (1-9) from the Union
Master file. This type code is associated with the union to which you assigned the
employee in the Employee Master file.

TYPE (DD/EC/OC/OD/OP/UD/PA). Indicate the type of deduction or adjustment:

DD Directed deduction

EC Earned income credit
ocC Other compensation

oD Miscellaneous deduction
oP Other payment

ub Union deduction

PA Pay advance deduction.

ADJ/DED/UNION AMOUNT (Adjustment/deduction/union amount). Type in the
amount you withheld for a miscellaneous, directed, or union, or pay advance
deduction; or the amount of the earned income credit payment, other compensation,
or other payment.

SERVICE FEE. Type in the service fee that the company charged the employee for
processing a directed deduction (DD).

AMPBD2-Payoff Adjustments (Enter)

Use this display to add more deductions than the one allowed on the Payoff Data
Entry display (AMPBD1). After you enter all data, the system verifies the deduction
numbers for both the union and the miscellaneous deductions. If the system finds
errors, it highlights the fields and sends an error message. If you need additional
payoff deductions, enter them on this display.

After you have entered all the deduction information for one check, use F06 to enter
the next check.

This display appears if you enter payoff data.
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DATE ** /%% /xx PAYROLL ENTER AMPBD2  **
PAYOFF ADJUSTMENTS
EMPLOYEE NUMBER nnnnn EMPLOYEE NAME %% % sk ok o ok ok ok ok ok ok ook ok ok ok ok ok kok o
PAY CYCLE <1-9> *
ADJ/DED/UNION NUMBER nnn
TYPE <DD/EC/0OC/OD/OP/UD/PA> A2 ADJ/DED/UNION AMOUNT nnnnn.nn
SERVICE FEE nnn.nn

FO5 REVIEW/UPDATE
F06 PAYOFF DATA
F24 DISPLAY STATUS

. /

What to do

» Type in the union or miscellaneous deductions and other compensation/payments
you did not previously enter and press Enter. The display appears again for you
to add additional deductions for this payoff check record. Repeat this step until
you have added all the additional deductions.

» To look at or change a record already in a batch, use F05. The Payoff Review
Update (Review) display (AMPBD3) appears.

» To add additional payoff checks, use F06. The Payoff Data (Enter) display
(AMPBD1) appears.

Function keys

FO5 REVIEW/UPDATE causes the Payoff Review/Update (Review) display
(AMPBD3) to appear.

FO06 PAYOFF DATA causes the Payoff Data (Enter) display (AMPBD1) to appear.

F24 DISPLAY STATUS causes the Payoff Data Entry (Status) display (AMPBD4) to
appear.

Fields

See “AMPBD1-Payoff Data (Enter)” on page 4-5 for descriptions of the fields that
appear on this display.
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AMPBD3-Payoff Review/Update

Use this display to review or change data for a payoff batch record you previously
entered. When you request review, the first display to appear is the last display on
which you entered data. To review a previous display, use the Page Backward
function key.

This display appears if you request it from the Payoff Data Entry (Enter) display
(AMPBD1) or the Payoff Adjustments (Enter) display (AMPBD2). When you request
this display, the last record you entered appears.
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DATE ** /%% /%% PAYOFF REVIEW nn AMPBD3 **
REVIEW/UPDATE

EMPLOYEE NUMBER nnnnn EMPLOYEE NAME  **%%*kkkdkkkhhkkkhrxkk

PAY CYCLE <1-9> n CHECK NUMBER nnnnnn

GROSS PAY nnnnn.nn NET PAY nnnnn.nn

FEDERAL TAX nnnnn.nn SOCIAL SECURITY nnnnn.nn

STATE TAX nnnnn.nn MEDICARE nnnnn.nn

COUNTY TAX nnnnn.nn STATE CODE OVERRIDE nnn

LOCAL TAX nnnnn.nn COUNTY CODE OVERRIDE nnn

SDI TAX nnn.nn LOCAL CODE OVERRIDE nnn

SUI TAX nnnnn.nn

ADJ/DED/UNION NUMBER nnn

TYPE <DD/EC/OC/OD/OP/UD/PA> A2 ADJ/DED/UNION AMOUNT nnnnn.nn
SERVICE FEE nnn.nn

LINE No‘ * %k Kk kK Kk

FO1 RESUME ENTRY
F02 PAGE FORWARD
F03 PAGE BACKWARD
F20 DELETE RECORD
F24 DISPLAY STATUS
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What to do

» To update a payoff check or adjustment, type in the information you need to
change and press Enter. The display appears again for you to change another
payoff record. Repeat this step until you have updated all the records you want to
change.

» Use a function key to add payoff checks or adjustments.
Function keys

FO1 RESUME ENTRY causes the display from which you selected this display to
appear.

F02 PAGE FORWARD causes the next payoff batch record (or record selected by
entering a line number) to appear.

F03 PAGE BACKWARD causes the preceding payoff batch record (or record selected
by entering a line number) to appear.

F20 DELETE RECORD deletes the record you are reviewing.
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F24 DISPLAY STATUS causes the Payoff Data Entry (Status) display (AMPBD4) to
appear.

Fields

See “AMPBD1-Payoff Data (Enter)” on page 4-5 for descriptions of the fields that
appear on this display other than those that follow.

REVIEW. Type in the record line number to see a particular record.

LINE NO.. The batch line number of the record.

AMPBD4—-Payoff Data Entry (Status)

Use this display to review the session status of an active, closed, or suspended payoff
batch.

Use the statistics on this display to verify previously calculated totals that appear on
the batch control slip. The following totals appear on this display:

Gross earnings

Net earnings

Tax withholdings

Union deductions

Miscellaneous deductions

Earned income credit payments

Other compensation and other payments.

This display appears if you select it from the Payoff Data Entry (AMPBD1), Payoff
Adjustments (AMPBD2), or Payoff Review/Update (AMPBD3) displays.
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ERROR RECORDS ok ok kK
DELETED RECORDS Rk ok kK

*okok ok ok okokkokkokkk

TOTAL GROSS
TOTAL FEDERAL TAX
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ENTER TO CONTINUE
F20 DELETE BATCH
F23 SUSPEND BATCH
F24 CLOSE BATCH
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What to do

» To see the previous display, press Enter.

» To delete this batch, use F20. This display appears again. Use F20 to confirm
your choice.

» To suspend this batch, use F23.
» To close this batch, press F24.

Function keys

F20 DELETE BATCH causes the Payoff Data Entry (Status) display to appear again
with a message requesting confirmation that the system should delete the batch. Use
F20 again to delete the batch.

F23 SUSPEND BATCH causes system to suspend the batch for later use and
prevents you from selecting the payoff batch for posting.

F24 CLOSE BATCH closes the payoff batch and lets you select the batch for payoff
balancing. You can reopen a closed batch.

Fields

BATCH (Batch Number). The sequential number assigned by the application to
identify the payoff batch. Write down the number of the batch that the system assigns.
You will use it in the Batch register option and during change processing.

VALID RECORDS. The number of error-free records (errors not detected by the
application).

ERROR RECORDS. The number of records approved with errors. Correct these
records before the system processes the batch.

DELETED RECORDS. The number of records you deleted from the payoff batch
during this session.

TOTAL GROSS. The total of gross pay amounts entered.

TOTAL NET. The total of net pay amounts entered.

TOTAL FEDERAL TAX. The total of Federal tax amounts entered.
TOTAL SDI. The total of state disability insurance amounts entered.
TOTAL SUI. The total of state unemployment insurance amounts entered.

TOTAL SOC. SEC. (Total Social Security). The total of Social Security tax amounts
entered.

TOTAL STATE TAX. The total of state tax amounts entered.
TOTAL MEDICARE. The total of Medicare tax amounts entered.

TOTAL COUNTY TAX. The total of all county tax amounts entered.
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TOTAL UNION DEDUCTIONS. The total of all union deduction amounts entered.
TOTAL LOCAL TAX. The total of all local tax amounts entered.

TOTAL MISC. DEDUCTIONS (Total miscellaneous deductions). The total of all
miscellaneous deduction amounts entered.

TOTAL EIC PAYMENTS (Total Earned Income Credit payments). The total of
earned income credit payments amounts entered.

OTHER COMP. NOT IN NET (Other compensation not in net). The total of the
other compensation amounts entered not included in the employees’ net pay.

OTHER PMTS NOT IN NET (Other payments not in net). The total of the other
payments amounts entered not included in the employees’ net pay.

OTHER COMP. IN NET (Other compensation in net). The total of the other
compensation amounts entered included in the employees’ net pay.

OTHER PMTS IN NET (Other payments in net). The total of the other payments
amounts entered included in the employees’ net pay.
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Option 2. Print Batch Register (AMPMO02)

Use this option to print a listing of the check and deduction information you entered
using option 1 (Enter Checks).

What information you need: The batch number for the payoff check records you
want to print.

What reports are printed: Payoff Batch register (AMPBN)

What forms you need: None.

The steps to print the batch register follow the display.

AMPBZ1-Run Time Options Batch Selection (Options)

Use this display to select a closed or suspended payoff batch to print the Payoff Batch
Register.

This display appears when you select option 2 from the Payoffs menu (AMPMO02). If
you do not know the payoff batch number, select option 1 from the Payoffs menu
(AMPMO02). The Data Entry Control display (AMVBA1) appears and lists all batches
that are available.

4 )

DATE *% /%% /%% RUN TIME OPTIONS OPTIONS AMPBZ1  **
BATCH SELECTION FOR
BATCH REGISTER

ENTER BATCH NUMBER nnn

F24 CANCEL THE JOB

. )

What to do

Type in the batch number and press Enter.
Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
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Fields

ENTER BATCH NUMBER. Type in the batch number for the closed or suspended
payoff batch.

AMPBZ3-Payoff Data Entry (Status)

Use this display to review cumulative payoff batch totals before proceeding with payoff
operations.

This display appears if you select options 2 through 5 from the Payoffs menu
(AMPMO02). Review the information to appear and compare it with any previously
calculated totals.

4 )

BATCH Fok ko PAYOFF DATA ENTRY STATUS AMPBZ3 *
BATCH DATE *% /%% /%%
BATCH STATUS -- VALID RECORDS ok k kK k
ERROR RECORDS ok ok ok ok k
TOTAL GROSS *kkxkkkkkkkxk**x TOTAL, NET Hokok ok ok ok ok ok ok ok ok ok ok
TOTAL FEDERAL TAX *kkkkkkkkkxkk* TOTAL SDI Kok ok ok Kok ok ok ok Kk
TOTAL SOC. SEC. Kokkokkokkokkkkkk  TOTAL SUI Kok ok ok k ok ok ok ok
TOTAL MEDICARE *okkkkkkkkkkk*x  TOTAL STATE TAX dok ok ok ok ok ok ok ok ok ok ok ok
TOTAL UNION DEDUCTIONS A AkAkkkkkkx  TOTAL COUNTY TAX %k ok ok ok ok ok ok ok ok kK

TOTAL MISC. DEDUCTIONS ****%%**¥*%** TOTAL LOCAL TAX
TOTAL EIC PAYMENTS Eokk kKK
OTHER COMP. NOT IN NET *k*k*k*** OTHER PMTS NOT IN NET A—_—

OTHER COMP. IN NET **k*kk*kk*kx*  QOTHER PMTS IN NET ke ko ok

ENTER TO CONTINUE
F24 CANCEL THE JOB

o /

What to do

Press Enter to print the batch register.

Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

See “AMPBD4—-Payoff Data Entry (Status)” on page 4-11 for descriptions of the fields
that appear on this display.
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Option 3. Balance (AMPMO02)

Use option 3 to select the time/adjustment entries you want to match with the payoff
entries. You can only select a closed payoff batch for balancing.

If you cannot balance a batch, do one of the following:

» Correct the payoff entries
» Correct the time/adjustment entries
» Change your selection of time/adjustment entries.

You do not need to run Reset Balancing to change your selection.

If you have balanced a batch, the system converts the selected time/adjustment
entries to payoff status in the Total Hours file. To change or remove the selected time/
adjustment entries, first run Reset Balancing (option 5) to change these records back
to regular status. The system lets you back out the records you want to change or
remove. Enter the correct time/adjustment entries in a regular batch, or select new
records. After you make the changes, select option 3 again. Remember that any time/
adjustment records not converted to payoff can be included in a regular check.

Make sure you have posted all the records you entered using the Time/Adjustment
Entry menu to the Total Hours file. You can include or exclude only records in the Total
Hours file during payoffs balancing.

The system compares data in the Total Hours file to the payoff data. It selects data
from the Total Hours file based on the records you select on the Payoff Selections
(options) displays, AMPBK1 and AMPBK2, that match the payoff data. The system
calculates the gross pay based on the time/adjustment entries and verifies that the
gross pay matches the total gross entered for each employee in the payoff records.
The total payoff gross minus the taxes and deductions entered in the payoff record
must equal the payoff net.

The system does not process payoff records in a special run. Do not select bonus
(BO) and special pay advance deduction (PB) adjustments when you balance payoffs.
If a payoff check includes a bonus amount, back out the bonus record in the Total
Hours file.Enter and select an amount equal to the bonus gross as a taxable (TX, BN,
FN, CN, BT, FT, CT) or non-taxable (NT) adjustment when you balance.

The Payoff Balancing register shows the payoff check record followed by all selected
time and adjustment records. You can see the calculated net and gross with the
entered payoff net and gross. If there is a difference between the two, the system
shows you a message below the out-of-balance record. Consider the following to
understand the out-of-balance condition:

« Did you correctly enter payoff check deductions for taxes, union, and
miscellaneous deductions and other compensation and payments

» Did you enter all entries with the same pay cycle

» Did you include too few or too many time/adjustment records
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» Did you include any of the following from the Total Hours file (which must only be
entered in the payoff check):

oD Additional miscellaneous
DD Directed deductions

ub Union deductions

ocC Other compensation

OoP Other payments

Enter backout records and change the data in the records to correct the Total Hours
file, as necessary. Post the corrections to the Total Hours file. Correct or add to the
payoff batch and run payoff balancing again.

Do not make any changes to the SALARY or HOURLY RATE fields in the Employee
master file for any employees in the payoff batch until after the system has completed
payoff processing.

What information you need: None.
What reports are printed: Payoff Balancing register (AMPBK)

What forms you need: None.

The basic steps to balance payoffs follow each display.

AMPBZ1-Payoff Selection (Options)

Use this display to select a closed payoff batch to print the Payoff Balancing register.

This display appears if you select options 3 from the Payoffs menu (AMPMO02). If you
do not know the payoff batch number, select option 1 from the Payoffs menu
(AMPMO02). The Data Entry Control display (AMVBA1) appears and lists all batches
that are available.

4 )

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBZ1  **
BATCH SELECTION FOR
BALANCING

ENTER BATCH NUMBER nnn

F24 CANCEL THE JOB
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What to do

Type in the batch number and press Enter.

Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

ENTER BATCH NUMBER. Type in the number of the closed batch to be used for
balancing.

AMPBZ3—-Payoff Data Entry (Status)

Use this display to review cumulative payoff batch totals before proceeding with payoff
operations.

This display appears if you select options 2 through 5 from the Payoffs menu
(AMPMO02). Review the information displayed and compare it with any previously
calculated totals.

4 )

BATCH * ok ok PAYOFF DATA ENTRY STATUS AMPBZ3  **
BATCH DATE *% /%% /%%

BATCH STATUS -- VALID RECORDS kK ok kK ok
ERROR RECORDS * ok ok ok Kk
TOTAL GROSS *kkkkkkkkkkk*x  TOTAL NET ok ok Kok K Kk ok ok ok
TOTAL FEDERAL TAX *kkkkkkkkkkkk  TOTAL SDI [P
TOTAL SOC. SEC. TRk kkkkkkkkxk  TOTAL SUIL KREK KKK KK
TOTAL MEDICARE *kkkkkxkkkxx* TOTAL STATE TAX ok ok ko Kk Kk ok Kk
TOTAL UNION DEDUCTIONS *kkkkkkkkkx  TOTAL COUNTY TAX Kk k ok ok ok ok ok ok ok ok ok ok
TOTAL MISC. DEDUCTIONS  ****%*x*%%*xx* TOTAL LOCAL TAX
TOTAL EIC PAYMENTS Kk kK ok ok ok ok ok ok ok ok ok
OTHER COMP. NOT IN NET *x%%kkx*%% OTHER PMTS NOT IN NET P
OTHER COMP. IN NET *kxk*kk*x%x* OTHER PMTS IN NET Kok ok ok k ok ok ok ok

ENTER TO CONTINUE
F24 CANCEL THE JOB

. /

What to do

To print the batch register, press Enter.
Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
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Fields

See “AMPBD4—-Payoff Data Entry (Status)” on page 4-11 for descriptions of the fields
that appear on this display.

AMPBK1-Payoff Selection (Options)

Use this display to select all time/adjustment entries or individual time/adjustment
entries for payoff balancing.

This display appears if you select option 3 (Balance) from menu AMPMO02 during
payoff balancing operations. Before you select one of the options, review the Payroll
Batch register to be sure the information for any time data or adjustment data record
is correct. Review this register as well as the Payoff Balancing register to see any out-
of-balance conditions.

4 )

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBK1  **
PAYOFF SELECTION

1-SELECT ALL RECORDS FOR ALL PAID OFF EMPLOYEES
OR
2-SELECT EACH RECORD FOR EACH PAID OFF EMPLOYEE

SELECT OPTION <1/2> n

F24 CANCEL THE JOB

. /

What to do

» To select all records for payoff balancing, type in 1.

» To select individual time and adjustment records for payoff balancing, type in 2.
The Payoff Selections (Options) display (AMPBK2) appears.

Function keys
F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

SELECT OPTION (1/2). Type in 1 to select all time/adjustment entries with the same
pay cycle and employee number as the payoff entries for payoff balancing. Type in 2
to select individual time/adjustment entries with the same pay cycle and employee
number as the payoff entries for payoff balancing.
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AMPBK2-Payoff Selection (Options)

Use this display to select individual time/adjustment entries to balance payoffs.

This display appears if you entered option 2, Select Each Record, on display
AMPBK1. Each payoff record entered in the payoff batch appears.

4 )

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBK2  **

PAYOFF SELECTION
SELECT ALL REMAINING RECORDS OR EACH RECORD FOQOR %% %% %k kokkdokokokododokkokodok ko
PAYOFF LINE NO. b CHECK NO. ****x% PAY CYCLE *

EMPLOYEE NUMBER ****%*

BATCH/ PAY DAY OPR PROD REGULAR OTHER
LINE CYCLE NO ORDER SEQ DPT FAC HOURS TYPE HOURS
*okk kokkkk * hhk kkkkkkk kkkk kkkk Khkkkk kkkkkkk  kkk kkkkkkkokk

PRE CALC GROSS
1-SELECT ALL REMAINING RECORDS
2-SELECT THIS RECORD REG *kkkkkkk* QVT Kk kkkkkk Kk
3-DO NOT SELECT THIS RECORD OTH Kk ok ok ok ok ok

SELECT OPTION <1/2/3> n

ENTER TO CONTINUE
F24 CANCEL THE JOB

o /

What to do

* Typein 1 and press Enter to select the record you see and all the remaining
records for this paid-off employee. Repeat this step until you have selected all the
payoff check records that you want to balance. When you press Enter and have
selected all records, the Payoff Balancing register is scheduled to print.

» Type in 2 and press Enter to select the record you see. Repeat this step until you
have selected all the payoff check records you want to balance.

* Type in 3 and press Enter to bypass the record you see. Repeat this step until
you select or bypass all of the payoff records.

Function keys

F24 CANCEL THE JOB cancels payoff balancing; the Payoffs menu (AMPMO02)
appears.

Fields

SELECT ALL REMAINING RECORDS OR EACH RECORD FOR. The name of the
employee who received the check appears here.

PAYOFF LINE NO. (Payoff line number). The line number (in the Payoff file) of the
handwritten check.

CHECK NO. (Check number). The number of the handwritten check.
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PAY CYCLE. The pay cycle for which you wrote the check.

EMPLOYEE NUMBER. The number used as the key for the employee’s Payoff and
Total Hours file records.

BATCH/LINE. The batch and line number of the data entry batch record.
PAY CYCLE. The pay cycle associated with the time or adjustment data record.

DAY NO (Day number). The day number associated with the time or adjustment data
record.

ORDER. If you use order distribution, the shop order number you want to charge with
the employee’s labor.

OPR SEQ (Operation sequence). If you use order distribution, the operation
sequence number within the shop order.

DPT (Department). The department number override or the employee’s home
department from the Employee Master file.

PROD FAC (Production facility). The production facility override or the employee’s
home production facility from the Employee Master file.

If time records are in the file, the REGULAR HOURS, TYPE, OTHER HOURS, and
PRE CALC GROSS fields appear.

REGULAR HOURS. The number of regular hours worked.

TYPE. The type code used to identify other hours entered:

TH Time and one-half
S Sick time

P Premium time

VA Vacation

HL Holiday

blank Overtime.
OTHER HOURS. The number of other hours associated with the type code entered.

PRE CALC GROSS (Precalculated gross). A precalculated amount used as the
employee’s pay for the regular hours (Reg), overtime/premium hours (OVT) or other
hours (OTH).

SELECT OPTION (1/2/3). Required. Type in one of the following options:

1 Select the shown record and all succeeding time/adjustment records for the
employee
2 Select only the shown record for payoff balancing

3 Defer payoff balancing for the record shown.
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Option 4. Post Checks (AMPMO02)

Use option 4 to post (add) payoff records to the Total Hours file and to change the
suspended time/adjustment entries to payoff status. You can select and process
payoff records in a regular payroll run.Before you use these posted records, review
the Payoff Balancing register to ensure that all the data is correct.

The system posts only balanced payoff batches. To post a payoff batch, select option
2 from the Main Menu (AMPMO00) and option 4 from the Payoff menu (AMPMO02). The
system adds records from the payoff batch to the Total Hours file and changes
selected labor records in that file from suspended status to payoff status. The system
assigns the posted payoff batch number to the labor and payoff records. The Payoff
Posting Audit report that identifies the selected payoff batch prints.

The system changes a payoff batch status from closed to finished after you post the
batch only if you selected not to reuse batches during application tailoring. If you
selected to reuse batches during application tailoring, the system removes the batch.

After you post a payoff batch, you cannot back out labor records associated with the
payoff batch using time and adjustment data entry. If you need to make changes to
either payoff or labor records after posting, use the Remove Checks (option 6) option
to remove the batch. Option 6 removes the records from the payoff batch and
converts associated labor records back to regular status.

You can use a posted payoff batch and its associated labor records for payroll
processing. Use normal payroll selection criteria to select these records. To select
payoff records, respond Yes to the SELECT PAYOFFS prompt on the Run Times
display (AMPBS1) when you are running the Calculations option. (See Appendix B.)

What information you need: The payoff batch number of the payoff checks you
want to post to the Total Hours file.

What reports are printed: Payoff Posting Audit report (AMPBL)
What forms you need: None.

The basic steps to post a check follow each display.

AMPBZ1-Payoff Selection (Options)

Use this display to select a closed payoff batch to post a balanced payoff batch to the
Total Hours file.

This display appears when you select option 3 from the Payoffs menu (AMPMO02). If
you do not know the payoff batchnber, select option 1 from the Payoffs menu
(AMPMO02). The Data Entry Control display (AMVBA1) appears and lists all batches
that are available.
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4 N

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBZ1  **
BATCH SELECTION FOR
POST CHECKS

ENTER BATCH NUMBER nnn

F24 CANCEL THE JOB

. /

What to do

Type in the batch number and press Enter.

Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

ENTER BATCH NUMBER. Type in the number of the closed payoff batch.

AMPBZ3-Payoff Data Entry (Status)

Use this display to review cumulative payoff batch totals before proceeding with payoff
operations.

This display appears if you select options 2 through 5 from the Payoffs menu
(AMPMO02). Review the information displayed and compare it with any previously
calculated totals.
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4 N

BATCH * ok ok PAYOFF DATA ENTRY STATUS AMPBZ3  **
BATCH DATE *% /%% /%%

BATCH STATUS -- VALID RECORDS ok kK kK
ERROR RECORDS *ok ok kK ok
TOTAL GROSS *kkkkkkkkkx%x* TOTAL NET KRk kKKK KK KKK K
TOTAL FEDERAL TAX kkkkkkkkkkxkx  TOTAL SDI kokok ok ok ok k ok kK
TOTAL SOC. SEC. Fhk Ak xkkxkkxx%  TOTAL SUI KREK KKK KK
TOTAL MEDICARE kkkkkkxkkkxx* TOTAL STATE TAX ok ok ok K Kk Kk ok Kk
TOTAL UNION DEDUCTIONS kkkkkkkkkx  TOTAL COUNTY TAX Kk k ok ok ok ok ok ok ok ok ok ok
TOTAL MISC. DEDUCTIONS  ****%*x*%%*x** TOTAL LOCAL TAX
TOTAL EIC PAYMENTS kKK ok kK koK kK
OTHER COMP. NOT IN NET **x%k*x%*%x  OTHER PMTS NOT IN NET Kk kK Kk Kk ok
OTHER COMP. IN NET *kxk*kk*x%x% OTHER PMTS IN NET Kok ok ok k ok ok ok ok

ENTER TO CONTINUE
F24 CANCEL THE JOB

. J

What to do

To print the batch register, press Enter.

Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

See “AMPBD4—-Payoff Data Entry (Status)” on page 4-11 for descriptions of the fields
that appear on this display.
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Option 5. Reset Balancing (AMPMO02)

Use option 5 to reset all the records in a balanced but unposted batch so you can
make changes to either payoff entries or time/adjustment entries. The system resets
time/adjustment entries from payoff status (suspended) to regular status.

Use this option to add or change payoff entries or time/adjustment entries after you
balanced them but before you posted the payoff batch. Once you reset these records
to regular status, you can select them during a regular payroll run, and you can
generate checks.

What information you need: The batch number of the balanced payoff batch.
What reports are printed: Payoff Reset Audit report (AMPBH).

What forms you need: None.

The basic steps to reset balancing follow each display.

AMPBZ1-Payoff Selection (Options)

Use this display to select a closed payoff batch to reset a balanced payoff batch.

This display appears when you select option 5 from the Payoffs menu (AMPMO02). If
you do not know the payoff batch number, select option 1 from the Payoffs menu
(AMPMO02). The Data Entry Control display (AMVBA1) appears and lists all batches
that are available.

4 )

DATE ** /%% /%% RUN TIME OPTIONS OPTIONS AMPBZ1 **
BATCH SELECTION FOR
RESET BALANCING

ENTER BATCH NUMBER nnn

F24 CANCEL THE JOB

- /

What to do

Type in the batch number and press Enter.
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Function keys
F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

ENTER BATCH NUMBER. Type in the number of the closed payoff batch.

AMPBZ3-Payoff Data Entry (Status)

Use this display to review cumulative payoff batch totals before proceeding with payoff
operations.

This display appears if you select options 2 through 5 from the Payoffs menu
(AMPMO02). Review the information displayed and compare it with any previously
calculated totals.

4 )

BATCH ok PAYOFF DATA ENTRY STATUS AMPBZ3  **
BATCH DATE *% /%% /%%
BATCH STATUS -- VALID RECORDS *ok ok ok kK

ERROR RECORDS ko k k ok K

TOTAL GROSS *kkkkkkkkkkk*x TOTAL NET ok ok ok ok ok ok ok ok ok ok

TOTAL FEDERAL TAX *kkkkkkkk*kx**x TOTAL, SDI * ok kok ok Kk kK ok ok
TOTAL SOC. SEC. *kkkkkkkkkx*x TOTAL, SUTI * ok ok ok ok kK ok ok
TOTAL MEDICARE *kkkkkkkk**x*x* TOTAL STATE TAX Fokkkkkkkokkkk ok
TOTAL UNION DEDUCTIONS Frkkkkkxkkk  TOTAL COUNTY TAX Hk Kk ok Kk kK ok ok

TOTAL MISC. DEDUCTIONS ********+**%% TOTAL LOCAL TAX
TOTAL EIC PAYMENTS ok kK
OTHER COMP. NOT IN NET *xxxxxx%% OTHER PMTS NOT IN NET S

OTHER COMP. IN NET FAxkkkkx%  QTHER PMTS IN NET HR kK koK kK

ENTER TO CONTINUE
F24 CANCEL THE JOB

- J

What to do

Press Enter to print the batch register.

Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

See “AMPBD4-Payoff Data Entry (Status)” on page 4-11 for descriptions of the fields
that appear on this display.
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Option 6. Remove Checks (AMPMO02)

Use option 6 to remove all payoff check and deduction records for a particular payoff
batch from the Total Hours file. Also use this option to reset payoff time/adjustment
entries for that batch to regular status.

Use the Remove Checks function to change or correct payoff or selected labor
records after you post a batch. Select option 2, Payoffs, from the Main Menu
(AMPMO0O0) and option 6 from the Payoffs menu (AMPMO02). You cannot back out
records to remove payoff records from the Total Hours file. The Payoff Remove Audit
report (AMPBH) identifies which payoff batch you removed and which labor records
you reset.

The system deletes the payoff check and deduction records from the Total Hours file
and restores the associated labor records to their original status. You must enter,
balance, and post the revised payoff checks and deduction records again.

Once you convert these time/adjustment records back to a regular status, you can
select them during a payroll run and produce checks. Be aware that the system has
deleted all the payoff records from the posted batch. You must enter them again in a
new payoff batch.

What information you need: The batch number of the payoff batch.
What report is printed: Payoff Remove Audit report (AMPBH)

What forms you need: None.

The basic steps to remove a check follow each display.

AMPBZ1-Payoff Selection (Options)

Use this display to select a closed payoff batch to remove an entire payoff batch from
the Total Hours file.

This display appears when you select option 6 from the Payoffs menu (AMPMO02). If
you do not know the payoff batch number, select option 1 from the Payoffs menu
(AMPMO02). The Data Entry Control display (AMVBA1) appears and lists all batches
that are available.
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4 N

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBZ1  **
BATCH SELECTION FOR
REMOVE CHECKS

ENTER BATCH NUMBER nnn

F24 CANCEL THE JOB

. /

What to do

Type in the batch number and press Enter.

Function keys

F24 CANCEL THE JOB cancels the job; the Payoffs menu (AMPMO02) appears.
Fields

ENTER BATCH NUMBER. Type in the number of the closed payoff batch.
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Chapter 5. Posting

When you select option 3 from the Main Menu, the Payroll application adds all closed
and error-free batches to the Total Hours file. The system holds these batches in this
file for further processing. It creates the SHPACT batch for the PC&C interface if the
PC&C application is installed and interfacing and the PM&C application is not
installed. You then can do calculation selection or payoff balancing for all records or
by pay cycle. If the PC&C application is installed and interfacing, the PR to PC&C
Data Transfer report (AMP99) is scheduled to print.

There is no secondary menu associated with this option. Use Posting to add all closed
batches to the Total Hours file where previous batches are stored. You must have a
password cleared for data entry tasks to perform this operation.

You must close batches that users entered during time/adjustment entry before you
can post them. To verify the closed batches, select the Time/Adjustment Entry menu
(option 1 on the Main Menu) and examine the Data Entry Control display (AMVBA1).

After you select option 3 from the Main Menu, you no longer can make corrections
using the Time/Adjustment Entry menu. Instead, delete the entire record (using the
backout record display from time/adjustment entry) and completely enter it again with
the correct information.

After you select option 3 from the Main Menu, you no longer can print a Payroll Batch
register (option 3 on the Time/Adjustment Entry menu) for the batches you posted.

Note: If PC&C is installed and interfacing, the system accumulates all closed
batches into one PC&C batch during the payroll posting run.

What information you need: None.
What reports are printed:
» Payroll Posting Audit report (AMPAZ)

* PR to PC&C Data Transfer report (AMP99), if the
Production Control and Costing application is installed
and interfacing.

What forms you need: None.

No Payroll displays are associated with this menu option.
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Chapter 6. Calculation

When you select option 4 from the Main Menu, the secondary Calculation menu
(AMPMO04) appears. You can select records and calculate the payroll for a pay period

or cycle.

Option 1. Select Records (AMPMO4) ........cooouiiiieiiiiiiiee e 6-3
Option 2. Calculate Gross Pay (AMPMO4)........c.cooiiiiieeiiiiiiee e e 6-9
Option 3. Calculate Net Pay (AMPMO4) ........coooiiiiiiieiiiiiee e 6-11
Option 4. All of the Above (AMPMO4)..........ooviiiiiiiiiee e 6-14
Option 5. Clear (AMPMO4) ........ueiiiieiiiiiiee ettt e s e e e eee e sennneeeas 6-18

You can perform each task separately in the order the options appear on the menu.
You can also select option 4 (All of the Above) to perform the individual tasks in the
correct sequence.

If you want to calculate only part of your payroll, you can select any of the first three
options in sequence.

Once you begin to calculate your payroll, you cannot perform the following tasks until
you use Checks and Reports on the Main menu to complete payroll processing:

* Maintain payroll files
» Terminate or activate employees
* Reconcile checks.

If you must perform any of these tasks, clear the calculations (option 5 on this menu)
to erase everything the system processed since you began to select records.

When you calculate your payroll in batch and an error condition occurs, an inquiry
message is placed on the QSYSOPR message queue explaining the reason for the
failure. The job is placed in a message wait status until you enter a reply. You can type
in any single alpha character or single digit to end this job and allow other jobs in the
job queue to begin.

When the system processes Checks and Reports, it changes your data and updates
several files. To see your original data, you must restore the original files from a tape
you backed up before you calculated the payroll.
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AMPMO04 Payroll Kok ko ko kK
Calculation

Type option or command; press Enter.

Select Records
Calculate Gross Pay
Calculate Net Pay
All of the Above
Clear

U W N

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

. /

Option 1. Select Records. Use this option to select employee records, so you can
print a listing of the total hours you entered for each employee. If you selected
automatic overtime support during application tailoring, the system calculates regular
and overtime hours.

Option 2. Calculate Gross Pay. Use this option to calculate the gross pay for each
individual selected in Option 1 on this menu and to print the Gross Pay register.

Option 3. Calculate Net Pay. Use this option to apply the deductions and taxes to
the gross pay and to print the Payroll register.

Option 4. All of the Above. Use this option to perform options 1, 2, and 3 without
interruption.

Option 5. Clear. Use this option to purge the file of the previous selection without
processing the selected records. You can then select additional records.
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Option 1. Select Records (AMPMO04)

Use option 1 from the Calculation menu (AMPMO04) to select the records you entered
into the Total Hours file for a payroll processing run. Select the type of payroll you
want to run. The transactions may have been for several types of employees
(protected, hourly, salaried):

» Protected payroll processing
* Regular payroll processing

* Reversal run

» Special run.

If you selected “special run” on display AMPBS1, you must also identify it as either a
regular or a protected run. The records you select for processing will be either Special
Protected or Special Regular.One reason for which you can print the Current Hours
Proof is to see attendance balancing. You can see the balancing on a daily or pay-
cycle basis.You can include or exclude payroll records. After you identify the type of
payroll, the system balances attendance records to labor records if you requested it to
do so.The listing shows differences for daily or pay cycle totals.

Notes:

1. If you requested automatic overtime calculation, the system calculates overtime
hours and adds the records to the Current Hours file.

2. If, during application tailoring, you specified a maximum number of overtime hours
an employee can work, a warning appears on the listing if an employee’s hours
exceed that level.

3. After all batches have been posted and no posted records meet the selection
criteria that you specified on the Run Time Options displays, the message E AM-
2413, No P/R Records were Selected, may appear. If this happens, you:

*Selected records that contain a pay cycle of zero. You can only select these
during a reversal run.

*Selected posted records for protected employees and specified a regular
run.

eIndicated a Special Run but did not post any BO adjustments, or indicated a
regular run but posted only BO adjustments.

Because your company’s payroll period probably remains stable, you can use final
control totals to see if the transactions are within a reasonable range for the period.
Use option 1 to select the records the system will use to calculate the remaining
payroll.

If this is a protected or a regular run, and you did not select all records, select the pay
cycles you want to run. Select ALL or type Yes under each pay cycle you want to
include.If you want to balance attendance, specify how frequently you are balancing:
daily, or for the entire pay cycle. Specify the variance you want the system to allow
without warning.

What information you need: None.
What reports are printed: Current Hours Proof report (AMPBU)

What forms you need: None.

The basic steps to calculate payroll follow each display.
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AMPBS1-Run Time Options Select Data for Processing (Options)

Use this display to select the type of payroll run:

Reversal
Special
Protected
Regular.

, option 1

Page 6-4

Also use this display to select the payoff records in the Total Hours file to include in
the protected or regular run.

This display appears if you select option 1 (Select Records) or option 4 (All of the
Above) from the Calculation menu (AMPMO04).

-

-

DATE ** /%% /%%

PRINT AN EDIT LIST? <
REVERSAL RUN? <YES/NO

RUN TIME OPTIONS

SELECT DATA

YES/NO> aA3
> aA3

PROTECTED RUN? <YES/NO> aA3

REGULAR RUN? <YES/NO>
CURRENT QUARTER NUMBE
SELECT ALL COMPANIES <

aA3
R <1-4> n
YES/NO> aA3

FOR PROCESSING

OPTIONS AMPBS1

ATTENDANCE BALANCING? <YES/NO> aA3
OR SPECIAL RUN? <YES/NO> aA3
AND SELECT ALL RECORDS? <YES/NO> aA3
AND SELECT ALL RECORDS? <YES/NO> aA3
SELECT PAYOFFS <YES/NO> ah3

F24 CANCEL THE JOB

~

* %

)

What to do

To select payroll records, type in the information requested and press Enter. If you
installed more than one company, the Run Time Options Select Data for Processing
(Options) display (AMPBS2) appears. If you installed only one company, the Run
Time Options display (AMPBS3) appears.

Function keys

F24 CANCEL THE JOB causes the Calculation menu (AMPMO04) to appear. No
processing occurs.

Fields

All fields that appear are required.
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PRINT AN EDIT LIST? (YES/NO). Type in YES to print the Current Hours Proof
(AMPBU). This report shows all records you selected to processing; otherwise, type in
NO.

ATTENDANCE BALANCING? (YES/NO). Type in YES to balance time data records
with attendance data records; otherwise, type in NO. If you type in yes, display
AMPBS2 appears.

REVERSAL RUN? (YES/NO) OR SPECIAL RUN? (YES/NO). Type in YES to
process all records in the Total Hours file with a pay cycle of 0 (zero); otherwise, type
in NO. You must process a reversal run separately from all other payroll runs. If you
respond yes to this option, respond no to the special, protected, regular, and payoff
options.

Type YES in the SPECIAL RUN field to process special gross pay (type BO) and pay
advance (type PB) adjustments; otherwise, type in NO. If you respond yes to this
option, respond NO to the reversal option. Selection of a special run requires a yes or
no answer to either PROTECTED RUN or REGULAR RUN. The system will either
select special protected or special regular records to process.

PROTECTED RUN? (YES/NO) AND SELECT ALL RECORDS? (YES/NO). Type in
YES for the PROTECTED RUN option to process Total Hours records for protected
employees; otherwise, type in NO. You must process a protected run separately from
a regular run. If you respond yes to this option, respond o to the reversal and regular
options.

Type in YES for the SELECT ALL RECORDS option to process all Total Hours
records for all pay cycles for protected employees; otherwise, type in NO. If you type
in no, display AMPBS2 appears.

REGULAR RUN? (YES/NO) AND SELECT ALL RECORDS? (YES/NO). Type in
YES for the REGULAR RUN option to process Total Hours records for regular
employees; otherwise, type in NO. If you respond yes to this option, respond no to the
reversal and protected options.

Type in YES for the SELECT ALL RECORDS option to process all Total Hours
records for all pay cycles for all regular employees; otherwise, type in NO. If you type
in no, display AMPBS2 appears.

CURRENT QUARTER NUMBER (1-4). Type in the current quarter number you want
the system to use when it updates the master files with the results of this payroll run.
What you type in here determines which quarterly totals fields the system updates
when you run checks and reports. The quarter number entered will be compared to
the correct calendar quarter and a warning message issued if they differ. Function key
F17 is provided if you wish to override this warning.

SELECT PAYOFFS (YES/NO). Type in YES to process payoff records in the Total
Hours file which match the selection criteria; otherwise, type in NO.

SELECT ALL COMPANIES (YES/NO). Appears if you selected multiple company
support during application tailoring. Type in YES to process employee records for all
companies supported; otherwise, type in NO. If you type in no, display AMPBS2
appears.
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AMPBS2-Run Time Options Select Data for Processing (Options)

Use this display to select protected, hourly, or salaried employee records by pay cycle
and by company. You can also select attendance balancing options.

This display appears during a protected or regular payroll run, or if you did not select
all companies on display AMPBS1.

4 )

DATE ** /%% /%% RUN TIME OPTIONS OPTIONS AMPBS2 * ok
SELECT COMPANIES SELECT DATA FOR PROCESSING

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38 39 40
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58 59 60
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
61 62 63 64 65 66 67 68 69 70 71 72 73 74 75 76 77 78 79 80
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
81 82 83 84 85 86 87 88 89

aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3

PROTECTED PAY CYCLE? <YES> 1 2 3 4 5 6 7 8 9
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3

HOURLY PAY CYCLE? <YES> ALL 1 2 3 4 5 6 7 8 9
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3

SALARY PAY CYCLE? <YES> ALL 1 2 3 4 5 6 7 8 9

aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
ATTENDANCE BALANCING SELECT FREQUENCY <YES> DAILY aA3 PAY CYCLE aA3
ENTER ALLOWABLE VARIANCE HOURS nnn.nn

F19 RESELECT OPTIONS
F24 CANCEL THE JOB

- /

What to do

» Type in the information requested and press Enter. The system selects employee
data for the type of payroll run you requested. The Run Time Options display
(AMPBS3) appears.

» To return to display AMPBS1 in order to reselect options, use F19. No processing
occurs.

Function keys

F19 RESELECT OPTIONS clears all entries. Display AMPBS1 appears. No
processing occurs.

F24 CANCEL THE JOB causes the Calculation menu (AMPMO04) to appear. No
processing occurs.

Fields

SELECT COMPANIES. If you select employee records by company, the company
numbers appear beneath this field. To process records for individual companies,
position the cursor below each company number you want to process and type in
YES.
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PROTECTED PAY CYCLE? (YES). Appears during a protected payroll run. To
process records for protected employees for individual pay cycles, position the cursor
beneath the pay cycle number and type in YES.

HOURLY PAY CYCLE? (YES). Appears during a regular payroll run. To process
records for hourly employees for individual pay cycles, position the cursor below the
pay cycle number and type in YES.

SALARY PAY CYCLE? (YES). Appears during a regular payroll run. To process
records for salaried and salaried non-exempt employees for individual pay cycles,
position the cursor below the pay cycle number and type in YES.

ATTENDANCE BALANCING SELECT FREQUENCY (YES). Appears if you select
attendance balancing on display AMPBS1. To balance time data records with
attendance data records on a daily basis, type in YES in the DAILY field. To balance
records on a pay cycle basis, type in YES in the PAY CYCLE field.

ENTER ALLOWABLE VARIANCE HOURS. Appears if you select attendance
balancing on display AMPBS1. Type in the variance hours allowed for the specified
period. For example, type in.25 (15 minutes) to balance daily, or 1.25 (1 hour and 15
minutes per pay cycle) to balance a pay cycle.

AMPBS3-Run Time Options (Options)

Use this display to assign a beginning check number for the payroll run. The system
supplies a default beginning check number. Also use this display to select the pay
period date and check date to print on each paycheck.

This display appears if you select records for payroll processing. The following
appear:

» Each company number you support
» The beginning check number used when you print paychecks for that company.

4 )

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBS3  **
CHANGE BEGINNING CHECK NUMBER

AND
ENTER PERIOD AND CHECK DATES

COMPANY CHECK PERIOD CHECK COMPANY CHECK PERIOD CHECK

NO. NO. DATE DATE NO. NO. DATE DATE

* %k nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
il NNNNNn nNnnnnn nnnnnn * NNNNNn nNnnnnn nnnnnn
* % nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* % nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn * ok nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
il NNNNNn nNnnnnn nnnnnn * NNNNNn nNnnnnn nnnnnn
* % nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* % nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn

USE ROLL UP/DOWN
F19 RESELECT OPTIONS
F24 CANCEL THE JOB
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What to do

» Type in the information requested and press Enter.

» To return to display AMPBS1, in order to reselect options, use F19. No processing
occurs.

Function keys

USE ROLL UP/DOWN scrolls up and down through the list of check numbers if you
support more than 20 companies.

F19 RESELECT OPTIONS clears all entries. Display AMPBS1 appears. No
processing occurs.

F24 CANCEL THE JOB causes the Calculation menu (AMPMO04) to appear. No
processing occurs.

Fields

COMPANY NO.. The company to which you wrote the check. The system captures
the number from AMPBS2.

CHECK NO. The beginning check number the system will use for this payroll run. You
can type in a different check number.

PERIOD DATE. Type in the pay period date to print on the check stub (normally the
pay cycle-period ending date).

CHECK DATE. Type in the check date to print on the paycheck.
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Option 2. Calculate Gross Pay (AMPMO04)

Use option 2 to calculate each employee’s gross earnings from the payroll entry
records you selected. You do not need to make any additional entries to process the
gross pay.The system automatically prints the Gross Earnings register. After the
report prints, verify the totals and examine the listing for any errors.If you find negative
check amounts, or if the system calculated amounts in error and noted them, select
option 5 (Clear). Use time/adjustment entry (see Chapter 3) to process new records to
correct the error. The option sequences the employees by home department and
prints totals for each department. You must use Select Records (option 1) before you
try to use this option. This option will not run until the system completes processing
option 1. The system may not be able to select any records before it completes
processing option 1. This option will be out of sequence during job-queue processing.

The system edits for maximum and negative check amounts.If the amount of the
check exceeds the maximum amount, the system prints an asterisk (*) to the right of
the employee’s gross total on the Gross Earnings register. A message appears at the
end of the report. The system immediately prints a message for negative pay checks.
You cannot continue processing until you have corrected your data to ensure the
system contains no negative pay checks.

The system adds shift differential to the regular, overtime, or premium rate, depending
on the type of pay.The system includes the shift differential, if it applies, in the rate on
the Gross Earnings register. If you type in a transaction with a precalculated gross or
an exception rate, the system does not add the shift differential. Shift differential
automatically applies to all types of hours except vacation, holiday, and sick hours.
You can automatically apply shift differential to these hours when you maintain the
Deduction Distribution file (AMPM10, option 7) for deduction code C.

If you do not want to include shift premium in vacation pay or in holiday pay, do the
one of the following when you enter time/adjustment data:

» Type in a shift override code of 1.
» Type in a precalculated gross amount.
» Type in an override rate.

The final company totals for overtime gross wages and overtime hours print. The
other hours in precalculated-other-gross-totals include these company totals. If you
process payrolls for multiple companies, the system prints a total for each company.

Normally, you run option 2 as the second step when you calculate the payroll. You can
run options 1 and 2 during the payroll period, as necessary. Then, select option 5,
Clear, to clear the calculations. For example, if you have not selected accrual
accounting and you want to determine the total liability through the end of the month,
use options 1 and 2 on the Calculations menu to calculate the gross pay. Then select
option 5 (Clear) to determine the correct amount the system will pass to the general
ledger. If the General Ledger application is installed and interfacing, and if you do this,
be sure to make an offsetting entry in the next month. If you run any more payroll
processes during the cycle, the system makes automatic entries for the General
Ledger master file. If you do not make offsetting entries, your books will show double
entries for this time and these expenses.

Note: In a bonus run, the system withholds only tax-deferred and individual
retirement deductions and uses special rates in the tax tables.

Compare the Gross Earnings register totals to the Processing Pay Period Control Log
(PR-24) for the records you selected. If they balance, post the totals to the log.
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Since you probably have documents from previous payrolls, check the gross amount
totals for accuracy. Do not post these totals, however, since the system has not yet
applied employer adjustments.For example, the system applies employer-paid union
adjustments later in the processing.

If an abnormal situation occurs (such as a power outage) when the system calculates
gross pay, return to the Calculation menu and select option 5 to clear any processing.
Use option 1 to select the records again and continue processing. You can do one of
the following to exit this option:

» Clear and select records again
» Continue processing with option 3 (Calculate Net Pay).

What information you need: None.
What reports are printed: Gross Earnings register (AMPBW)
What forms you need: PR-24

No displays are associated with this option.
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Option 3. Calculate Net Pay (AMPMO04)

Use option 3 to calculate the following for each employee you want to pay this period
and to print the payroll register.The Payroll application automatically assigns a
sequential check number based on the number you provide when you select records
(option 1). If you track all manually written checks in a different log, you do not need to
track the check number.

The payroll registers show the following:

Taxes (Federal, Social Security, Medicare, state, county, and local)
Union and miscellaneous deductions
Earned income credit

Other compensation and payments.
Gross earnings

FIT taxable earnings

Social Security taxable earnings
Medicare taxable earnings
Summary of all deductions
Employee’s net pay

The check number assignment.

The system calculates net pay and takes deductions in the following sequence:

1. FIT (Federal income tax)
2. Social Security

3. Medicare

4. Taxes:

a. County
b. Local
c. State

5. SDI (state disability insurance)

6. All employee-paid union deductions

7. Directed deductions

8. Pay advance deductions

9. Tax-deferred deductions

10. IRA (Individual retirement accounts)

11. Cafeteria plan deductions

12. Other miscellaneous deductions. These deductions are taken in the sequence
from lowest to highest. The system uses the two low-order digits.

It adds the following amounts next. The system does not include these amounts in the
base it used for the previous deduction calculations:

» Other compensation and payments
* Earned income credit payments.

When you enter other compensations and payments, the system checks for negative
Total Gross (Regular/Other Gross + Other Payments/Other Compensation + Taxable/
Non-taxable Adjustments) amounts and negative Net Pay amounts. The system prints
a message for a negative Total Gross amount and/or a negative Net Pay amount. You
cannot continue processing until you have corrected your data to ensure the system
contains no negative Total Gross amounts or negative Net Pay amounts.
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The system deducts directed deductions after it deducts union deductions and before
pay advance deductions. It deducts tax-deferred, IRA, and cafeteria plan deductions
after it deducts pay advance deductions and before all other miscellaneous
deductions. The system deducts other miscellaneous deductions in deduction-
number sequence. If you want to deduct one miscellaneous deduction before another,
assign it a lower sequence number. The system adds these amounts after it takes all
miscellaneous deductions:

* Other compensation
» Other payments
» Earned income credit payments.

If the system cannot deduct all directed, union, or miscellaneous deductions from an
employee’s pay because it would generate a negative net pay, the system deducts as
much as possible for the last deduction. It then stops any further deductions.If the
system calculates a zero net pay, it prints a message with the final totals of the Payroll
register. Directed deductions print on the Employee Directed Deduction register. If the
system cannot deduct any union deductions, it prints a message on the Employee
Fixed Union Deduction register or the Union Consolidation register. If the system
cannot deduct any directed or miscellaneous deductions, it prints a message on the
Employee Miscellaneous Deduction register after it processes checks and reports
(option 5 on the Main Menu).

If an employee has a record in the Employee Miscellaneous Deduction file
(EMPDED), Other Compensation/Payments file (EMPBEN), or the State/County/
Local (EMPSCL) file without a corresponding record in the Deduction Distribution
(DISTRB) file, a message appears. This occurs for miscellaneous deductions even
though the deduction has a frequency code of 0 (zero) or is not scheduled to be taken
based on the pay cycle you used. Add the deduction distribution record back before
you attempt to delete the Employee Miscellaneous deduction record (EMPDED) or
process the calculations.

The system calculates Social Security and Medicare annually. This gives you a more
correct total at the end of the year and makes it easier to adjust. The system uses the
following formula to arrive at each pay period’s Social Security and Medicare
deductions:

CURRENT TAX = ([YTD TAXABLE + CURRENT TAXABLE] * RESPECTIVE %) -YTD
RESPECTIVE TAX WITHHELD/LIABILITY.

The system bases the YTD taxable amount on the Social Security and Medicare
taxable amounts in the Employee master file for each employee. To calculate the YTD
taxable amount, the system uses a value that reflects the taxable limit set for each tax.
The system bases the current taxable amount on the taxable amount in the Current
Deductions file (CURDED) for the employee. It bases the respective percentage on
the percentage you set for the tax it calculates.

When the system calculates employee taxes, it bases each YTD tax on the value in
the Employee master file for the employee for each tax. When the system calculates
employer taxes, it bases the YTD tax liability on the value in the Company record in
the Deduction Distribution file for that company. Because of this, Social Security may
vary each pay period but will be more correct at year end.

Some states require a directed deduction not to exceed a certain percentage of
disposable income.If this is true in your state, review the Employee Directed
Deduction register to make sure you have not exceeded the maximum allowable
deduction amounts. If any deductions are greater than the maximum, correct the
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amount and calculate the payroll again before you process checks and reports. For
the purposes of the Payroll application, disposable income is computed as follows:
Gross pay -All taxes - all union deductions (Employee and Employer paid) - advance
EIC payments.

Before you correct a calculated directed deduction amount, select Clear (option 5)
from the Calculation menu to clear the calculations. Correct your data in one of the
following ways:

» Maintain the Employee Miscellaneous Deduction file, and change the deduction
record, so the system calculates the correct amount when it calculates the payroll
again. Remember to change the deduction record back to its original number after
the system calculates the payroll.

» Use time and adjustment entry to enter a directed deduction adjustment (DD). For
example, if the calculated directed deduction amount on the Employee Directed
Deduction register is $500.00, and you want to make it $200.00, type in an
adjustment amount of -$300.00. After you enter the adjustment amount, post the
batch.

« If the directed deduction is computed as a percent of disposable income, use the
Time and Adjustment entry option to enter a manually computed DD adjustment
amount. This acts as a one-time override to the amount taken by the system. After
you enter the DD adjustment, post the batch and run Calculations again.

After you make the correction, let the system calculate the payroll again. Print the
Employee Directed Deduction register again, and verify the amounts the system
calculated.

What information you need: None.
What reports are printed:

Employee Deductions Detail (AMPCM)
Employee Directed Deduction register (AMPDE)
Payroll register (AMPDC)

If you are tailored for electronic deposit support:

- Electronic Deposit Register (AMPMA), preliminary
copy

- Electronic Prenote Register (AMPMB)
What forms you need: None.

No displays are associated with this option.
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Option 4. All of the Above (AMPMO04)

Use this option to select records and to calculate gross and net pay. It works as if you
select options 1, 2, and 3 in sequence.

What information you need: None.
What reports are printed:

Current Hours Proof (AMPBU)

Employee Deductions Detail (AMPCM)

Gross Earnings register (AMPBW)

Employee Directed Deduction register (AMPDE)
Payroll register (AMPDC)

If you are tailored for electronic deposit support:

- Electronic Deposit Register (AMPMA), preliminary
copy

- Electronic Prenote Register (AMPMB)
What forms you need: None.

The basic steps to calculate payroll follow each display.

AMPBS1-Run Time Options Select Data for Processing (Options)

Use this display to select the type of payroll run:

* Reversal
* Special
* Protected
* Regular.

Also use this display to select the payoff records in the Total Hours file to include in
the protected or regular run.

This display appears if you select option 1 (Select Records) or option 4 (All of the
Above) from the Calculation menu (AMPMO04).
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4 N

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBS1 **
SELECT DATA FOR PROCESSING

PRINT AN EDIT LIST? <YES/NO> aA3 ATTENDANCE BALANCING? <YES/NO> aA3
REVERSAL RUN? <YES/NO> aA3 OR SPECIAL RUN? <YES/NO> ah3
PROTECTED RUN? <YES/NO> aA3 AND SELECT ALL RECORDS? <YES/NO> ah3
REGULAR RUN? <YES/NO> aA3 AND SELECT ALL RECORDS? <YES/NO> ah3
CURRENT QUARTER NUMBER <1-4> n SELECT PAYOFFS <YES/NO> aA3

SELECT ALL COMPANIES <YES/NO> aA3

F24 CANCEL THE JOB

. /

What to do

To select payroll records, type in the information requested and press Enter. If you
installed more than one company, the Run Time Options Select Data for Processing
(Options) display (AMPBS2) appears. If you installed only one company, the Run
Time Options display (AMPBS3) appears.

Function keys

F24 CANCEL THE JOB causes the Calculation menu (AMPMO04) to appear. No
processing occurs.

Fields

For descriptions of the fields that appear on this display, see “AMPBS3-Run Time
Options (Options)” on page 6-7.

AMPBS2-Run Time Options Select Data for Processing (Options)

Use this display to assign a beginning check number for the payroll run. Also use this
display to select the pay period date and check date to print on each paycheck.

This display appears if you select records for payroll processing. The following
appear:

» Each company number you support
» The beginning check number used when you print paychecks for that company.
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4 N

DATE ** /%% /%% RUN TIME OPTIONS OPTIONS AMPBS2  **
SELECT COMPANIES SELECT DATA FOR PROCESSING

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
21 22 23 24 25 26 27 28 29 30 31 32 33 34 35 36 37 38 39 40
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58 59 60
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
61 62 63 64 65 66 67 68 69 70 71 72 73 74 75 76 77 78 79 80
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
81 82 83 84 85 86 87 88 89

aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3

PROTECTED PAY CYCLE? <YES> 1 2 3 4 5 6 7 8 9
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3

HOURLY PAY CYCLE? <YES> ALL 1 2 3 4 5 6 7 8 9
aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3

SALARY PAY CYCLE? <YES> ALL 1 2 3 4 5 6 7 8 9

aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3 aA3
ATTENDANCE BALANCING SELECT FREQUENCY <YES> DAILY aA3 PAY CYCLE aA3
ENTER ALLOWABLE VARIANCE HOURS nnn.nn

F19 RESELECT OPTIONS
F24 CANCEL THE JOB

. /

What to do

» Type in the information requested and press Enter. The system selects employee
data for the type of payroll run you requested. The Run Time Options (Options)
display (AMPBS3) appears.

» To return to display AMPBS1 in order to reselect options, use F19. No processing
occurs.

Function keys

F19 RESELECT OPTIONS clears all entries. Display AMPBS1 appears. No
processing occurs.

F24 CANCEL THE JOB causes the Calculation menu (AMPMO04) to appear. No
processing occurs.

Fields

See “AMPBS2-Run Time Options Select Data for Processing (Options)” on page 6-6
for descriptions of the fields that appear on this display.

AMPBS3-Run Time Options (Options)

Use this display to assign a beginning check number for the payroll run. Also use this
display to select the pay period date and check date to print on each paycheck.

This display appears if you select records for payroll processing. The following
appear:

» Each company number you support
» The beginning check number used when you print paychecks for that company.
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4 N

DATE ** /%% /xx RUN TIME OPTIONS OPTIONS AMPBS3  **
CHANGE BEGINNING CHECK NUMBER
AND

ENTER PERIOD AND CHECK DATES
COMPANY CHECK PERIOD CHECK COMPANY CHECK PERIOD CHECK
NO. NO. DATE DATE NO. NO. DATE DATE
¥ % nnnnnn nnnnnn nnnnnn * %k nnnnnn = nnnnnn nnnnnn
¥ % nnnnnn = nnnnnn nnnnnn * %k nnnnnn  nnnnnn nnnnnn
* % nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn * ok nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn * ok nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* % nnnnnn = nnnnnn nnnnnn * %k nnnnnn = nnnnnn nnnnnn
¥ % nnnnnn = nnnnnn nnnnnn * %k nnnnnn  nnnnnn nnnnnn
* % nnnnnn nnnnnn nnnnnn *k nnnnnn nnnnnn nnnnnn
* %k nnnnnn nnnnnn nnnnnn * ok nnnnnn nnnnnn nnnnnn

USE ROLL UP/DOWN
F19 RESELECT OPTIONS
F24 CANCEL THE JOB

. J

What to do

» Type in the information requested and press Enter.

» To return to display AMPBS1, in order to reselect options, use F19. No processing
occurs.

Function keys

USE ROLL UP/DOWN scrolls up and down through the list of check numbers if you
support more than 20 companies.

F19 RESELECT OPTIONS clears all entries. Display AMPBS1 appears. No
processing occurs.

F24 CANCEL THE JOB causes the Calculation menu (AMPMO04) to appear. No
processing occurs.

Fields

See “AMPBS3-Run Time Options (Options)” on page 6-7 for descriptions of the fields
that appear on this display.
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Option 5. Clear (AMPMO04)

Use option 5 to reset all files to the status they had before you selected option 1
(Select Records) or option 4 (All of the Above). A message appears. Answer 0 to
continue or 3 to cancel. Use this option to return to the beginning of calculation
processing if you or the system found an error. You may clear calculations any time
before you select Checks and Reports (option 5 on the Main Menu). After you select
Checks and Reports, you must completely process the payroll.

If you find errors or checks do not print properly, either restore the master files from
your last backup, or reverse those checks that are incorrect. You must then process
the checks again.

Use this option to cancel payroll processing before you print payroll checks and
reports.

What information you need: None.

What reports are printed: None.

What forms you need: None.

No displays are associated with this option.
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Chapter 7. Checks and Reports

When you select option 5 from the Payroll Main Menu (AMPMO0), the Payroll Reports
Run Time Options display (AMPDH1) appears. Use this option to print payroll checks
and reports. Before you print them, review the Payroll register to remove errors.

Select the run-time options for your checks and reports for the current payroll run from
Display AMPDH1. Messages appear on the system operator’s console to insert the
correct form before printing begins.

What information you need:

* Check forms
* Print options for reports

What reports are printed:

Deduction Register (AMPEK)

EIC Payments Register (AMPFH)

Electronic Deposit Advice (AMPMC)

Electronic Deposit Register (AMPMA)

Electronic Prenote Creation Audit (AMPMP)
Employee Fixed Union Deduction Register (AMPEM)
Employee Miscellaneous Deduction Register (AMPEG)
Employee Other Comp & Payments Register (AMPFI)
Employee Remittance Advice (AMPMQ)
Employer-Paid Tax Liability Register (AMPFE)
Employer-Paid Tax Expense Register (AMPFF)
Labor Distribution Register (AMPFK)

Order Distribution Register (AMPGC)

Other Compensation & Payments Register (AMPFJ)
Payroll Checks (AMPDQ)

Payroll Completion (AMPHH)

Payroll Distribution Journal (AMPHC)

State, County, and Local Register (AMPFA)

State, County, and Local Totals (AMPFC)

Union Consolidation Register (AMPFG)

Vacation / Holiday / Sick Register (AMPEA)

Worker’s Compensation Worksheet (AMPGG)

Y-T-D / Q-T-D Earnings Register (AMPEE)

What forms you need: Check forms.

As the reports are generated, the system uses the amounts on the reports and
registers to update the master files. Before you print checks, make sure you have
enough check forms for each company. After you select option 5 from the Main Menu,
the Payroll application:

» Places all of the jobs in the input job queue and runs them sequentially
» Places the reports and printed information in the printer queue.

Determining the number of checks you need

The system considers each check form to be a separate form category; therefore, you
will have to change the forms between each run for a new company. Unless you
modify them, the system prints all other reports on standard one-part stock paper.
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You can determine the number of check forms required for a print run for each
company by looking at the Payroll register and seeing what the starting and ending
check numbers are. Remember you will need to line up the printer head with the
forms, so allow several checks for this purpose. Do not attempt to run payroll checks
and reports unless enough forms are available.

Report printing operation

When the Payroll application prints checks, it looks for the check forms type. If you
selected multiple company support during application tailoring, the Payroll application
overrides the first four positions of the checks forms type number. It replaces those
first four positions with PC and a 2-digit company number. When you print check
forms, the system message that appears shows you the correct form to insert for each
company.

The application no longer prints a count of checks printed on the last check form. The
only forms used are those on which actual employee payment data is printed. XA
does not break the check-number sequence, and all check numbers can be
accounted for in the Check Reconciliation and Payment History files.

What to do

The only time you can select Option 5 (Checks and Reports) on the Main Menu is
after you calculate net pay using option 3 or 4 on the Calculation menu (AMPMO04).
The Checks and Reports option runs only once after the system calculates the
payroll. Since the system automatically completes all processing, you can use your
work station to perform other tasks.

When you select the Checks and Reports option, the options appear on the Payroll
Report Run Time Options display (AMPDH1). The options and default values you
selected during application tailoring appear. This table shows you the options you
have based on what you selected during application tailoring.

During application tailoring you

requested this: You can do this at this time:

Generate a Y-T-D/Q-T-D Earnings Include terminated and/or non-active

register employees in the Y-T-D/Q-T-D Earnings
register (AMPEE)

Distribute orders Print detailed or summary report for the

following registers:
Order Distribution (AMPGC)
Labor Distribution (AMPFK)

Distribute to general ledger using 12- Type in a 6-digit date for the system to
month accounting use for the transaction date

To exit from the display, press Enter to print the reports or use F24 to cancel further
processing. If you press Enter, the system prints the reports and updates the files.

The system uses the master files to provide descriptions of deductions and employee
names and to record additions to the Q-T-D/Y-T-D totals. Because the system uses
these files to print reports, you cannot maintain any files when you process checks
and reports.
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Special considerations

If you selected multiple company support during application tailoring, you need
separate check forms for each company. When you print check forms for multiple
companies, the system stops and asks you to load new check forms for each new
company.

After you select the Checks and Reports option, you can no longer use the Clear
option (option 5 on the Calculation menu, AMPMO04). You must continue processing
the payroll that you selected even if you find a mistake. Enter individual reversal
checks for each check you wrote in error in order to keep the year-to-date figures in
the master files accurate. Another way to keep the files accurate, particularly if you
have not run other applications since the last time you saved your files, is to:

* Restore all master files from the last time you saved your files

« Maintain all files and any data you entered after the last time you saved your files,
if you selected to reuse batches during application tailoring

» Continue to select your payroll run.

To maintain files, run checks and reports soon after you calculate the payroll, or clear
the calculations and run them again after you have corrected them.

From the time you begin to select records from the Calculation menu (option 1 or 4)
until the end of report processing, you cannot maintain master files, nor can you
reconcile checks.

Before you select the Checks and Reports option, verify all totals on the Payroll
register and post the totals to the accounting control forms. After you print the checks
and reports, post the totals from the individual reports to the Processing Pay Period
Control Log (PR-24). Void any checks you used to line up the printer, post those totals
to the Payroll Check Control Log (PR-25).

Be sure to schedule enough time to print all of the checks and reports. If you print
checks for multiple companies, it can take considerable time to insert and align
individual forms. If you need multiple copies of any of the reports, you must change
the printer file, or you can run the reports on multi-part paper.

Be sure to complete all the check control form logs, and to void all the checks you
used to line up the printer. Record the voided checks in the Payroll Check Control Log
(PR-25).

After you print checks, total the net pay from all paychecks on an adding machine.
Compare this total to the net pay amount that appears on the Payroll register. Also
compare the number of checks the system wrote to the final control total on the

Payroll register. Post the totals to the Processing Pay Period Control Log (PR-24).

If you need two checks for one employee during one check run, group the time/
adjustment entries by pay cycle number. The application generates a separate check
for each group. You can produce a vacation advance for an employee in the same run
as the regular check. Remember that the application may take scheduled deductions
more than one time, depending on what secondary pay cycle you have selected.

If you selected to reconcile checks during application tailoring, the system posts these
checks to the Check Reconciliation (CHECKR) file. When you receive the monthly
payroll bank statement, run Check Reconciliation (option 9 from the Main Menu) to
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reconcile these checks.If you selected to keep a payment history during application
tailoring, the system adds all checks and/or remittance advices generated to the
Payment History (PRHSTS) files.

The basic steps to print checks and reports follow each display.

AMPDH1-Payroll Reports Run Time Options

Use this display to select and print reports for the current payroll run only.

This display appears if you select option 5 (Checks and Reports) from the Main Menu
(AMPMO0O).

The report selections that first appear reflect the report options chosen during
application tailoring. You may override the selections each time you print payroll
checks and reports.

Note: See “Accounting controls and audits” for more information about using these
reports as an audit trail.

4 )

DATE ** /%% /xx PAYROLL REPORTS AMPDH1  **
RUN TIME OPTIONS

ENTER A 6 DIGIT ENTRY DATE <MMDDYY> nnnnnn
ENTER A 2 DIGIT ENTRY PERIOD nn
PRINT VACATION, HOLIDAY, AND SICK PAY REGISTER <YES/NO> aA3
PRINT YEAR-TO-DATE/QUARTER-TO-DATE REGISTER <YES/NO> aA3
ARE ONLY EMPLOYEES PAID TO BE INCLUDED <YES/NO> aA3
ARE TERMINATED EMPLOYEES TO BE INCLUDED <YES/NO> aA3
PRINT STATE, COUNTY, AND LOCAL REGISTER <YES/NO> aA3
PRINT WORKER'S COMPENSATION WORKSHEET <YES/NO> aA3

PRINT LABOR DISTRIBUTION REPORT IN DETAIL OR SUMMARY <D/S> A
PRINT ORDER DISTRIBUTION REPORT IN DETAIL OR SUMMARY <D/S> A

F17 ACCEPT WARNING
F24 CANCEL THE JOB

- J

What to do

» To print checks and reports, type in the information requested and press Enter.
Based on the options you chose during application tailoring, the reports are
scheduled to print.

» To temporarily accept a warning, use F17.
Function keys

F17 ACCEPT WARNING allows you to continue and not correct warning conditions.
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F24 CANCEL THE JOB causes the Main Menu (AMPMO0O) to appear. No reports
print.

Fields

ENTER A 6 DIGIT ENTRY DATE (MMDDYY). If you selected monthly accounting
during application tailoring, type in the accounting month.

ENTER A 2 DIGIT ENTRY PERIOD. If you selected period accounting during
application tailoring, type in the accounting period (1 to 13).

PRINT VACATION, HOLIDAY, AND SICK PAY REGISTER (YES/NO). If required
and not already specified, type in YES to print this report.

PRINT YEAR-TO-DATE/QUARTER-TO-DATE REGISTER (YES/NO). Ifrequired and
not already specified, type in YES to print this report. If you respond yes to this option,
the following two fields are required.

ARE ONLY EMPLOYEES PAID TO BE INCLUDED: When you select to print this
report, type in YES to include only employees paid this period; otherwise, type in
NO.

ARE TERMINATED EMPLOYEES TO BE INCLUDED: When you select to print
this report, type in YES to include terminated employee records; otherwise, type
in NO.

Note: In order to balance the current Y-T-D/Q-T-D Register with the Y-T-D/Q-T-D
Register from the last payroll run, include all employees on this report. Respond NO
to the ARE ONLY EMPLOYEES PAID TO BE INCLUDED option and respond YES to
the ARE TERMINATED EMPLOYEES TO BE INCLUDED option.

PRINT STATE, COUNTY, AND LOCAL REGISTER (YES/NO). If required and not
already specified, type in YES to print this report; otherwise, type in NO.

PRINT WORKER’S COMPENSATION WORKSHEET (YES/NO). If required and not
already specified, type in YES to print this report; otherwise, type in NO.

PRINT LABOR DISTRIBUTION REPORT IN DETAIL OR SUMMARY (D/S). Type in
D to show labor distribution for each employee record (option 1, Select Records, on
the Calculation menu, AMPMO04) within each department. Type in S to show labor
distribution totals accumulated by employee within department only.

PRINT ORDER DISTRIBUTION REPORT IN DETAIL OR SUMMARY

(D/S). Appears if you selected order distribution during application tailoring. Type in D
to show order distribution for each employee record selected (option 1, Select
Records, on the Calculation menu, AMPMO04) that contains order information,
reporting labor for particular orders. Type in S to show labor totals accumulated by
employee only.
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Chapter 8. Monthly Union Report

When you select option 6 from the Main Menu, the Monthly Union Report menu

(AMPMO06) appears.
Option 1. Print/Clear Detail Report (AMPMOG)..........ccooiiiiiiiiiiiiiiiiieiiieeee e 8-2
Option 2. Print/Clear Summary Report (AMPMOBG)............cooeiiiiiiiiiiiiieeeeiieeee e 8-2

If you selected union processing during application tailoring, you can print union
reports. You must be authorized to process month/quarter/year-end accounts. If you
need multiple copies of any of the reports, you must change the printer statement, or
you can run the reports on multi-part paper.

The system prints the report you selected for all unions and for each deduction type
within the union and includes totals for each deduction type. The system clears the
Monthly Union file to allow for next month’s processing.

4 )

AMPMO6 Payroll Rt
Monthly Union Report

Type option or command; press Enter.

1. Print/Clear Detail Report
2. Print/Clear Summary Report

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

\_ /

Option 1. Print/Clear Detail Report. Use this option to print the Monthly Union
Report (AMPIC) in detail form by employee. This report shows each employee within
deduction type within each union.

Option 2. Print/Clear Summary Report. Use this option to print the Monthly Union
Report (AMPIC) in summary form by deduction type. This report shows each
deduction type within each union.

The system erases all monthly transactions when you use option 1 or option 2. It
does not maintain any year-to-date totals for various deductions. Only the current pay
period amounts appear on the check stub.
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Option 1. Print/Clear Detail Report (AMPMO06)

Use option 1 to print a copy of the Monthly Union Report in detail form by employee.
The Monthly Union Report is scheduled to print. The system erases all the monthly
transactions from the system.

What information you need: None.

What reports are printed: Monthly Union Report (AMPIC)

What forms you need: None.

No displays are associated with this option.

Option 2. Print/Clear Summary Report (AMPMO06)

Use option 2 to print the Monthly Union Report in summary form by union deduction
type.

The Monthly Union Report is scheduled to print. The system erases all the monthly
transactions from the system.

What information you need: None.

What reports are printed: Monthly Union Report (AMPIC)

What forms you need: None.

No displays are associated with this option.
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Chapter 9. Monthly General Ledger

When you select option 7 from the Main Menu (AMPMO0), the Monthly General
Ledger menu (AMPMQ7) appears

The options on this menu are not available if the General Ledger application is
installed and interfacing with Payroll. You must use that application to accomplish
these tasks.

Option 1. Print Temporary General Ledger (AMPMO7) ........cccoviiiiieeieeeieeeeeeeeeeeinns 9-2
Option 2. Print and Clear Temporary General Ledger (AMPMO7)............cccoeeeeunnnn. 9-4

You must select general ledger distribution during application tailoring to print the
Monthly General Ledger report. You must be authorized for either calculations and
reports or month/quarter/year-end tasks to print the temporary general ledger

(option 1). You must be authorized for the month/quarter/year-end task to print and
clear the temporary general ledger (option 2). If you need multiple copies of the
reports, you must change the printer statement, run the reports on multi-part paper, or
select option 1 more than once.

You can select option 1, Print Temporary General Ledger, any time and as often as
needed in order to obtain period-to-date totals. However, after you select option 2,
Print and Clear Temporary General Ledger, the system deletes all transactions for the
selected month/period from the file. You cannot process the file any further. Enter all
data and process all payroll for a processing period before you select option 2.

4 )

AMPMO7 Payroll Hk ok kK ok kK
Monthly General Ledger

Type option or command; press Enter.

1. Print Temporary General Ledger
2. Print and Clear Temporary General Ledger

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

\_ J

Option 1. Print Temporary General Ledger. Use this option to print the Temporary
General Ledger Listing (AMV611). This option is available only if you selected general
ledger distribution during application tailoring.

Option 2. Print and Clear Temporary General Ledger. Use this option to print the
Temporary General Ledger Listing (AMV611), and clear the listed payroll transactions
from the Temporary General Ledger file. This option is available only if you selected
general ledger distribution during application tailoring.
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Option 1. Print Temporary General Ledger (AMPMO07)

Use this option to print a listing of the general ledger entries created by the Payroll
application in the Temporary General Ledger file.

This option is available only if you selected general ledger distribution during
application tailoring.

The General Ledger application handles this task when General Ledger is installed
and interfacing with Payroll.

What information you need: The accounting month and year or the accounting
period of the transactions you want to print. Run the
procedure once for each different month and year or period
number to print more than one accounting month or period.

What reports are printed: Temporary General Ledger Listing (AMV611).

What information you need: None.

The basic steps to print the Temporary General Ledger Listing follow each display.

AMV601-Temporary General Ledger Print

Use this display to select the transaction records to list from the Temporary General
Ledger file.

This display appears if you select the appropriate option on General Ledger menus in
Accounts Payable, Accounts Receivable, Inventory Management, and Purchasing.

If IFM is installed, this display does not appear.

4 )

DATE ** /%% /%% e e e e Kk Kk K K Kk Kk ok kK K OPTIONS AMV601 **
TEMPORARY GENERAL LEDGER
PRINT

INCLUDE ALL COMPANIES <Y/N> A
OR ENTER COMPANY NUMBER nn

MONTH TO BE PROCESSED <01-12> nn
YEAR TO BE PROCESSED <00-99> nn

F24 CANCEL THE JOB
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What to do
To print the report, type in the information requested and press Enter.
Function keys

F24 CANCEL THE JOB cancels processing and causes the menu to appear. No
listing prints.

Fields

INCLUDE ALL COMPANIES (Y/N). This is a required field. It appears only if you
indicated multiple companies during application tailoring. Type in Y to print and clear
for all companies. Type in N to print and clear for a single company.

OR ENTER COMPANY NUMBER. This field is required if you typed N in the
INCLUDE ALL COMPANIES field. Type in a company number from 01 through 89.

PERIOD TO BE PROCESSED <01-13> or

MONTH TO BE PROCESSED <01-12>. This is a required field. Only one of these
fields appears on the display. The field that appears depends on whether you
indicated period accounting or monthly accounting during application tailoring. Type in
the number of the month or period you want to use to print the Temporary General
Ledger file.

YEAR TO BE PROCESSED <00-99>. This field is required if it appears on the
display. This field appears if you indicated 12-month accounting during application
tailoring. Type in the last two digits of the year you want to use to print the Temporary
General Ledger file. The year that you enter will not be edited.
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Option 2. Print and Clear Temporary General Ledger (AMPMO07)

Use this option to clear the Temporary General Ledger file of the entries created by
Payroll in the Temporary General Ledger file and to print a list of those entries.
Because this option eliminates all the Payroll entries in the file, make sure you have
processed all transactions for the period or month for which you want to clear the
Temporary General Ledger file.

This option is available only if you selected general ledger distribution during
application tailoring.

The General Ledger application handles this task when General Ledger is installed
and interfacing with Payroll.

What information you need: The accounting month and year or the accounting
period of the transactions you want to print. To print more
than one accounting month or period, run the procedure
once for each different month and year or period number.

What reports are printed: Temporary General Ledger Listing (AMV612).

What forms you need: None.

The basic steps to print the Temporary General Ledger Listing follow each display.

AMV601-Temporary General Ledger Print and Clear

Use this display to select the transaction records to list and clear all transactions
associated with a general ledger account number for the period or month selected
from the file. You must run this option from the General Ledger main menu if the
General Ledger application is installed and interfacing.

This display appears if you select the appropriate option on the General Ledger menu
in Accounts Payable, Accounts Receivable, Inventory Management, and Purchasing.
The journal and line number for each transaction prints with debit or credit amounts
for each general ledger account. The control totals printed at the end of the report
highlight any out-of-balance conditions.

The journal and line number for each transaction prints with debit or credit amounts
for each general ledger account. The control totals printed at the end of the report
highlight any out-of-balance conditions.

Before you continue this task, make sure you have processed all entries for the period
or month. This option eliminates all transactions from the file for the period or month
selected. You can no longer print these transactions.
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4 N

DATE *% /%% /%% Kk kkk Rk Ak k kKR kA kA kK OPTIONS AMV601  **
TEMPORARY GENERAL LEDGER
PRINT AND CLEAR

INCLUDE ALL COMPANIES <Y/N> A
OR ENTER COMPANY NUMBER nn

MONTH TO BE PROCESSED <01-12> nn
YEAR TO BE PROCESSED <00-99> nn

F24 CANCEL THE JOB

o /

What to do

To clear the general ledger entries and print the report, type in the information
requested and press Enter. The file is cleared.

Function keys

F24 CANCEL THE JOB cancels processing and causes the menu to appear. No
listing prints.

Fields

INCLUDE ALL COMPANIES (Y/N). This is a required field. It appears only if you
indicated multiple companies during application tailoring. Type Y to print and clear for
all companies. Type N to print and clear for a single company.

OR ENTER COMPANY NUMBER. This field is required if you typed N in the
INCLUDE ALL COMPANIES field. Type in a company number from 01 through 89.

PERIOD TO BE PROCESSED <01-13>

MONTH TO BE PROCESSED <01-12>. This is a required field. Only one of these
fields appears on the display. The field that appears depends on whether you
indicated period accounting or monthly accounting during application tailoring. Type in
the number of the month or period you want to use to print and clear the Temporary
General Ledger file.

YEAR TO BE PROCESSED <00-99>. This field is required if it appears on the
display. This field appears if you indicated 12-month accounting during application
tailoring. Type in the last two digits of the year you want to use to print and clear the
Temporary General Ledger file.
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Chapter 10. Quarter/Year-End Processing

Use this option to perform tasks you need on a less-frequent basis; for example, to
print government reports or to reset balances in the Employee master file.

Option 1. Print Quarterly 941A Register (AMPMO8)...........cooiiiiiiiiiiiiiie e, 10-5
Option 2. Print Quarterly 941A Form (AMPMO8).........cooiiiiiiiiiiieieiieeee e 10-8
Option 3. Save Files for Annual 941As and W-2s (AMPMO8) ..........coccoeverinineen. 10-11
Option 4. Print Annual 941A Register (AMPMO8) ......ccooviiiiiiiiiiieeee e, 10-12
Option 5. Print Annual 941A Forms (AMPMO8)...........ooiiiiiiiieiiiiie e 10-14
Option 6. Print W-2 Register (AMPMOB8) ...........coiiiiiiiiiiiie e 10-21
Option 7. Print State/County/Local W-2 Forms (AMPMO8) ...........cccooviiieneiininnen. 10-25
Option 8. Print Federal W-2 Forms (AMPMO8) ..o 10-30
Option 9. Reset Annual Master Balances (AMPMOS8) ..........cccooviiiiiniiiiiiee e, 10-34
Option 10. Reset Deduction Balances (AMPMO8) ..........cccooveiiiiiiiiniiiieee e, 10-35
Option 11. Post External Payments and Withholdings (AMPMO0S8) ..............c....... 10-38
Option 12. Reset Other Compensation/Payments balances (AMPMO08).............. 10-42
Option 13. Print/Clear Current Deductions (AMPMO08)...........cocccoiiiiiiiieneeinien. 10-45

See Appendix E, "Year-end processing" for more information about year-end
reporting.

4 )

AMPMO8 Payroll Fk kK
Quarter/Year-End Processing

Type option or command; press Enter.

Print Quarterly 941A Register
Print Quarterly 941A Forms

Save Files for Annual Reporting
Print Annual 941A Register

Print Annual 941A Forms

Print W-2 Register

Print State/County/Local W-2 Forms
Print Federal W-2 Forms

Reset Annual Master Balances

10. Reset Deduction Balances

11. Post External Payments/Withholdings
12. Reset Other Compensation/Payments
13. Print/Clear Current Deductions

WOJOUTd W

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

. )

Options 1 and 2. Print Quarter 941A Register/Forms. Use these options to print the
quarterly 941A register and forms for quarters 1, 2, and 3.

Option 3. Save Files for Annual Reporting. Use this option to save all processed
payroll files immediately after the last pay period of the year. Use these files to run all
of the annual reports immediately or later. Instructions appear on the work station to
tell the system operator when and how to load the tape to save these files.

You must run this option before you print annual government reports and before you
change the Social Security and Medicare rates for the next year.
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If you intend to print the W-2 register or W-2 forms after you reset the Annual Master
file balances (option 9 on the Quarter/Year-End Processing menu), you should save
the files that appear with that option. By doing so, you can recreate your old master
balance if payroll adjustments are necessary, after you review the W-2 register or
W-2 forms.

Options 4 through 8: Print Annual 941A Register/Forms, W/2 Register, State/
County/Local W-2 Forms, and Federal W-2 Forms. Use these options to run your
annual reports and forms for the Federal/state/county/local government agencies. You
must make separate runs for each state, county, or local taxing body. You may include
the Federal information on a state/county/local W-2 form. The system prints separate
W-2 forms for each taxing body.

Before you run options 9, 10, or 12, back up the following files:

* Employee Master

» Employee State/County/Local

* Employee Miscellaneous Deduction

* Employee Other Compensation/Payments
» Deduction Distribution.

Option 9. Reset Annual Master Balances. Use this option to set the quarterly
balances of the following master files to zero:

* Employee Master (EMPMAS)
* Employee State/County/Local (EMPSCL)
* Labor Distribution (LABDIS).

Option 10. Reset Deduction Balances. Use this option to select the records you
want to set to zero in the Employee Miscellaneous Deduction file.

Option 11. Post External Payments/Withholdings. Use this option to update an
employee’s taxable earnings and withholdings due to sick or disability plan payments
from outside sources or from any taxable payment made after the last regular payroll
of the quarter or year has been processed. You can run option 11 at any time, but you
should run it at least once a quarter. At year end, run this option first to correctly
update the Employee master before you save any files for the rest of year-end
processing.

Option 12. Reset Other Compensation/Payments. Use this option to select the
records you want to set to zero in the Employee Other Compensation/Payments file.

Option 13. Print/Clear Current Deductions. Use this option to print the Current
Deductions Listing and, optionally, clear the employee deduction current balance
amounts and the employer deduction contribution current balance amounts from the
Employee Miscellaneous Deductions file. You can run option 13 at any time, but you
should run it at least once a quarter. You can choose at any time to clear and reset the
amount fields to zero, but you should choose this option at year end if you want to
reset the fields for the new year.
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Quarter-end processing

Process for quarters 1, 2, and 3 only. Process quarter 4 with the year-end reports and
forms. Options 1, 2, and 11 are required for quarterly processing. Option 13 is optional
for quarterly processing.

The task sequence for processing quarter-end appears in this table:

Quarter-End Processing Display
Menu Option Sequence Results

11 Post External Payments AMPTV1 Prints Payments reports. Updates
and Withholdings EMPMAS file.

1 Quarterly 941A Register AMPJA1 Prints Quarterly 94 1A register. Run
AMPJC1 before option 2.

2 Quarterly 941A forms AMPJA1 Prints Quarterly 941A forms.

AMPJE1

AMPJE2
13 Print/Clear Current AMPWS1 Prints Current Deductions Listing.
Deductions Optionally sets current deductions

amounts to zero.

Option 13 is optional during quarter-end processing.

If you choose to save the government reports (GOVREP) file on the system, be aware
that the system does not update this file with any further processing. If you need the
new information to appear in the GOVREP file for reporting, you must create a new
GOVREP file.

Year-end processing

Process for year-end after you have completed all payroll runs for all companies for
the year. Use options 3 through 13 for year-end processing.

The task sequence for processing year-end appears in the following table:

Year-End Processing Display

Menu Option Sequence Results
11 Post External Payments AMPTV1 (for Prints payments reports. Updates
and Withholdings Quarter 4)  EMPMAS file.
3 Save files for annual Refer to Saves files on Government Report
941As & W-2s instructions (GOVREP) tape. Run before options 4, 5,
on your 6,7,8.
display

4 Annual 941A register AMPJCA1 Prints Annual 941A register. Run before
AMPJC2 option 5.

5 Annual 941A forms AMPJE1 Prints Annual 941A forms.
AMPJE2
AMPJE3
6 Print W-2 register AMPJIO Prints W-2 register. Run before options 7

AMPJG1 and 8
AMPJG2
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Year-End Processing Display
Menu Option Sequence Results
7 State/County/Local W-2 ~ AMPJIO Prints W-2 forms for state/county/local.
Forms AMPJI2
AMPJI3
8 Federal W-2 forms AMPJIO Prints Federal W-2 forms for each
AMPJI1 employee.
AMPJI3
9 Sets annual master files Prints zeroing reports. Sets master files to
to zero zero for new year.
13 Print/Clear Current AMPWS1 Prints the Current Deductions Listing.
Deductions Optionally sets current deductions
amounts to zero for new year.
10 Reset Deduction AMPUS1 Prints Employee Miscellaneous
Balances AMPUS1 Deductions. Sets deductions to zero for
new year.
12 Reset Other AMPZS1 Prints Employee Other Compensation/
Compensation/Payments AMPZS2 Payments. Sets other compensation/
Balances payments to zero for new year.

Option 13 is optional during year-end processing.

You should do these things before you begin year-end processing:

1.

a b W0ON

10.

11.

Review Appendix E, "Year-end processing" for more information about year-end
processing.

. Install, if possible, the current modification level of the Payroll application.

. Apply any PTFs that may affect year-end processing.

. Make sure all companies have run their last payroll for the year.

. Use option 11 to update any employee’s records for quarter 4 if they had external

payments and withholdings made on their behalf.

. Use option 3 on AMPMOS8 to save the files on the Government Reporting

(GOVREP) tape. The system creates one file on the tape to print all the year-end
reports.

. Use options 4 through 8 to print the 941A and W-2 registers and forms. You need

the Government Report (GOVREP) tape created in step 6 (option 3) to run these
options. You can run options 4 through 8 more than once if necessary.

. Use option 9 on AMPMOS8 to reset the master file balances to zero for the start of

a new year.

. (Optional). Use option 13 on AMPMO8 to reset the employee deduction amounts

and employer current deduction contribution amounts for miscellaneous
deductions to zero for the start of a new year.

Use option 10 on AMPMO08 to reset the non-cyclic deductions (deduction numbers
that do not start with 9) to zero for the start of a new year.

Use option 12 on AMPMO08 to reset the employee other compensation/payments
balances to zero for the start of a new year.

Notes:

1.

W-2 forms print for terminated employees. When you run option 9, the system
deletes the employees’ master records.
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2. If the values for Social Security and Medicare have changed, enter the new
values before you run the first payroll of a new year. Type in these values using
Deduction Distribution file maintenance.

3. Before you enter the new Social Security and Medicare values, run option 3 to
create the Annual Government Reporting file.

4. Back up your files before you continue with option 9. You should immediately run
options 9, 10, 12, and, optionally, 13 to start the payroll for the new year. If you
have set your files to zero and find an error on your government reports, you can
restore your files to their previous level. Make corrections as necessary, then run
options 3 through 8 again.

Option 1. Print Quarterly 941A Register (AMPMO08)

Use this option when you want to print the quarterly 941A register for quarters 1, 2,
and 3. You must be authorized to process month-, quarter-, and year-end tasks as
well as protected payroll tasks. Print 941A reports only after you have processed all
payrolls for the previous quarter. Select option 1 to print the 941A register at the end
of a quarter. Verify the entries on the 941A register as a preliminary check before you
print the actual forms.

What information you need: Company number
What reports are printed: 941A register (AMPJC)

What forms you need: None

The basic steps to print the Quarterly 941A register follows each display.

AMPJA1-Create Government Report File

Use this display to place quarterly Employee Master and Employee State/County/
Local totals into a separate temporary Government Report file on disk in order to print
quarterly reports and forms.

Note: Do not run the Quarterly Report options at year end.
This display appears if you select option 1 (Print Quarterly 941A Register) from the

Quarter/Year-End Processing menu (AMPMO08). This display does not appear if the
Government Report file already exists on the system.
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4 N

DATE ** /%% /xx CREATE GOVERNMENT REPORT FILE AMPJA1l  **

ENTER CURRENT QUARTER NUMBER n
S.U.I. LIMIT AMOUNT FOR NON-STATE EMPLOYEES nnnnn.nn

F24 CANCEL THE JOB

. /

What to do

To create the report, type in the information requested and press Enter.
Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear; no processing occurs.

Fields

ENTER CURRENT QUARTER NUMBER. Type in the quarter number (1, 2, or 3) to
identify the quarterly totals the system should place in the Government Report file.

S.U.I. LIMIT AMOUNT FOR NON-STATE EMPLOYEES. This field appears only if
you did not specify Employee State/County/Local support during application tailoring.
Type in the amount for annual employee wages for non-state employees subject to
employer-paid state unemployment insurance.

AMPJC1-941A Register (Quarterly)

Use this display to choose a company number in order to print the quarterly 941A
Register.

This display appears if you selected multiple company support during application
tailoring. If the Government Report file exists on the system, this display appears first;
otherwise, this display follows AMPJA1.
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4 N

DATE %% /%% /xx PAYROLL AMPJC1  **

941A REGISTER

COMPANY NUMBER nn

F24 CANCEL THE JOB

. /

What to do

Type in the information requested and press Enter.
Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear. No report prints.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the company number.
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Option 2. Print Quarterly 941A Form (AMPMO08)

Use this option when you want to print the quarterly 941A forms for quarters 1, 2,
and 3 for state taxing bodies. You must be authorized to process month-, quarter-,
and year-end tasks as well as protected payroll tasks. Print 941A reports only after
you have processed all payrolls for the previous quarter. Select option 2 to print the
941A forms at the end of a quarter. Verify the entries on the 941A register as a
preliminary check before you print the actual forms. If you withhold state taxes, select
option 2 for each government unit.

What information you need:
+ Company number
+ Company name
» Street address
+ City, state, and ZIP code
» State name

» State ID as it appears in the Deduction Distribution file
(DISTRB)

* Quarter-ending date.
What reports are printed: 941A forms (AMPJE)
What forms you need: 941A

The basic steps to print the Quarterly 941A register follows each display.

AMPJE1-941A Forms (Quarterly)

Use this display to enter company information to appear on 941A forms. This display
follows AMPJA1. Repeat this option as many times as required to print all state forms
for all companies. You must make a separate run for each taxing body.

Ensure that you have sufficient 941A forms, if you plan to print them.
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4 N

DATE  *% /%% /%% PAYROLL AMPJE1l  **
941A FORMS
COMPANY NUMBER nn
COMPANY NAME aaaaaaaaaaaaaaaaah20
STREET ADDRESS aaaaaaaaaaaaaaaaa”20
CITY, STATE, AND ZIP CODE aaaaaaaaaaaaaaaaaaaaaa”2s
QUARTER ENDING DATE nnnnnn

F24 CANCEL THE JOB

- J

What to do

Type in the information requested and press Enter.
Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the company number.

COMPANY NAME

STREET ADDRESS

CITY, STATE, AND ZIP CODE. Type in the company name and address to appear on
the upper portion of the 941A forms.

QUARTER ENDING DATE. Type in the quarter ending date to appear on the 941A
form.
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AMPJE2-941A Forms (Quarterly)

Use this display to enter state information to appear on 941A forms.

This display appears when you print 941A forms for a state taxing body. You must
make a separate run for each state taxing body.

4 )

DATE  *% /%% /%% PAYROLL AMPJE2 **
941A FORMS
STATE NUMBER nnn
STATE NAME aaaaaaaaaaaalAls

o /

What to do

Type in the information requested. Press Enter. The system places the 941A forms
on the job queue to print them.

Function keys

None.

Fields

Either STATE NUMBER or STATE NAME appears on the display.

STATE NUMBER. This field appears if you specified to have state/county/local
support. If this field appears, enter the 3-digit distribution number used in the
Deduction Distribution file to identify the taxing body.

STATE NAME. This field appears if you specified not to have state/county/local
support. If this field appears, enter the state name you want to print on the 941A form.
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Option 3. Save Files for Annual 941As and W-2s (AMPMO08)

What to do

Use this option to back up all the employee-related information that is required to
produce the final government reports at the end of the calendar year. Use the tape on
which you saved the backup to continue to process payroll and to print the 941A
reports and W-2 forms at a more convenient time. Because the system uses the
current Employee master file, you must print the report on the system on which you
created it. Use this option to create the Government Reports file information on tape
to print year-end reports. Complete this task before you run options 4 to 8. You use
the GOVREP tape in those jobs.

If you are going to print the W-2 Register or W-2 forms after you reset the annual
master file balances (Option 9 on the Quarter/Year-End Processing menu), you
should save the following files. By doing so, you can recreate your old master balance
if payroll adjustments are necessary after you review the W-2 Register or W-2 forms.

* Employee Master

» Employee State/County/Local

* Employee Miscellaneous Deduction

* Employee Other Compensation/Payments
» Deduction Distribution.

What information you need: The system operator needs the tape labeled GOVREP.
What reports are printed: None.
What forms you need: None.

No Payroll displays are associated with this option.

Make a copy of the tape in case the original tape is damaged. This is an optional task.
Select option 8 from the Main Menu (AMPMO00). The Quarter/Year-End Processing
menu appears.After you process the last pay period of the old year, select option 3
(Save Files for Annual 941As and W-2S) to save files for annual 941A reports and W-
2 reports. You can perform this task only if you are authorized to process payroll for
protected employees and for year-end processing. If you require a permanent history,
label the tape with the words GOVREP and the year and store it in a safe place for
future use. Do not use the tape for anything other than to produce year-end reports.

The government reporting data created during this processing step will also be saved
on disk as file GOVREX. You can run options 4 through 8 immediately without re-
loading this data from tape.

Both GOVREX and GOVREP are permanent files in AMFLIB. The application uses
GOVREP for quarterly reporting and GOVREX for annual reporting (option 3 on the
Quarter/Year-end Processing Menu to save files for government reporting). All annual
reports and W2 forms are printed from data in GOVREX. When you save this data to
tape as part of running this option, the save file name is GOVRXW.

The GOVREP tape contains only the information necessary to print annual 941As and
W-2s. If you intend to print 941As or W-2s after you reset the master file balances
(options 9, 10, 12, and 13), back up your payroll files. This will help if you need to
adjust any payroll records. You can:

» Temporarily rename your current-year payroll files for the current year
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* Restore the saved year-end files
* Maintain files
* Re-run this option to create an updated GOVREP tape. .

Back up the following files:

Deduction Distribution (DISTRB)

Employee Benefits (EMPBEN)

Employee Miscellaneous Deductions (EMPDED)
Employee master (EMPMAS)

Employee State/County/Local (EMPSCL).

Option 4. Print Annual 941A Register (AMPMO08)

Use this option to print the annual 941A Register.

Before you print the annual 941A Register, make sure you have saved files for annual
941A and W-2 forms on tape, using option 3 on menu AMPMO08.

What information you need:

* The tape labeled GOVREP that contains master file
information to enable you to print government reports
+ Company number

What reports are printed: 941A register (AMPJC)

What forms you need: None

The basic steps to print the annual 941A register follow each display.

AMPJC1-941A Register (Annual)

Use this display to choose a company number in order to print the annual 941A
register.

This display appears if you selected multiple company support during application
tailoring. If the Government Report file exists on the system, this display appears first;
otherwise, this display follows AMPJA1.
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4 N

DATE %% /%% /xx PAYROLL AMPJC1  **

941A REGISTER

COMPANY NUMBER nn

F24 CANCEL THE JOB

. /

What to do

Type in the information requested and press Enter. The 941A Register (Annual)
display (AMPJC2) appears.

Function keys

F24 CANCEL THE JOB causes display AMPJC2 to appear, so you can save or delete
the Government Report file on the system. No report prints.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the company number.

AMPJC2-941A Register (Annual)

Use this display to save or delete the Government Report file on the system.

This display appears if you print the annual 941A Register.
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4 N

DATE %% /%% /xx PAYROLL AMPJC2  **

941A REGISTER

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW? <YES/NO> aA3

. /

What to do

Type in the requested information and press Enter. Depending on your response, the
system saves or deletes the Government Report file.

Function keys
None.

Fields

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW?

(YES/NO). Type in NO to save the Government Report file on the system for further
use; otherwise, type in YES to delete the Government Report file. If you select YES to
delete the file, you can recreate the Government Report file for this, or any, quarter,
before year-end zeroing. Your permanent records do not change with a YES
response.

Option 5. Print Annual 941A Forms (AMPMO08)

Use this option to print annual 941A forms.

Before you print annual 941A forms, make sure you have saved files for annual 941A
and W-2 forms and printed the 941A register, using options 3 and 4 on menu
AMPMO8.

Note: |If you intend to print the W-2 register or W-2 forms after you reset the Annual
Master file balances (Option 9 on the Quarter/Year-End Processing menu), you
should consider saving the following files. By doing so, you can recreate your old
master balance if payroll adjustments are necessary after you review the W-2
Register or W-2 forms.
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Employee Master

Employee State/County/Local

Employee Deduction

Employee Other Compensation/Payments
Deduction Distribution

What information you need:

Company number

Company name

Company street address

Company city, state, and ZIP code

State name

State number

Quarter-ending date.

The tape labeled GOVREP that contains master file
information to enable you to print government reports

What reports are printed: 941A forms (AJPJE)
What forms you need: None

The basic steps to print the annual 941A forms appear following each display.

AMPJE1-941A Forms (Annual)

Use this display to enter company information to appear on 941A forms. This display
appears first if the Government Report files exists on the system; otherwise, this
display follows instructions for restoring the Government Report file to the system.

Notes:

1.

2.
3.

Repeat this option as many times as required to print all state forms for all
companies.

You must make a separate run for each state taxing body.

Ensure you have sufficient 941A forms, if you plan to print them.

If the 941A forms do not process correctly, confirm that you took the following steps:

You responded Yes to the question “Are you finished with government reports for
now?” on the 941A Forms display (AMPJE3) the last time this option was
selected.

You cleared the government report file of old data.
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4 N

DATE %% /%% /xx PAYROLL AMPJE1l  **

941A FORMS

COMPANY NUMBER nn

COMPANY NAME aaaaaaaaaaaaaaaaah20
STREET ADDRESS aaaaaaaaaaaaaaaaa”20
CITY, STATE, AND ZIP CODE aaaaaaaaaaaaaaaaaaaaaa”2s
QUARTER ENDING DATE nnnnnn

F24 CANCEL THE JOB

- J

What to do

Type in the information requested and press Enter.
Function keys

F24 CANCEL THE JOB causes display AMPJES3 to appear, so you can save or delete
the Government Report file on the system.

Fields

See “AMPJE1-941A Forms (Quarterly)” for descriptions of the fields that appear on
this display.

AMPJE2-941A Forms (Annual)

Use this display to enter state information to appear on 941A forms.

This display appears if you print 941A forms for a state taxing body. You must make a
separate run for each state taxing body.
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4 N

DATE %% /%% /xx PAYROLL AMPJE2  **
941A FORMS
STATE NUMBER nnn
STATE NAME aaaaaaaaaaaaAlb

. /

What to do

Type in the information requested. Press Enter. The system places the 941A forms
on the job queue to print them.

Function keys

None.

Fields

Either STATE NUMBER or STATE NAME appears on the display.

STATE NUMBER. This field appears if you specified to have state/county/local
support. If this field appears, enter the 3-digit distribution number used in the
Deduction Distribution file to identify the taxing body.

STATE NAME. This field appears if you specified not to have state/county/local
support. If this field appears, enter the state name you want to print on the 941A form.
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Use this display to save or delete the Government Report file on the system.

This display appears if you print 941A forms.

4 )

DATE % /%% /%% PAYROLL AMPJE3 *%

941A FORMS

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW? <YES/NO> aA3

- J

What to do

Type in the information requested. Press Enter. Depending on your response, the
system saves or deletes the Government Report file.

Function keys
None.

Fields

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW?

(YES/NO). Type in NO to save the Government Report file on the system for further
use; otherwise, type in YES to delete the Government Report file. If you select YES to
delete the file, you can recreate the Government Report file for this, or any, quarter,
before year-end zeroing. Your permanent records do not change with a YES
response.
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Use this display to identify the number of the company for which you want to print the
W-2 Register.

This display follows display AMPJIO when you are printing the W-2 Register from the
Quarter/Year-End Processing menu (AMPMO8). This display appears if you selected
multiple company support during application tailoring.

4 )

DATE %% /%% /xx PAYROLL AMPJG1l  **

W-2 REGISTER

COMPANY NUMBER nn

F24 CANCEL THE JOB

. /

What to do

Type in the information requested and press Enter. The W-2 Register display
(AMPJG2) appears.

Function keys

F24 CANCEL THE JOB causes display AMPJG2 to appear, so you can save or delete
the Government Report file on the system.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the company number.
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Use this display to save or delete the Government Report file on the system.

This display appears if you print the W-2 Register.

4 )

DATE % /%% /%% PAYROLL AMPJG2 *%

W-2 REGISTER

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW? <YES/NO> aA3

- J

What to do

Type in the information requested and press Enter. Depending on your response, the
system saves or deletes the Government Report file.

Function keys
None.

Fields

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW?

(YES/NO). Type in NO to save the Government Report file on the system for further
use; otherwise, type in YES to delete the Government Report file. If you select YES to
delete the file, you can recreate the Government Report file for this, or any, quarter,
before year-end zeroing. Your permanent records do not change with a YES
response.
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Option 6. Print W-2 Register (AMPMO08)

Use this option to print the W-2 register.

Before you print the W-2 register, make sure you have saved files for annual 941A
and W-2 forms on tape, using option 3 on menu AMPMO08.

If you are going to print the W-2 register after you reset the Annual Master file
balances (Option 9 on the Quarter/Year-End Processing menu), you should save the
following files. By doing so, you can recreate your old master balance if payroll
adjustments are necessary after you review the W-2 register.

* Employee Master,

» Employee State/County/Local

* Employee Deduction

* Employee Other Compensation/Payment
» Deduction Distribution

What information you need:

» Company number

» Sorting sequence.

» The tape labeled GOVREP that contains master file
information to enable you to print government reports

What reports are printed: W-2 register (AMPJG)

What forms you need: None

The basic steps to print the annual W-2 register follow each display.

AMPJ10-W-2 Register

Use this display to select a printing sequence for your W-2 register.

This display appears if you select option 6 (Print W-2 Register) from the Quarter/Year-
End Processing menu (AMPMO08). If the Government Report file does not exist on the
system, this display follows instructions for restoring the file to the system from tape.
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4 N

DATE *x /%% /xx PAYROLL AMPJIO **
W-2 FORMS
SEQUENCE OF W-2s TO BE PRINTED AT THIS TIME n

1 EMPLOYEE NUMBER SEQUENCE
2 SOCIAL SECURITY NUMBER SEQUENCE
3 ZIP CODE SEQUENCE

F24 CANCEL THE JOB

. /

What to do

Type in the requested information and press Enter. The W-2 Register display
(AMPJG1) appears.

Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear.

Fields

SEQUENCE OF W-2s TO BE PRINTED AT THIS TIME. Type in one of the following
sequence codes for this run:

1 Employee number sequence

2 Social Security number sequence—Employee number within Social Security
number sequence

3 ZIP code sequence—Employee number within Social Security number within
ZIP code sequence.

The default sorting sequence is option 2, by employee number within Social Security
number sequence.
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Use this display to identify the number of the company for which you want to print the
W-2 Register.

This display follows display AMPJIO when you are printing the W-2 Register from the
Quarter/Year-End Processing menu (AMPMO8). This display appears if you selected
multiple company support during application tailoring.

4 )

DATE %% /%% /xx PAYROLL AMPJG1l  **

W-2 REGISTER

COMPANY NUMBER nn

F24 CANCEL THE JOB

. /

What to do

Type in the information requested and press Enter. The W-2 Register display
(AMPJG2) appears.

Function keys

F24 CANCEL THE JOB causes display AMPJG2 to appear, so you can save or delete
the Government Report file on the system.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the company number.
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Use this display to save or delete the Government Report file on the system.

This display appears if you print the W-2 Register.

4 )

DATE % /%% /%% PAYROLL AMPJG2 *%

W-2 REGISTER

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW? <YES/NO> aA3

- J

What to do

Type in the information requested and press Enter. Depending on your response, the
system saves or deletes the Government Report file.

Function keys
None.

Fields

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW?

(YES/NO). Type in NO to save the Government Report file on the system for further
use; otherwise, type in YES to delete the Government Report file. If you select YES to
delete the file, you can recreate the Government Report file for this, or any, quarter,
before year-end zeroing. Your permanent records do not change with a YES
response.
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Option 7. Print State/County/Local W-2 Forms (AMPMO08)

Use this option to print state, county, or local W-2 forms. You must print each state,
county, or local taxing body separately.

Before you print the W-2 forms, make sure you have saved files for annual 941A and
W-2 forms on tape, using option 3 on menu AMPMO8.

If you are going to print the W-2 forms after you reset the Annual Master file balances
(Option 9 on the Quarter/Year-End Processing menu), you should save the following
files. By doing so, you can recreate your old master balance if payroll adjustments are
necessary after you review the W-2 forms.

Employee Master,

Employee State/County/Local

Employee Deduction

Employee Other Compensation/Payment

Deduction Distribution

What information you need:

Company number

Company name

Company street address
Company city, state, and ZIP code
Federal identification number
State, county, or local number

State, county, or local identification number, if it does not
exist in the Deduction Distribution file

State, county, or local name abbreviation
Sorting sequence.

The tape labeled GOVREP that contains master file
information to enable you to print government reports

What reports are printed: W-2 forms (AMPJI)
What forms you need: None

The basic steps you take to print the annual W-2 forms follow each display.
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Use this display to select a printing sequence for your W-2 forms.

This display appears if you select option 7 (Print W-2 Forms) from the Quarter/Year-
End Processing menu (AMPMO08). If the Government Report file does not exist on the
system, this display follows instructions for restoring the file to the system from tape.

4 )

DATE *% /%% /%% PAYROLL AMPJIO **
W-2 FORMS
SEQUENCE OF W-2s TO BE PRINTED AT THIS TIME n

1 EMPLOYEE NUMBER SEQUENCE
2 SOCIAL SECURITY NUMBER SEQUENCE
3 ZIP CODE SEQUENCE

F24 CANCEL THE JOB

N /

What to do

Type in the requested information. Press Enter. The State/County/Local W-2 Form
display (AMPJI2) appears.

Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear.

Fields

See “AMPJ10-W-2 Register” on page 10-21 for descriptions of the fields that appear
on this display.
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Use this display to print state, county, or local W-2 forms.

This display follows display AMPJIO when you print state, county, or local W-2 forms.

Notes:

1. Repeat option 7 as many times as required until all state, county, and local W-2
forms print for each company.

2. You must make a separate run for each taxing body. You can include Federal tax
information on the state, county, or local W-2 forms. However, the system does
not combine state, county, and local taxes.

4 )

DATE %% /%% /xx PAYROLL AMPJI2 **

STATE/COUNTY/LOCAL W-2 FORM

COMPANY NUMBER nn

COMPANY NAME aaaaaaaaaaaaaaaaal20
STREET ADDRESS aaaaaaaaaaaaaaaaa”20
CITY, STATE, AND ZIP CODE aaaaaaaaaaaaaaaaaaaaaal25
STATE, COUNTY, OR LOCAL NAME ABBREVIATION aaahAb

STATE, COUNTY, OR LOCAL NUMBER nnn

TO OVERRIDE THE DEDUCTION DISTRIBUTION FILE VALUE, ENTER

STATE, COUNTY, OR LOCAL IDENTIFICATION NUMBER aaaaaaaaaaaalAls

PRINT EMP NO. FOR CONTROL NO. IN BOX 1? <YES/NO> aA3
IS FEDERAL INFORMATION REQUIRED ON W-2? <YES/NO> aA3

FEDERAL INCOME TAX AMOUNT FIELD <YES/NO> aA3
WAGES, TIPS, OTHER COMP. AMOUNT FIELDS <YES/NO> aA3
SS/MED TAX TAX WITHHELD AMOUNT FIELD <YES/NO> aA3
TOTAL SS/MED WAGES AMOUNT FIELD <YES/NO> aA3
FEDERAL IDENTIFICATION NUMBER IF REQUIRED aaaaaaaaaaaaAls

F24 CANCEL THE JOB

- J

What to do

Type in the requested information. If you answered YES to IS FEDERAL
INFORMATION REQUIRED ON W-2, the W-2 Forms display (AMPJI3) appears;
otherwise, the system places the W-2 forms on the job queue. Press Enter.

Function keys

F24 CANCEL THE JOB causes display AMPJI3 to appear, so you can save or delete
the Government Report file on the system.

Fields

The Federal information fields on the display appear if you answer YES to IS
FEDERAL INFORMATION REQUIRED ON W-2? and press Enter.
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COMPANY NUMBER. If this field appears, type in the company number for this
processing run.

COMPANY NAME

STREET ADDRESS

CITY, STATE, AND ZIP CODE. Type in the company name and address to appear on
the W-2 form.

STATE, COUNTY, OR LOCAL NAME ABBREVIATION. Type in a 5-character
abbreviation to identify the taxing body.

STATE, COUNTY, OR LOCAL NUMBER. Type in the 3-digit distribution number that
appears in the Deduction Distribution file to identify the taxing body.

TO OVERRIDE THE DEDUCTION DISTRIBUTION FILE VALUE, ENTER
STATE, COUNTY, OR LOCAL IDENTIFICATION NUMBER. If you want this
information to appear on the W-2 forms, do one of the following:

» To override the identification number for the taxing body as entered in the
Deduction Distribution file, type in the overriding number.

» To use the identification number in the Deduction Distribution file, no entry is
necessary.

PRINT EMP NO. FOR CONTROL NO. IN BOX 1? (YES/NO). Type in YES to print
the employee number in box 1; otherwise, type in NO.

IS FEDERAL INFORMATION REQUIRED ON W-2? (YES/NO). Type in YES to print
Federal information on state, county, or local W-2 forms; otherwise, type in NO.

The following fields require a response if you include Federal information on state,
county, or local W-2 forms.

FEDERAL INCOME TAX AMOUNT FIELD (YES/NO). Type in YES to print the
amount of Federal income tax withheld; otherwise, type in NO.

WAGES, TIPS, OTHER COMP. AMOUNT FIELDS (YES/NO). Type in YES to print
amount used as basis for calculating Federal income tax withheld; otherwise, type in
NO.

SS/MED TAX WITHHELD AMOUNT FIELD (YES/NO). Type in YES to print the
amount of Social Security and Medicare withheld; otherwise, type in NO.

TOTAL SS/MED WAGES AMOUNT FIELD (YES/NO). Type in YES to print the
amount subject to Social Security and Medicare withholding; otherwise, type in NO.

FEDERAL IDENTIFICATION NUMBER IF REQUIRED. Type in the Federal
identification number assigned to the company number shown (or type in the
identification number for a single-company payroll installation). If you do not need this
number, leave this field blank.
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AMPJI3-W-2 Forms

Use this display to save or delete the Government Report file on the system.

This display appears if you print state, county, local, or Federal W-2 forms.

4 )

DATE % /%% /%% PAYROLL AMPJI3 *%

W-2 FORMS

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW? <YES/NO> aA3

- J

What to do

Type in the requested information. Press Enter. The Quarter/Year-End Processing
menu (AMPMO08) appears.

Function keys

None.
Fields

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW?

(YES/NO). Type in NO to save the Government Report file on the system for further
use; otherwise, type in YES to delete the Government Report file. If you select YES to
delete the file, you can recreate the Government Report file for this, or any, quarter,
before year-end zeroing. Your permanent records do not change with a YES
response.
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Option 8. Print Federal W-2 Forms (AMPMO08)

Use this option to print Federal W-2 forms.

Before you print the W-2 forms, make sure you have saved files for annual 941A and
W-2 forms on tape, using option 3 on menu AMPMO8.

If you are going to print the W-2 forms after you reset the Annual Master file balances
(Option 9 on the Quarter/Year-End Processing menu), you should save the following
files. By doing so, you can recreate your old master balance if payroll adjustments are
necessary after you review the W-2 Register or W-2 forms.

Employee Master,

Employee State/County/Local

Employee Deduction

Employee Other Compensation/Payment

Deduction Distribution

What information you need:

Company number

Company name

Company street address
Company city, state, and ZIP code
Federal identification number
Sorting sequence

The tape labeled GOVREP that contains master file
information to enable you to print government reports.

What reports are printed: W-2 forms (AMPJI)
What forms you need: None

The basic steps to print the annual W-2 register follow each display.
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AMPJ10-W-2 Forms

Use this display to select a printing sequence for your W-2 forms.

This display appears if you select option 7 (Print Federal W-2 Forms) from the
Quarter/Year-End Processing menu (AMPMO08). If the Government Report file does
not exist on the system, this display follows instructions for restoring the file to the
system from tape.

4 )

DATE *x /%% /xx PAYROLL AMPJIO **
W-2 FORMS
SEQUENCE OF W-2s TO BE PRINTED AT THIS TIME n

1 EMPLOYEE NUMBER SEQUENCE
2 SOCIAL SECURITY NUMBER SEQUENCE
3 ZIP CODE SEQUENCE

F24 CANCEL THE JOB

. /

What to do

Type in the requested information and press Enter. The Federal W-2 Form display
(AMPJI1) appears.

Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear.

Fields

See “AMPJ10-W-2 Register” on page 10-21 for descriptions of the fields that appear
on this display.
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AMPJI1-Federal W-2 Forms

Use this display to print Federal W-2 forms.

This display follows display AMPJIO when you print Federal W-2 forms.

4 )

DATE % /%% /%% PAYROLL AMPJI1 *%

FEDERAL W-2 FORMS

COMPANY NUMBER nn

COMPANY NAME aaaaaaaaaaaaaaaaali20
STREET ADDRESS aaaaaaaaaaaaaaaaalh20
CITY, STATE, AND ZIP CODE aaaaaaaaaaaaaaaaaaaaaal2s

FEDERAL IDENTIFICATION NUMBER aaaaaaaaaaaalAl5

F24 CANCEL THE JOB

. /

What to do

Type in the requested information and press Enter. The system places the W-2 forms
on the job queue. The W-2 Forms display (AMPJI3) appears.

Function keys

F24 CANCEL THE JOB causes display AMPJI3 to appear, so you can save or delete
the Government Report file on the system.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the company number.

COMPANY NAME

STREET ADDRESS

CITY, STATE, AND ZIP CODE. Type in the company name and address to appear on
the upper portion of the W-2 forms.

FEDERAI IDENTIFICATION NUMBER. Type in the federal taxpayer ID number for
your company.
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AMPJI3-W-2 Forms

Use this display to save or delete the Government Report file on the system.

This display appears if you print state, county, local, or Federal W-2 forms.

4 )

DATE % /%% /%% PAYROLL AMPJI3 *%

W-2 FORMS

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW? <YES/NO> aA3

- J

What to do

Type in the requested information. Press Enter. The Quarter/Year-End Processing
menu (AMPMO08) appears.

Function keys

None.
Fields

ARE YOU FINISHED WITH GOVERNMENT REPORTS FOR NOW?

(YES/NO). Type in NO to save the Government Report file on the system for further
use; otherwise, type in YES to delete the Government Report file. If you select YES to
delete the file, you can recreate the Government Report file for this, or any, quarter,
before year-end zeroing. Your permanent records do not change with a YES
response.
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Option 9. Reset Annual Master Balances (AMPMO08)

Use this option to reset master file balances in the following files:

* Employee master
* Employee State/County/Local
» Labor Distribution

Before you reset the master file balances, do one of the following:

» Complete all year-end processing
» Save master files on tape to print the 941A and W-2 forms.

Copy the following files before you select this option:

* Employee master
» Employee State/County/Local
» Labor Distribution.

When you select option 9 (Reset Annual Master Balances) on the Quarter/Year-End
Processing menu (AMPMO08), the system deletes records that it had flagged as
terminated. When you press Enter, a message appears asking if you want to reset
master balances. Type in 0 (zero) to reset the master balances; otherwise, type in 3.
Then, reorganize the files using Cross Application Support to reclaim the storage
space from the deleted records.

What information you need: None.
What reports are printed:

» Employee Master File Zeroing (AMPTZ)
» Employee State/County/Local Zeroing (AMPVZ)
» Labor Cost Zeroing (AMPXZ).

What forms you need: None.

No displays are associated with this option.
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Option 10. Reset Deduction Balances (AMPMO08)

Use this option to set deduction year-to-date amounts and service fee year-to-date
amounts in the Employee Miscellaneous Deduction file to zero. You can select which
deductions in the deduction-amount-quarter-to-date field in the Employee
Miscellaneous Deduction file the system should set to zero. You can set the service-
fee amount to zero for directed deductions and the employer matching-contribution
amount to zero for tax-deferred deductions. Normally, you use this option at the start
of a new year to reset deductions that must be taken up to some annual maximum as
defined in the Employer Miscellaneous Deductions record. After resetting, a
deduction that has met an annual maximum will start up again and build toward this
same limit. If you require the deduction to permanently stop after it reaches a defined
limit, specify a Lifetime Limit amount instead of Annual or Maximum limit amount. The
system deletes records that are flagged as terminated. If you request to set all
deductions to zero, the system deletes all records that are flagged as terminated.

What information you need: None.
What reports are printed: Employee Miscellaneous Deduction Zeroing (AMPUZ)
What forms you need: None

The basic steps to reset deduction balances follow each display.

AMPUS1-Miscellaneous Deduction Zeroing (Options)

Use this display to set deduction quarterly amounts in the Employee Miscellaneous
Deductions file to zero. If you support multiple companies, display AMPUS1 appears,
and you can select the deductions to be reset. Otherwise, display AMPUS2
(Miscellaneous Deduction Zeroing) appears for you to select the deductions to be
reset.

This display appears if you select option 10 (Reset Deduction Balances) from the
Quarter/Year-End Processing menu (AMPMO08). You can select the deduction
balances for all companies or a single company.
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4 N

DATE ** /%% /xx PAYROLL OPTIONS AMPUS1  **
MISCELLANEOUS DEDUCTION ZEROING

DEDUCTIONS FOR ALL COMPANIES <YES/NO> aA3

OR ENTER COMPANY NUMBER nn

F24 END OF JOB

. /

What to do

Type in the information requested and press Enter.

When you press Enter, and you are authorized for month-, quarter-, and year-end
processing, and you are authorized to process protected payrolls, a message appears
asking if you want to reset master balances. Type in 0 (zero) to reset the master
balances; otherwise, type in 3.

Function keys

F24 END OF JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear. The system sets the deduction quarterly balances for the companies you
selected to zero. The system places the Employee Miscellaneous Deduction Zeroing
report (AMPUZ) on the job queue for printing.

Fields

DEDUCTIONS FOR ALL COMPANIES (YES/NO)
OR ENTER COMPANY NUMBER. Type in YES to zero deduction balances for all
companies; otherwise, type in NO and the company number.
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AMPUS2-Miscellaneous Deduction Zeroing (Options)

Use this display to indicate the miscellaneous deduction records you want to set to
zero.

If you selected multiple company support during application tailoring, this is the
second display that appears if you reset deduction balances; for single-company
installations, this is the first display.

You can set the following fields to zero by selecting this option and the corresponding
deduction numbers:
+ Directed deductions: Quarter-to-date deduction amounts; service fee year-to-date
+ Miscellaneous deductions: Quarter-to-date deduction amounts
» TDD: Quarter-to-date deduction amounts; year-to-date matching contributions
» Cyclic deductions: Quarter-to-date deduction amounts.

4 )

DATE ** /%% /%x PAYROLL OPTIONS AMPUS2  **
MISCELLANEOUS DEDUCTION ZEROING

DEDUCTIONS FOR ALL COMPANIES <YES/NO> b
OR ENTER COMPANY NUMBER *x
ZERO ALL DEDUCTIONS <YES/NO> aA3

OR ENTER DEDUCTION NUMBERS nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn

F19 RETURN TO SELECT

- /

What to do

» To start the deduction zeroing for only one company or to continue for more than
one company, type in the information requested and press Enter. If you have
multiple company support, the Miscellaneous Deduction Zeroing (Options)
display (AMPUS1) appears; otherwise, the Quarter/Year-End Processing menu
(AMPMO08) appears.

» To bypass this deduction zeroing, use F19. If you have multiple company support,
the Miscellaneous Deduction Zeroing (Options) display (AMPUZ) appears;
otherwise, the Quarter/Year-End Processing menu (AMPMO08) appears.
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Function keys

F19 RETURN TO SELECT causes display AMPUS1 to appear, if you selected
multiple company support. If you have single company installation, F19 causes menu
AMPMOS8 to appear. No updating occurs.

Fields

DEDUCTION FOR ALL COMPANIES (YES/NO)
OR ENTER COMPANY NUMBER. Appears as a result of entries on display
AMPUS1.

ZERO ALL DEDUCTIONS (YES/NO)

OR ENTER DEDUCTION NUMBERS. Type in YES to zero all deduction balances for
the company number displayed. Type in NO and then type in the 3-digit deduction
number used to identify the specific deductions you want to set to zero in the
Employee Miscellaneous Deductions file. The deduction number is the same as the
distribution number from the Deduction Distribution file.

You can set up to 26 deduction numbers to zero during one session. If you have more
deductions to set to zero, repeat this process as many times as needed.

Option 11. Post External Payments and Withholdings (AMPMO08)

Use this option to enter earnings for employees who receive payments from external
sources; for example, receipt of disability or sick pay from an insurance company. In
addition, you can use this option to enter other compensation that must be reported
on the employee’s federal W-2 form (such as auto allowance payments, moving
expense reimbursements, etc.). Use of this feature requires that a deduction
distribution record and employee other compensation/payment record be added to
the files.

The Payroll application calculates and posts the employer Social Security and
Medicare taxes to the General Ledger application, if it is interfacing. It also updates
employee totals in the Employee Master file, Employee State/County/Local file, and,
optionally, in the Employee Other Compensation/Payments file. If the application is
tailored for Payment History, these external payments are recorded in the History file.

Note: At year-end, run this option first, so the system correctly updates the
Employee master file before it saves any files for the rest of year-end processing.

What information you need: None.
What reports are printed:

» External Payments and Withholdings Audit Report
(AMPTV)

» Payroll Distribution Journal for External Payments and
Withholdings (AMPTW)

What forms you need: None

The basic steps to post external payments and withholdings follow each display.
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AMPTV1-Post External Payments and Withholdings (Change)

Use this display to update an employee’s gross earnings and withholdings due to sick
or disability plan payments or other payments from sources external to Payroll.

This display appears if you select option 11 (Post External Payments and
Withholdings) from the Quarter/Year-End Processing menu (AMPMO08).

4 )

DATE ** /%% /xx PAYROLL CHANGE AMPTV1 **

POST EXTERNAL PAYMENTS AND WITHHOLDINGS

JOURNAL POSTING DATE nnnnnn
QUARTER NUMBER n

EMPLOYEE NUMBER nnnnn

IS THIS SICK PAY? <Y/N> A

SICK TIME (HOURS) nnn.nn
GROSS EARNINGS NNNNNNN.nn
FEDERAL TAX NNNNNNN.nn
SOCIAL SECURITY TAX nnnnn.nn
MEDICARE TAX nnnnn.nn
SUI TAX nnnnn.nn
SDI TAX nnnnn.nn
STATE TAX nnnnn.nn
COUNTY TAX nnnnn.nn
LOCAL TAX nnnnn.nn

IS THIS PAYMENT OTHER COMPENSATION? (Y/N) N

F17 ACCEPT WITH ERROR
F24 END OF JOB

o )

What to do

« To add external payments and withholding data for an employee, type in the
information requested and press Enter.

» To accept errors, use F17.
Function keys

F17 ACCEPT WITH ERROR lets you accept information that does not match the
Employee Master File.

F24 END OF JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear. The External Payments and Withholdings Audit report (AMPTV) and Payroll
Distribution Journal (AMPTW) are scheduled for printing; the system updates the
Employee Master File.

Fields

JOURNAL POSTING PERIOD (01-13). Appears if you selected accounting by
period during application tailoring. Type in the period you want to post in the General
Ledger application. Journal Posting Date appears if you selected accounting by
month during application tailoring.

QUARTER NUMBER. Type in the number of the quarter for which you made the
payment.
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EMPLOYEE NUMBER. Type in the employee number for this transaction. The
employee number must be in the Employee master file.

IS THIS SICK PAY? (Y/N). Type in Y if the you paid the employee sick pay. Type in N
if you did not pay sick pay. The defaultis Y.

SICK TIME (HOURS). Type in the number of hours the employee was sick.
GROSS EARNINGS. Type in the total wages you paid to the employee.
FEDERAL TAX. Type in the Federal tax you withheld.

SOCIAL SECURITY TAX. Type in the Social Security tax you withheld.
MEDICARE TAX. Type in the Medicare tax you withheld.

SUI TAX. Type in the amount of SUI tax you withheld.

SDI TAX. Type in the amount of SDI tax you withheld.

STATE TAX. Type in the amount of state tax you withheld.

COUNTY TAX. Type in the amount of county tax you withheld.

LOCAL TAX. Type in the amount of local tax you withheld.

IS THIS PAYMENT OTHER COMPENSATION (Y/N)?. Type in Y if the payment is
other compensation.
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AMPTV2-Post External Payments and Withholdings (Change)

Use this display to update an employee’s gross earnings and withholdings due to sick
or disability plan payments or other payments from sources external to Payroll.

This display appears if you specified other compensation on display (AMPTV1).

4 )

DATE **/**/
* %

PAYROLL CHANGE AMPTV2 ks
POST EXTERNAL PAYMENTS AND WITHHOLDINGS
OTHER COMP DISTRIBUTION NUMBER

FIT TAXABLE?
FICA/MEDICARE TAXABLE?

5
5

STATE TAXABLE?
SUI TAXABLE?
SDI TAXABLE?
COUNTY TAXABLE?
LOCAL TAXABLE?

BB

F19 RETURN TO SELECT
F24 END OF JOB

- J

What to do

» To add external payments and withholding data for an employee, type in the
information requested and press Enter.

» To return to the select display, use F19.
Function keys

F19 RETURN TO SELECT causes display AMPZS1 to appeair, if you selected
multiple company support. If you have single company installation, F19 causes menu
AMPMO8 to appear. No updating occurs.

F24 END OF JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear. The External Payments and Withholdings Audit report (AMPTV) and Payroll
Distribution Journal (AMPTW) are scheduled for printing; the system updates the
Employee Master File.

Fields

OTHER COMP DISTRIBUTION NUMBER (Other Compensation Distribution
Number). Type in the number assigned to this Other Compensation record in the
Deduction Distribution file.

FIT TAXABLE?. Type in Y if the payment or withholding is taxable for Federal
income.
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FICA/MEDICARE TAXABLE?. Type in Y if the payment or withholding is taxable for
FICA or Medicare.

STATE TAXABLE?. Type in Y if the payment or withholding is taxable by the state.
SUI TAXABLE?. Type in Y if payment or withholding is taxable for SUI.
SDI TAXABLE). Type in Y if the payment or withholding is taxable for SDI.

COUNTY TAXABLE?. Type in Y if the payment or withholding is taxable by the
county.

LOCAL TAXABLE?. Type in Y if the payment or withholding is taxable by the local
authorities.

Option 12. Reset Other Compensation/Payments balances (AMPMO08)

Use this display to set employee other compensation/payments quarterly amounts in
the Employee Other Compensation/Payments file to zero. Normally, you use this
option at the start of a new year to reset adjustments that have an annual amount limit
set. If you require that the deduction be permanently stopped after reaching a defined
limit, specify a lifetime limit amount instead of an annual or maximum limit amount.
The system deletes records that are flagged as terminated. If you request to set all
deductions to zero, the system deletes all records that are flagged as terminated.

Note: You should copy this file before you perform this option.
What information you need: None.

What reports are printed: Employee Other Compensation/Payments Zeroing report
(AMPEZ)

What forms you need: None

The basic steps for setting this file to zero follow each display.

AMPZS1-Employee Other Compensation/Payments Zeroing (Options)

Use this display to set employee other compensation and payments quarterly
amounts in the Employee Other Compensation/Payments file to zero. The system
does not set the LIFE TO DATE AMOUNT field in the Employee Other
Compensation/Payments file associated with the indicated records to zero.

This display appears if you selected multiple company support during application
tailoring. otherwise, display AMPZS2 appears. This display appears if you select
option 12 (Reset Other Compensation/Payment Balances) from the Quarter/Year-End
Processing menu (AMPMO8). You can select the other compensation/payment
balances for all companies or a single company for zeroing.
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4 N

DATE ** /%% /xx PAYROLL OPTIONS AMPZS1  **
EMPLOYEE OTHER COMPENSATION/PAYMENTS ZEROING

OTHER COMP/PAYMENTS FOR ALL COMPANIES <YES/NO> aA3

OR ENTER COMPANY NUMBER nn

F24 END OF JOB

. /

What to do

To start to set the compensation/payments balances to zero, type in the information
requested and press Enter. The Employee Other Compensation/Payments Zeroing
(Options) display (AMPZS2) appears.

Function keys

F24 END OF JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear. The system sets the other compensation and payment quarterly balances for
the companies selected to zero. The Employee Other Compensation/Payments
Zeroing report (AMPEZ) is scheduled to print.

Fields

OTHER COMP/PAYMENTS FOR ALL COMPANIES (YES/NO)

OR ENTER COMPANY NUMBER. Type in YES to set other compensation and
payment balances for all companies to zero; otherwise, type in NO and the company
number.
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AMPZS2-Employee Other Compensation/Payments Zeroing (Options)

Use this display to indicate the Employee Other Compensation/Payment balances
you want to set to zero.

If you selected multiple company support during application tailoring, this is the
second display to appear if you reset other compensation/payment balances. For
single-company installations, this is the first display to appear.

4 )

DATE ** /%% /xx PAYROLL OPTIONS AMPZS2  **
EMPLOYEE OTHER COMPENSATION/PAYMENTS ZEROING

OTHER COMP/PAYMENTS FOR ALL COMPANIES <YES/NO> ok k
OR ENTER COMPANY NUMBER *k
ZERO ALL OTHER COMP/PAYMENTS <YES/NO> aA3
OR ENTER OTHER COMP/PAYMENTS NUMBERS nnn nnn nnn nnn nnn

nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn nnn nnn nnn nnn
nnn

F19 RETURN TO SELECT

. /

What to do

» To set the compensation/payments records to zero for only one company or to
continue for more than one company, type in the information requested and press
Enter. If you have multiple company support, the Employee Other Compensation/
Payments Zeroing (Options) display (AMPZS1) appears. If you have single
company installation, the Quarter/Year-End Processing menu (AMPMO08)
appears.

» To bypass this deduction zeroing, use F19. If you have multiple company support,
the Employee Other Compensation/Payments Zeroing (Options) display
(AMPZS1) appears. If you have single company installation, the Quarter/Year-
End Processing menu (AMPMO08) appears.

Function keys
F19 RETURN TO SELECT causes display AMPZS1 to appear, if you selected

multiple company support. If you have single company installation, F19 causes menu
AMPMOS8 to appear. No updating occurs.

Fields

OTHER COMP/PAYMENTS FOR ALL COMPANIES (YES/NO)
OR ENTER COMPANY NUMBER. Appears as a result of entries on display
AMPZS1.
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ZERO ALL OTHER COMP/PAYMENTS (YES/NO)

OR ENTER OTHER COMP/PAYMENTS NUMBERS. Type in YES to set all other
compensation and payment balances to zero for the company number that appears.
Type in NO and then type in the 3-digit other compensation or payment number to
identify the specific record to set to zero in the Employee Other Compensation/
Payments file. This is the distribution number assigned in the Deduction Distribution
file.

Note: You can set up to 26 other compensation/payment numbers to set to zero
during one session. If you have more other compensation/payments to set to zero,
repeat this process as many times as needed.

Option 13. Print/Clear Current Deductions (AMPMO08)

Use this option to print the Current Deduction listing. This listing shows all the current
period employee deduction and employer current matching contribution amounts in
the Employee Miscellaneous Deductions file. You can also optionally clear these
amount fields.

Select option 13 (Print/Clear Current Deductions) any and as many times as you need
in order to obtain the required totals. However, once you clear the deductions, the
system eliminates all current period employee and employer deduction contribution
amounts from the Employee Miscellaneous Deductions file for all deductions in the
selected range. You can no longer print the deductions. This option does not affect
any other amount fields.

What information you need:

+ Company numbers
» Deduction numbers

What reports are printed: Current Deductions Listing (AMPWL)

What forms you need: None.

The basic steps for printing and clearing current deductions follow each display.

AMPWS1-Current Deduction Listing (Options)

Use this display to indicate the current deduction amounts you want to include on the
Current Deductions Listing. Optionally, you can clear the employee deduction
amounts and the employer current matching contribution amounts.

This display appears if you select option 13 (Print/Clear Current Deductions Listing)
from the Quarter/Year-End Processing menu (AMPMO08).
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4 N

DATE ** /%% /xx PAYROLL OPTIONS AMPWS1  **
CURRENT DEDUCTION LISTING

INCLUDE ALL COMPANIES <YES/NO> aA3
OR START COMPANY NO. nn
END COMPANY NO. nn
INCLUDE ALL DEDUCTION NUMBERS <YES/NO> aA3
OR START DEDUCTION NO. nnn
END DEDUCTION NO. nnn
INCLUDE TERMINATED EMPLOYEES <YES/NO> aA3
CLEAR PERIOD AMOUNTS <YES/NO> aA3

F24 CANCEL THE JOB

o /

What to do

Type in the information requested and press Enter. The Current Deductions Listing is
scheduled to print.

Function keys

F24 CANCEL THE JOB causes the Quarter/Year-End Processing menu (AMPMO08) to
appear; no report is prints. The system takes no action on the Employee
Miscellaneous Deductions file.

Fields

INCLUDE ALL COMPANIES (YES/NO)

OR START COMPANY NO.

END COMPANY NO.. Appears if you selected multiple company support during
application tailoring. Type in YES to print a listing for all companies; otherwise, type in
NO and then type in starting and ending company numbers.

INCLUDE ALL DEDUCTION NUMBERS (YES/NO)

OR START DEDUCTION NO.

END DEDUCTION NO.. Type in YES or leave blank to print a listing including all
deduction numbers; otherwise, type in NO, and then type in starting and ending
deduction numbers.

INCLUDE TERMINATED EMPLOYEES (YES/NO). Type in YES to have records for
both active and terminated employees listed; otherwise, type in NO.

CLEAR PERIOD AMOUNTS (YES/NO). Type in YES to clear the employee
deduction amounts and employer period deduction contribution amounts from the
Employee Miscellaneous Deductions file; otherwise, type in NO.
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Chapter 11.

Check Reconciliation

When you select option 9 (Check Reconciliation) from the Main Menu, the Check
Reconciliation (Select) display (AMPRU1) appears.

Reconcile checks when:

* You need to add a new check to the Check Reconciliation (CHECKR) file
* You need to reconcile a check in the Check Reconciliation (CHECKR) file
* You need to void a check in the Check Reconciliation (CHECKR) file.

The system updates the Check Reconciliation (CHECKR) file, and it generates a
Check Reconciliation register. If the system does not require privileged security, or if
you have privileged information access, you can enter new checks.

You can manually add checks to the Check Reconciliation (CHECKR) file after you
first install the Payroll application. However, it is better to let the application
automatically add checks, so it can update all applicable files at the same time.

You reconcile checks on the system as you manually reconcile checks. The system
keeps a record of each check that you write. The system removes the record as you
void checks or flag checks as cancelled. Add checks when you install the Payroll
application. You can add new checks if you have a privileged security code.

Two operators can enter data for the following types of reconciled checks:

* Regular employees
» Protected employees.

Separate the regular and protected checks before you reconcile checks. Separate the
checks into two stacks:

« Voided checks
* Reconciled checks.

As you type in records, the system accumulates the totals. Verify the totals on the
Check Reconciliation—Status display (AMPRU4) at the end of the session. The totals
should match the amount indicated on the bank statement that came with the
reconciled checks.

After you complete the entries and use F24 on the Status display to end the job, the
system prints the Check Reconciliation register. This register lists all the checks that
you added, voided, or reconciled.

What information you need: The company number for those checks you want to
maintain.

What reports are printed: Check Reconciliation register (AMPRL)
What forms you need: None.
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AMPRU1-Check Reconciliation (Reconcile/Void)

Use this display to indicate the company and select an action code to perform a task.

This display appears when you select option 9 on the Payroll Main menu.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPRU1  **
CHECK RECONCILIATION

COMPANY NUMBER nn

ACTION CODE <A/R/V> A

F24 DISPLAY STATUS

- J

What to do

Type in the information requested and press Enter.
Function keys

F24 DISPLAY STATUS causes Display AMPRUA4 to appear.
Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Type in the number of the company associated with the
paychecks you want to reconcile or void.

ACTION CODE. Type in the code for the action you want to perform.

A Add a new check to the CHECKR file
R Reconcile a check in the CHECKR file
\" Void a check in the CHECKR file.
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AMPRU2-Check Reconciliation (Reconcile/Void)

Use this display to type in check numbers and amounts to reconcile or void checks
written to the Check Reconciliation (CHECKR) file during normal payroll processing.
Use the automatic advance feature to type in information without looking at the
display. When you enter five check numbers and amounts, more fields appear, so you
can enter more check numbers and amounts. You do not need to press Enter after
each group of checks. If you make a mistake when you type in a check number or
amount, blank out that line and press Enter. The system accepts the remaining lines.

This display appears if you select action codes R or V on display AMPRU1.

4 )

DATE *% /%% /%% PAYROLL FILE MAINTENANCE RECONCILE AMPRU2 **
CHECK RECONCILIATION
COMPANY NUMBER *x
CHECK NUMBER AMOUNT
nnnnnn nnnnnnn.nn
nnnnnn nnnnnnn.nn
nnnnnn nnnnnnn.nn
nnnnnn nnnnnnn.nn
nnnnnn nnnnnnn.nn

F19 RETURN TO SELECT

- J

What to do

Type in the information requested and press Enter. When you enter five check
numbers and amounts, more fields appear so you can enter more check numbers and
amounts. You do not need to press Enter after each group of checks. When you are
finished entering check numbers and amounts, use F19. The Check Reconciliation
(Select) display (AMPRU1) appears.

Function keys

F19 RETURN TO SELECT causes the Check Reconciliation (Select) display
(AMPRU1) to appear so you can add, reconcile, or void additional checks.

Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. The number of the company associated with the paychecks you
want to reconcile or void.
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CHECK NUMBER. Type in the check number to reconcile or void, as it appears on
the monthly bank statement or data entry form.

AMOUNT. Type in the amount that appears on the monthly bank statement or data
entry form for the check.

AMPRU3-Check Reconciliation (Add)

Use this display to identify the check you want to add.

Use this display when you install the Payroll application and before you activate the
privileged security code. You can also use this display after the initial installation of the
Payroll application if you have a privileged security code.

This display appears if you select action code A on display AMPRU1.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE ADD AMPRU3  **
CHECK RECONCILIATION

COMPANY NUMBER ¥k

CHECK NUMBER nnnnnn
EMPLOYEE NUMBER nnnnn
AMOUNT NNNNNnn.nn

CHECK DATE ****x**x% nnnnnn

F19 RETURN TO SELECT

. /

What to do

Type in the information requested and press Enter. This display appears again so you
can type in information for another check. Repeat this step until you have added all
the checks you want to add. Use F19. The Check Reconciliation (Select) display
(AMPRU1) appears.

Function keys

F19 RETURN TO SELECT causes the Check Reconciliation (Select) display
(AMPRU1) to appear. You can add, reconcile, or void additional checks.
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Fields

COMPANY NUMBER. Appears if you selected multiple company support during
application tailoring. Shows the number of the company associated with the
paychecks you want to add.

CHECK NUMBER. Type in the check number of the outstanding check.
EMPLOYEE NUMBER. |dentify the employee to whom you wrote the check by typing
in the employee number. The employee number must exist in the Employee Master
file.

AMOUNT. Type in the amount for which you wrote the check.

CHECK DATE. Type in the date that appears on the check.

AMPRU4-Check Reconciliation (Status)

Use this display to review the session status of the Check Reconciliation file.

This display appears if you select F24 DISPLAY STATUS on the Check Reconciliation
(Select) display (AMPRU1). The session status shows the number of checks
reconciled, voided, and added during the file maintenance session. It also shows their
respective totals.

Note: While you enter data into the check reconciliation file, the system concurrently
updates that file. If the system abnormally ends your job and you return to enter data,
when you finish entering data and this display appears, this display shows only the
totals for the current session. The check reconciliation file, however, contains all the
changes you made.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE STATUS AMPRU4  **
CHECK RECONCILIATION

SESSION STATUS NUMBER AMOUNT

CHECKS RECONCILED Kok ok ok ok ok ok ok ok Kk ok kkkkkkkk kKK
CHECKS VOIDED * ok k ok ok ok ok ok ok %k ok ok ok ok kK ok ok ok ok ok ok
CHECKS ADDED *ok ok ok ok ok ok k ok *hkkkkhkkkkkkkk

ENTER TO CONTINUE
F24 END OF JOB
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What to do
To see the previous display, press Enter.
Function keys

F24 END OF JOB ends the job and schedules the Check Reconciliation register
(AMPRL) to print. The Main Menu (AMPMO00) appears.

Fields

CHECKS RECONCILED. The number of checks reconciled and the total dollar
amount of reconciled checks.

CHECKS VOIDED. The number of checks voided and the total dollar amount of
voided checks.

CHECKS ADDED. The number of checks added and the total dollar amount of added
checks.
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Chapter 12. File Maintenance

When you select option 10 from the Main Menu (AMPMO00), the File Maintenance
menu (AMPM10) appears so you can modify the Payroll master files.

Option 1. Employee Master (AMPM10).......ooiiiiiiiiiiiee e 12-5
Option 2. Employee State/County/Local (AMPM10).......cccuveviiiiiiieiiiiiiieeee e, 12-20
Option 3. Employee Miscellaneous Deduction (AMPM10).........cccoviiiieieiiniinnen. 12-27
Option 4. Labor Distribution (AMPM10).........eiiiiiiiiiiieiiiieee e 12-48
Option 5. Tax Table (AMPMT0).....ccouiiiiiiiiiie e 12-57
Option 6. General Ledger Master (AMPM10).......coiiiiiiiiiiiiee e 12-85
Option 7. Deduction Distribution (AMPM10)......cccoiiiiiiiii e 12-89
Option 8. Union Master (AMPMT0) .......coooiiiiiiiiii e 12-111
Option 9. Employee Termination/Activation (AMPM10)..........cccociiiiiiiiiieiinnnnn. 12-116
Option 10. Employee Other Compensation/Payments (AMPM10)..................... 12-120
/ AMPM10 Payroll Hok ok kK ok ok kK \

File Maintenance
Type option or command; press Enter.

Employee Master

Employee State/County/Local

Employee Misc. Deduction

Labor Distribution

Tax Table

General Ledger Master

Deduction Distribution

Union Master

Employee Termination/Activation
Employee Other Compensation/Payments

WUk WM

[

==>

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

- /

Option 1. Employee Master. Use this option to maintain the Employee master file, in
which information about each employee in each company is stored.

Option 2. Employee State/County/Local. Use this option to maintain the state,
county, or local tax record. This record shows the rates and balances for each
employee in each state, county, and local taxing body.

Option 3. Employee Misc. Deduction. Use this option to maintain records for
miscellaneous deductions such as the following:

Credit union

United Way contributions
Tools

Savings bonds

Wage garnishments

Child support payments

IRAs

401(k) plan deductions
Cafeteria plan benefits
Electronic deposit deductions.
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Option 4. Labor Distribution. Use this option to maintain the records of account
numbers for each department or production facility charged for labor in that
department or production facility.

Option 5. Tax Table. Use this option to maintain the tax tables that contain the
algorithms for calculating the tax for each taxing body.

Option 6. General Ledger Master. Use this option to maintain the general ledger
account descriptions and account numbers. This option is available if you did not
install the General Ledger application and if you selected general ledger distribution
during application tailoring.

Option 7. Deduction Distribution. Use this option to maintain the description,
general ledger account numbers and other identifying information for the following:

Miscellaneous deductions

Federal tax (FICA and FUTA)

State, county, and local taxing bodies
Union deductions

Other compensation and payments
EIC payments

Directed deductions.

Also use this option to maintain the company record (code C) that contains static
information about the following:

» Electronic deposit support

+ Shift differentials

» Employer Social Security, Medicare, and FUTA liability and expense account
numbers

» Employee Social Security and Medicare tax account numbers

Option 8. Union Master. Use this option to maintain the file that contains a record for
each deduction within a union.

Option 9. Employee Termination/Activation. Use this option to change the record
code in the master files from active to terminated for an employee who is no longer
being paid. This keeps you from paying someone inadvertently and allows you to
purge records at year-end. In addition, the system generates a report showing
balances of deductions, earnings, and taxes. You can also use this option to
reactivate a previously terminated employee.

Option 10. Employee Other Compensation/Payments. Use this option to maintain
the records for each compensation and payment for employees. Other compensation
and payments could include the following:

Company cars,

Free or discounted airfare

Vacations

Discounts on property and services
Memberships in social clubs

Tickets to sporting and entertainment events.

Throughout the year, you change information in the Payroll master files as employees
join or leave the company, and employees request you to change information about
themselves. You might also update files because:

* You change the General Ledger master file

* You change descriptions or account numbers



Contents

Index Page 12-3

* You add or change a new employee deduction or adjustment, such as a general
ledger account number for an existing deduction or adjustment

* An employee requests you to withhold or stop a deduction
* You add department/production facility combinations to the Labor Distribution file
* You made changes in the tax table
* You add or delete a union deduction
* You change a description in some master file data.
You can change some or all of the data in each file. Fill out a form to ensure you have
all the information you need, and then maintain the files. The system edits the data

you enter for valid codes, numbers, and other information. If you, or the system, find
errors, correct the errors before you continue.

You can print a before-and-after change list in the order in which you entered changes
to each individual record in a file.

Notes:

1. You cannot maintain the General Ledger master file if the General Ledger
application is installed and interfacing. You must maintain the file from that
application.

2. Use Employee Miscellaneous Deduction file maintenance to maintain the
Employee Electronic Funds master (EMPEFT) file.

The following conditions apply to file maintenance:
* Multiple users can maintain the same files at the same time.

* You can maintain the Employee Termination/Activation file to both terminate and
activate employees.

The system edits data fields in some files against data fields in other files. If you want
to change data in any of these fields, you must change the data in a particular
sequence. For example, the system edits the general ledger account number in the
Labor Distribution file against data in the General Ledger master file. Before you can
change a general ledger account number in the Labor Distribution file, the account
number must be in the General Ledger master file.

When you initially install the Payroll application, load and enter data in the files into
the following order. The keys in some files directly relate to keys in other files.
» General Ledger master (GELMAS).

» Deduction Distribution (DISTRB). Two fields relate to the fields in the General
Ledger master file:

- Company number-relates to field COMNO

- General ledger account numbers (GLANO, SFGLN, EREXP, ERLIA, GLOFD,
GLOFD)-relate to field GLANO

» Labor Distribution (LABDIS) Two fields relate to the fields in the General Ledger
master file:

- Company number-relates to field COMNO

- General ledger account numbers (LGLNO, SGLNO, PGLNO)-relate to field
GLANO



Contents

Index

Page 12-4

+ Tax Table
* Employee master (EMPMAS). Three sets of fields relate to fields in this file:

1: Tax Table file:

- State code (STATC)-relates to field DISTC

- County code (CONTC)-relates to field DISTC
- Local code (LOCCD)-relates to field DISTC

- Pay frequency-relates to field PFREC

- Marital status—relates to field MARST

2: Labor Distribution file:

- Company number-relates to field COMNO
- Department number (HDEPT)-relates to field DPTNO
- Production facility code (HWORK)-relates to field WKCTR

3: Deduction Distribution file:

Company number—relates to field COMNO
State code (STATC)-relates to field DISTC
County code (CONTC)-relates to field DISTC
Local code (LOCCD)-relates to field DISTC
Union code (UNINO)-relates to field DISNO

Employee State/County/Local (EMPSCL). Three sets of fields relate to fields in
this file:

1: Employee master file:

- Employee number-relates to field EMPNO
- Company number-relates to field COMNO

2: Tax Table file:

- Type code (TYPCD)-relates to field DISTC

Pay frequency-relates to field PFREC

Marital status—relates to MARST

State/county/local code (STLCC)-relates to DISNO

3: Deduction Distribution file:

- Company number-relates to field COMNO
- State/county/local code (STLCC)-relates to field DISNO
- Type code (TYPCD)-relates to field DISTC

Employee Miscellaneous Deduction (EMPDED). Three sets of fields relate to
fields in this file:

1: Employee master file:

- Employee number—relates to field EMPNO
- Company number-relates to field COMNO

2: Deduction Distribution file:

- Company number-relates to field COMNO
- Deduction/adjustment number (DEDNO)-relates to DISNO

3: General Ledger master file: Override general ledger account number
(DEANO)-relates to record GLANO

Employee Other Compensation/Payments (EMPBEN). Three sets of fields relate
to fields in this file:

1: Employee master file:
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- Employee number-relates to field EMPNO
- Company number-relates to field COMNO

2: Deduction Distribution file:

- Company number-relates to field COMNO
- Distribution number (DEDNO)-relates to field DISNO

3: General Ledger master file: Override general ledger account number
(GLOFD/GLOFC)-relates to record GLANO

» Union master (UNIMAS). Three fields relate to the fields Deduction Distribution
file:

- Company number-relates to field COMNO
- Union distribution number (UNINO)-relates to field DISNO
- Union deduction type-relates to field UTYPE

» Check Reconciliation (CHECKR). The Employee number relates to the Employee
Master file field EMPNO.

Option 1. Employee Master (AMPM10)

» Add new employees. You can only add employee records that contain quarterly
and annual information if you have a privileged user ID. Prepare the basic
employee information on form PR-02 and use the information that follows. Review
the information carefully to make sure it is correct. The Payroll application
frequently uses the information during pay-period processing.

- Assign an employee and/or company number. Remember to write that
number on any forms you fill out for that employee or company. These
numbers are keys that tell the Payroll application which employee or
company you are referring to.

- Assign a minority code, if required. If you use a minority code, you can use
both alphabetic and numeric characters. See the government standard for
codes you should use to report information that uses a minority code.

- Assign a Marital Status code to indicate which tax record to use for this
employee’s withholding tax.

M Married; married tax table is used

S Single; single tax table is used

H Head of household; head of household tax table is used
N No tax table is used.

Used to select tax table records from the Tax Table file.

If the employee’s marital status is N, use the Federal income tax (FIT)
percentage and extra fixed amount in the Employee master file to calculate
tax. The Payroll application uses only the FIT and FICA fields to calculate tax
if the employee’s marital status is N.

- Write in your company’s worker’s compensation code. If you use this code, it
can be any number from 0 through 99999. You can assign different codes for
different employment functions within your company, so the names of
employees who work within each function appear together on the Worker’s
Compensation Worksheet. For example, you can assign all office personnel
to code 100.

- Assign a union code, if required. Use the distribution number from the
Deduction Distribution file. Leave the field blank if an employee does not
belong to a union.
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- Assign a pay frequency code. Use this code to access tax records.

WK Weekly

BW Biweekly

SM Semimonthly
MN Monthly.

The system updates the fields that contain the number of weeks worked in a
quarter in the Employee master and Employee State/County/Local files each
time you pay an employee. The system adds a number of weeks to the
quarterly field depending on which pay frequency code you choose.

WK 1
BW 2
SM 2
MN 4

The weeks an employee worked in a quarter and/or year-to-date appear on
the following registers and forms:

Y-T-D/Q-T-D Earnings register
State, County, and Local register

941A register
941A form.

You can use the following pay types:

H Hourly
S Salaried
N Nonexempt salaried

Used to select tax table records from the Tax Table file.

Assign the salary and/or the hourly rate for the employee. The hourly rate
always applies to first shift.

For example, an employee’s base pay is $4.00, and the employee works
second shift. The Payroll application adds the shift differential you specified to
the $4.00 base. If the shift differential is $0.50 per hour, the system pays the
employee $4.50 an hour for the number of second-shift hours the employee
works. If an employee is nonexempt salaried, assign both a salary and an
hourly rate. If you assign regular hours, the Payroll application applies the
shift differential, based on the hourly rate, for shifts 2 and 3.

Assign one of the following FIT codes to indicate whether or not to withhold
Federal income tax from this employee’s paycheck.

Y Yes. Employee’s wages are subject to Federal income tax. Sick pay
is considered taxable.

N No. Employee’s wages are not subject to Federal income tax. No
withholding tax will be computed but FIT and FUTA taxable wages
will be recorded.

S Sick pay. Employee’s wages are subject to Federal income tax but
sick pay is exempt. The portion of wages identified as sick pay is not
recorded as FIT or FUTA taxable wages.

You can deduct an additional whole dollar amount as well as the normally
calculated withholding amount for the employee’s FIT. The Payroll application
applies the extra FIT percent to the taxable gross and then adds it to the
normally calculated withholding.

- Assign one of the following FICA codes to indicate whether or not to withhold

Social Security and Medicare taxes from this employee’s paycheck:
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Y Employee’s wages are subject to Social Security and Medicare. Sick
pay is considered taxable for both.

N Employee’s wages are not subject to Social Security or Medicare. No
withholding tax is computed and no FICA-taxable wages are
recorded.

S Employee’s wages are subject to Social Security and Medicare. Sick

pay is exempt from both. The portion of wages identified as sick pay
is not recorded as FICA taxable wages.

M Employee’s wages and sick pay are subject to Medicare only. Wages
and sick pay are recorded as FICA taxable wages.

Note: The Payroll application uses only the FIT and FICA fields to calculate
tax if the employee’s marital status is N.

The system continues to accumulate the employee Social Security and
Medicare taxable wages but does not accumulate the tax once the wages
reach the limits you entered in the Deduction Distribution file. You can assign
different limits for employee and employer Social Security and Medicare.

The wages can accommodate these different limits as well as to cover the
possibility of a reversal or an adjustment where the tax collected earlier in the
year may need to be returned to the employee.

If you have just converted your files to XA, verify the data in the following files:
— Employee Master file:

— Employee Social Security/Medicare taxable
— Social Security tax withheld
— Medicare tax withheld

— Deduction Distribution file:

— Company record for the employer Social Security/Medicare liability
— Company record for the employer and employee Social Security/
Medicare distribution accounts.

The system calculates employer liability based on the accumulated
employee’s taxable fields for a given company. You should only have to
minimally correct these taxable fields.

Note: Check FUTA, Social Security, and Medicare rates at the beginning of
each year because these rates may change. Change the Federal tax
distribution record in the Deduction Distribution file to reflect current rates.

You can calculate Social Security and Medicare separately for employer and
employee. The Payroll application handles up to four rates and/or limits. The
system bases employee Social Security and Medicare contributions on the
current gross plus the YTD taxable gross for that employee. The system
bases employer Social Security and Medicare contributions on the current
gross plus the YTD taxable gross for that company. Even though the
calculation rates agree, you may find a logical discrepancy between these
amounts because the system rounds off employee Social Security and
Medicare for each employee in a payroll run.

- Assign state, county, and local codes for tax purposes, for government

reporting, or for employees who work in multiple states.

If employees work for you in more than one state, assign the state code for
the state in which they work the most. If you withhold state tax, assign the
distribution number you assigned in the Deduction Distribution file for that
state as the state code.
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- Assign the employee’s standard working shift. The Payroll application uses
this shift number to determine whether or not the employee is eligible for a
shift-differential bonus when the employee works a non-standard shift.
Indicate if the employee normally works first, second, or third shift (1, 2, or 3).
If you assign 2 or 3, the Payroll application adds the differential to the
employee’s hourly rates.

- Assign a department number for the employee’s home department. The
home department is the one in which the employee normally works. The
department identification must exist in the Labor Distribution file.

When you add records, also complete forms PR-04 and PR-05. Use these forms
to gather information for the Employee Miscellaneous Deduction and Employee
State/County/Local files.

Change Employee master information. You can change any of an employee’s
basic information and additional W-2 data. Use form PR-03. If you activated the
privileged level of security, only user IDs that have privileged authorization can
make changes to quarterly and year-to-date information.

To change a state, county, or local code in an employee record, use form PR-04
to gather information. Perform the following tasks to verify the file:

- Write in the employee number.
- Write in C for the action code.
- Write information in only the fields you want to change.

Delete employees. You can only delete an employee when no payroll balances
exist for that employee. Normally, you delete an employee record only when you
have erroneously added that employee record.

Note: If the system contains an employee record with a balance, the only way to
delete the record is to use the Employee Termination option to flag the record.
The application deletes the record when you select Reset Master Balances during
year-end closing after you have completed W-2 reporting.

Use form PR-04 to gather information for the employee record you want to delete
S0 you can ensure accuracy in the file:

- Write in the correct employee number.
- Write in D (delete) for the action code.

What information you need: Forms PR-02 and PR-03

What reports are printed: Employee Master Maintenance listing (AMPTU)
What forms you need: None.

The basic steps for maintaining files follows each display.

AMPTU1-Employee Master (Select)

Use this display to set up and maintain an Employee Master file record for an
individual employee.

This display appears if you select option 1 (Employee Master) from the File
Maintenance menu (AMPM10). Before you add or change Employee Master file
records, be sure the Deduction Distribution, Labor Distribution, and Tax Table master
files are up to date. Certain information entered during Employee Master file
maintenance also appears in these other master files.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPTU1l  **
EMPLOYEE MASTER

EMPLOYEE NUMBER nnnnn
ACTION CODE <A/C/D> A

DO YOU WANT TO SEE PRIVILEGED DATA <YES/NO> aA3

F24 DISPLAY STATUS

o /

What to do

» Type in the information requested and press Enter. The Employee Master (Add)
display (AMPTU2) appears.

* To review the session status or to end the session, use F24.

Function keys

F24 DISPLAY STATUS causes the Employee Master (Status) display (AMPTU4) to
appear. The display shows the status of the file maintenance session.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

EMPLOYEE NUMBER [?]. Required. Type in the employee number used to identify
the employee.

ACTION CODE (A/C/D). Required. Type in one of the following codes:

A Add
C Change
D Delete.

DO YOU WANT TO SEE PRIVILEGED DATA (YES/NO). Required. This field
appears if you need a user ID authorized for privileged data. Type in YES to enter or
review an employee’s cumulative payroll data (such as gross earnings, Federal taxes
paid, or weeks worked) on display AMPTUS3. Enter this information when you first
created the record. The application updates this information every time you pay the
employee. After you create the file and activate the privileged security level, only a
user with a user ID authorized for privileged information can access that information.
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AMPTU2-Employee Master (Add, Change, Delete)

Use this display to enter personnel data, job information, and other data the system
can use to calculate gross pay and tax withholdings.

This display appears during Employee Master file maintenance.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPTU2  **
EMPLOYEE MASTER

EMPLOYEE NO. KAk Kk COMPANY NO. nn

NAME aaaaaaaaaaaaaaaaaaaaaalls STREET aaaaaaaaaaaaaaaaah20

CITY/STATE aaaaaaaaaaaaaaaaal20 ZIP CODE aaaaaaalAll

PHONE aaaaaaaaaaaaaaaaaA20 MAIL CHECK <Y/N> A

SOC SEC NO. NNNNNNNNN MARITAL STATUS <M/S/H/N> A

HOME DEPT aaA4 HOME PRODUCTION FACILITY aaaAb5

SHIFT CODE n OCCUPATION DESC aaaaaaaAlol

MINORITY CODE A WORKERS COMP CODE nnnnn

FIT APPLY <Y/N/S> A SS/MED APPLY <Y/N/S/M> A

FIT EXEMPTIONS nn PENSION PLAN <Y/N> A

EXTRA FIT $ nnn.nn EXTRA FIT % nn.n

PROTECT PAY <P/ > A PAY TYPE <H/S/N> B

HIRE DATE nnnnnn PAY FREQ <WK/BW/MN/SM> BB

SALARY nnnnn.nn REG HR RATE nn.nnn

OVRTIME HR RATE nn.nnn PREM HR RATE nn.nnn

UNION CODE nnn STATE CODE nnn

COUNTY CODE nnn LOCAL CODE nnn

CREW NUMBER nnn WORK SCHEDULE <1-999> nnn

MULTI-JOB <Y/N> A D.0.B. (MM/DD/YYYY) nn/nn/nnnn
F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

» Type in the information required and press Enter. If you have the authority to see
privileged data, the Employee Master (Add, Change, Select) display (AMPTU3)
appears; otherwise, the Employee Master (Select) display (AMPTU1) appears
again.

» To see the display as it was before you typed anything in the fields, use F18.
Function keys

F18 REFRESH SCREEN causes display AMPTU2 to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPTU1 to appear again; no file updating
occurs.

Fields

Certain fields require entry as a result of application tailoring options selected; other
fields require entry because of information in other master files. See the requirements
that follow each field.

EMPLOYEE NO.. The employee number as entered on display AMPTU1 used to
identify the employee.
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COMPANY NO.. Appears and is required if you selected multiple company support
during application tailoring. When you add a record, type in the number of the
company for which the employee normally works.

NAME. Type in the name of the employee, using up to 25 characters. Use this field
when you prepare various payroll reports.

STREET

CITY/STATE

ZIP CODE. Type in the home address of the employee in these three fields. Use this
fields when you prepare W-2 forms each year. The information may appear on
employee paychecks.

PHONE. Type in the employee’s complete telephone number, including area code, if
applicable. This field is optional and appears on the Current Employee Listing and
Employee Master Listing.

MAIL CHECK (Y/N). Required. Type in Y (Yes) only when you are to mail the
employee’s paycheck. If you do not make an entry, the system uses the default N
(No).

SOC SEC NO. (Social Security Number). Use this field when you prepare
government reports. Type in the employee’s Social Security identification number.

MARITAL STATUS (M/S/H/N). Required when you calculate taxes and ensures that
the system uses the proper tax table. Type in one of the following codes:

Married; married tax table is used

Single; single tax table is used

Head of household; head of household tax table is used
No tax table is used.

ZI0nN=E

Used to select tax table records from the Tax Table file.

If you select a marital status of N, the system uses the extra FIT amount and/or extra
FIT percent entered for that employee to calculate Federal taxes.

HOME DEPT (Home Department). Required. Type in the number of the department
to which the employee is assigned. The Deduction Distribution file uses this field to
retrieve appropriate records in the Labor Distribution file. The Labor Distribution file
must contain a corresponding code for the home department.

HOME PRODUCTION FACILITY. Required if you choose to break down labor costs
to facility within department. Type in the facility identification associated with the
employee’s home department. The Labor Distribution file must contain a
corresponding code for the home production facility.

SHIFT CODE. Required. Type in one of the following codes:

1 First shift
2 Second shift
3 Third shift.

Use the shift code so the system can apply the correct shift differential rate to the
employee’s hourly rate. If you enter 2 or 3, the application always adds the shift-
differential bonus to the hourly rate. For automatic overtime calculation, the system
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also applies the bonus when an employee works non-standard shift hours. Always
enter rates as if the employee works the first shift.

OCCUPATION DESC (Occupation Description). Type in the employee’s occupation
description or job title.

MINORITY CODE. Use this field when you prepare statistics relating to affirmative
action programs. Refer to standard government codes as necessary.

WORKERS COMP CODE (Worker’s Compensation Code). Use this field to
prepare the Worker’s Compensation Worksheet. The worker’s compensation code is
the 5-digit code assigned to the employee and represents a compensation category.
Group similar employees together. For example, you might code all office personnel
as 0100.

FIT APPLY (Y/N/S). Type in one of the following codes:

Y Yes. Employee’s wages are subject to Federal income tax. Sick pay is
considered taxable.

N No. Employee’s wages are not subject to Federal income tax. No withholding
tax will be computed but FIT and FUTA taxable wages will be recorded.

S Sick pay. Employee’s wages are subject to Federal income tax but sick pay is
exempt. The portion of wages identified as sick pay is not recorded as FIT or
FUTA taxable wages.

Do not change this response during the year.

SS/MED APPLY (Y/N/S/M). Type in one of the following codes:

Y Employee’s wages are subject to Social Security and Medicare. Sick pay is
considered taxable for both.

N Employee’s wages are not subject to Social Security or Medicare. No
withholding tax is computed and no FICA-taxable wages are recorded.

S Employee’s wages are subject to Social Security and Medicare. Sick pay is
exempt from both. The portion of wages identified as sick pay is not recorded
as FICA taxable wages.

M Employee’s wages and sick pay are subject to Medicare only. Wages and sick
pay are recorded as FICA taxable wages.

Note: The Payroll application uses only the Extra FIT $ and/or Extra FIT % to
calculate tax if the employee’s marital status is N.

The system continues to accumulate the employee Social Security and Medicare
taxable wages but does not accumulate the tax once the wages reach the limits you
entered in the Deduction Distribution file. You can assign different limits for employee
and employer Social Security and Medicare.

Do not change this response during the year.
FIT EXEMPTIONS. Required for Federal income tax calculations. The number of
exemptions determines the exemption amount used from the Tax Table file. Type in

the number of personal exemptions claimed by the employee.

PENSION PLAN (Y/N). Required. Type in Y (Yes) if an employee participates in an
authorized pension plan; otherwise, type in N (No).
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EXTRA FIT $ (Extra FIT Dollar Amount). Type in an additional fixed dollar amount
you want the system to deduct from an employee’s wages for Federal income taxes.
Based on the marital status code of the employee, one of the following happens:

M, S, or H The system deducts a fixed dollar amount from an employee’s wages,
over and above normal Federal taxes

N The system considers the fixed dollar amount to be the Federal tax
amount withheld.

Note: You can use an extra FIT dollar amount in combination with an extra FIT
percentage for an employee.

EXTRA FIT % (Extra FIT Percent). Type in an additional fixed percentage you want
the system to apply against an employee’s wages. The system deducts the resulting
amount from the employee’s wages for Federal income taxes. Based on the marital
status code of the employee, one of the following happens:

M, S, or H The system deducts the resulting amount from an employee’s wages,
over and above normal Federal taxes

N The system considers the resulting amount to be the Federal taxes
withheld.

Note: You can use an extra FIT percentage in combination with an extra FIT dollar
amount for an employee.

PROTECT PAY (P/blank). Type in one of the following codes:

P Protected employee; protected authority is required
blank Not protected; no protected authority required.

The system processes protected records in a separate task from records of regular
hourly or salaried employees. This field identifies highly compensated employees and
assists in the nondiscrimination tests under salary deferral plans. Also, you must have
the authority to process protected employee records in order to update or use
protected employees’ information during payroll processing.

PAY TYPE (H/S/N). Required for payroll calculations. Type in one of the following
codes:

H Hourly
S Salaried
N Nonexempt, salaried.

If you type in regular hours for a salaried non-exempt employee and the employee
worked these hours on second or third shift, hourly shift differentials are computed
and added to the base salary.

If you type in overtime hours, the application extends the hours by the applicable
hourly rate after any shift differential has been added in. The result is added to the
base salary or salary plus shift differential.

HIRE DATE. Type in the date you hired the employee.

PAY FREQ (Pay Frequency) (WK/BW/MN/SM). Required to ensure the system uses
the proper tax table. You must include a pay frequency in order to update the Weeks
Worked field (display AMPTUS3) during payroll processing. Type in one of the following
codes to indicate how often you pay an employee:
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WK Weekly: paid once each week

BW Biweekly: paid every two weeks

MN Monthly: paid once each month

SM Semimonthly: paid twice each month

To change from weekly to biweekly pay frequency:
1. Change the pay frequency code to BW in the Employee Master file.
2. Adjust the salary for the salaried employee in the Employee Master file.

3. Add new tax table records for Federal, State, County, and Local taxes for
Biweekly pay frequency.

4. Adjust the amount of any fixed amount deductions so the month/YTD totals are
the same.

5. Make the necessary changes to the Labor Distribution Premium record codes if
automatic overtime is involved.

SALARY. For a salaried employee, type in the salary per pay period. For a
nonexempt salaried employee, type in both a salary amount and hourly rates.

REG HR RATE (Regular Hourly Rate). For an hourly or nonexempt salaried
employee, type in the employee’s regular hourly rate. The hourly rate always applies
to first shift.

For example, if base pay is $7.00, but the employee works second shift, the system

automatically adds the shift differential you specified to the base, if you selected shift
differential support during application tailoring. If the differential is $.20 per hour, you
would pay this employee $7.20 per hour for the second shift hours worked.

OVRTIME HR RATE (Overtime Hourly Rate). For an hourly or nonexempt salaried
employee, type in the employee rate for overtime pay.

PREM HR RATE (Premium Hourly Rate). Type in the hourly premium pay rate for
hourly or non-exempt employees. Payroll considers premium time as additional hours
paid an employee, not actual work hours.

For example, you use premium time. An employee works 10 hours. Enter 10 regular
hours and some number of premium hours (usually ® the regular rate). By doing this,
you compensate the employee for the extra hours he or she works.

UNION CODE. If you selected union distribution during application tailoring, type in
the distribution number from the Deduction Distribution file for the union to which this
employee belongs.

STATE CODE
COUNTY CODE
LOCAL CODE. Use the state, county, and local codes for the following:

* Tax purposes
» Government reporting
* Employees who work in more than one state.

Type in the same distribution numbers you defined in the Deduction Distribution file
for the state, county, and local taxes for the employee’s work location.
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If you have a state tax to withhold, use the distribution code defined in the Deduction
Distribution file. Enter this code if the state in which the employee works has disability
insurance or income tax.

Note: You must have records set up in the Employee State, County, or Local file
(EMPSCL) for any codes you enter here or you cannot complete the payroll
Calculator menu option.

CREW NUMBER. Appears if PM&C is installed. Type in the crew number, if the
employee belongs to a crew.

WORK SCHEDULE (1-999). Appears if PM&C is installed. Type in the work schedule
for this employee.

MULTI-JOB (Y/N). Appears if PM&C is installed. Type Y (Yes) if the employee can
work on more than one job at a time; otherwise, type N (No).

REFERENCE DATE. Optional and user-defined. Type in the additional date you have
defined for reference use. This field appears on some reports but is not the basis for
any calculations. The system considers this field to hold privileged data.

AMPTU3-Employee Master (Add, Change, Delete)

Use this display to enter or review an employee’s cumulative payroll data.

This display appears if you maintain the Employee master file. Display AMPTU3
appears only if you have a privileged user ID (if you activated security after you
created the file). Request authority to view privileged data on display AMPTU1.

When you create the Employee Master file, you may enter quarterly totals pertaining
to the following:

Gross earnings

Federal taxes withheld
Weeks worked

Sick pay wages

Earned income credits
FIT taxable wages
FUTA taxable wages
Fringe benefit payments.

You may also enter year-to-date hours for the following:

» Total regular and overtime
» Sick time

* Holiday

* Vacation

Once you install your payroll system, the Payroll application updates this information
and no workstation updating is necessary.



AMPM10, option 1

Contents

Index

Page 12-16

4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPTU3  **
EMPLOYEE MASTER

EMPLOYEE NO. * Kk kK Kk kkkhkhkhkhkkhkhkhkhkkkkk
FEDERAL QTR 1 QTR 2 QTR 3 QTR 4
GROSS EARNINGS n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn = n,nnn,nnn.nn
GROSS TAXABLE n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn = n,nnn,nnn.nn
FED TAX n,nnn,nnn.nn = n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn
SOSC/MED TXBL n,nnn,nnn.nn  n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn
SOSC TAX nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
MEDICARE TAX nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
FRINGE TAXABLE n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn = n,nnn,nnn.nn
EIC PAYMENTS nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
FED UNEMPLOYMENT n,nnn,nnn.nn = n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn
WEEKS WORKED nn nn nn nn
SICK PAY nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
SICK HOURS ALLOWED nn,nnn.nn VACATION HOURS ALLOWED nn,nnn.nn
YEAR TO DATE HRS WORKED OVERTIME SICK HOLIDAY VACATION

nnnnn.nn nnnnn.nn nnn.nn nnnnn.nn nnnnn.nn
UPDATE ADDITIONAL EMPLOYEE INFORMATION <Y/N> A
F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

When you install your Payroll application, type in the information requested and press
Enter. After installation, the system updates these fields for you. If you selected to
update additional employee information, the Employee Master—Additional Employee
Information (Add, Change, Delete) display (AMPTU3A) appears; otherwise, the
Employee Master (Select) display appears again.

Function keys

F18 REFRESH SCREEN causes display AMPTUS3 to appear with the values entered
prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPTU1 to appear again; no file updating
occurs.

Fields

EMPLOYEE NO.. The number as entered on display AMPTU1 used to identify the
employee.

Employee Name. The name of the employee identified by this employee number.

FEDERAL.

GROSS EARNINGS:

GROSS TAXABLE:

FED TAX (Federal Tax):

SOSC/MED TXBL (Social Security/Medicare Taxable):

SOSC TAX (Social Security Tax):

MEDICARE TAX:

FRINGE TAXABLE (Other Compensation Taxable):

EIC PAYMENTS:

FED UNEMPLOYMENT (Federal Unemployment Insurance Taxable):
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When you install the application, type in quarterly amounts for these fields.

WEEKS WORKED. When you install the application, type in the number of weeks the
employee worked during each quarter.

SICK PAY. When you install the application, type in the sick pay amounts the
employee received during each quarter.

SICK HOURS ALLOWED. When you install the application, add an employee, or
change sick hours allowance for an employee, type in the number of sick hours
allowed for the employee for the year.

VACATION HOURS ALLOWED. When you install your Payroll application, add an
employee, or change vacation hours allowance for an employee, type in the number
of vacation hours allowed for the employee for the year.

YEAR TO DATE HRS (Year To Date Hours).

WORKED:
OVERTIME:
SICK:
HOLIDAY:
VACATION:

When you install the application or add an employee, type in year-to-date amounts for
the preceding fields.

UPDATE ADDITIONAL EMPLOYEE INFORMATION (Y/N). Type in Y (Yes) to enter
or update additional data for the employee; otherwise, type in N (No). If you selected
ACTION CODE A (Add), the default is Y. If you selected ACTION CODE C (Change),
the default is N.

AMPTU3A-Employee Master—Additional Employee Information (Add,
Change, Delete)

Use this display to enter or review an employee’s additional information.

This display appears during Employee Master file maintenance. Display AMPTU3A
appears only if you responded Y (Yes) to UPDATE ADDITIONAL EMPLOYEE
INFORMATION on display AMPTUS3.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPTU3  **
EMPLOYEE MASTER

EMPLOYEE NO. * Kk k Kk Kk LRSS SR RS SRS RS SRR EEEEEEERES
FEDERAL QTR 1 QTR 2 QTR 3 QTR 4
GROSS EARNINGS n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn = n,nnn,nnn.nn
GROSS TAXABLE n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn = n,nnn,nnn.nn
FED TAX n,nnn,nnn.nn = n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn
SOSC/MED TXBL n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn
SOSC TAX nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
MEDICARE TAX nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
FRINGE TAXABLE n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn = n,nnn,nnn.nn
EIC PAYMENTS nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
FED UNEMPLOYMENT n,nnn,nnn.nn = n,nnn,nnn.nn n,nnn,nnn.nn n,nnn,nnn.nn
WEEKS WORKED nn nn nn nn
SICK PAY nn,nnn.nn nn,nnn.nn nn,nnn.nn nn,nnn.nn
SICK HOURS ALLOWED nn,nnn.nn VACATION HOURS ALLOWED nn,nnn.nn
YEAR TO DATE HRS WORKED OVERTIME SICK HOLIDAY VACATION
nnnnn.nn nnnnn.nn nnn.nn nnnnn.nn nnnnn.nn

UPDATE ADDITIONAL EMPLOYEE INFORMATION <Y/N> A
F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the requested information for the employee and press Enter. The
Employee Master (Select) display (AMPTU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.
Function keys

F18 REFRESH SCREEN causes display AMPTU3A to appear with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPTU1 to appear again; no file updating
occurs.

Fields

EMPLOYEE NO.. The number as entered on display AMPTU1 used to identify the
employee.

Employee Name. The name of the employee identified by this employee number.

The system uses the STATUTORY EMPLOYEE, DECEASED, LEGAL, and 942
EMPLOYEE fields to print W-2 registers and forms. Type in Y to control the printing of
an X in the associated box on the W-2 form.

STATUTORY EMPLOYEE. Type in Y (Yes) if this is a statutory employee; otherwise,
type in N (No). See Circular E: Employer’s Tax Guide for the definition of this type of
employee.

DECEASED. Type in Y (Yes) if the employee is dead; otherwise, type in N (No).
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LEGAL. Type in Y (Yes) if the employee name printing on the W-2 is for a trust
account or if another name of an acting legal representative prints; otherwise, type in
N (No).

942 EMPLOYEE. Type in Y (Yes) for household employees; otherwise, type in N
(No).

EIC ELIGIBLE (Earned Income Credit Eligible) (B/Y/N). Type in one of the
following codes identifying the employee’s eligibility for earned income credit
payments:

B Both the employee and spouse are eligible and have W-5 forms on file
Y Employee is eligible and has a W-5 form on file
N Employee is not eligible.

If an employee is eligible for earned income credit, the code ensures that the system
uses the proper tax table to calculate the EIC payments; otherwise, no EIC is
calculated.

AMPTU4-Employee Master (Status)

Use this display to review the status of the current file maintenance session.

This display appears if you use F24 DISPLAY STATUS on display AMPTU1. This is
the last display to appear during Employee Master file maintenance. The session
status shows the number of records that you added, changed, or deleted during the
current file maintenance session.

4 )

'
DATE ** /%% /%% PAYROLL FILE MAINTENANCE STATUS AMPTU4  **
EMPLOYEE MASTER

SESSION STATUS
RECORDS ADDED ok ko ko ok K RECORDS DELETED ** %%k
RECORDS CHANGED  *** %% %%

ENTER TO CONTINUE
F24 END OF JOB

- /

What to do

To end the session, use F24. The Employee Master Maintenance Listing is scheduled
to print.
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Function keys

F24 END OF JOB ends Employee Master file maintenance and schedules the
Employee Master Maintenance Listing (AMPTU) for printing.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.

Option 2. Employee State/County/Local (AMPM10)

Use this option to add a new employee record to the Employee State/County/Local
file, or change or delete employee information already in the file.

This file uses information from the Deduction Distribution, Labor Distribution, and Tax
Table files. Be sure those files are up to date before you add or change a record in the
Employee Master file.

What information you need: None.

What reports are printed: Employee State/County/Local Maintenance Listing
(AMPVU).

What forms you need: PR-04.

The basic steps to maintain the Employee State/County/Local file follow each display.

AMPVU1-Employee State/County/Local (Select)

Use this display to set up and maintain an Employee State/County/Local file record for
each employee for each tax withheld from the employee’s earnings, if you selected
state/county/local support during application tailoring.

This display appears if you select option 2 (Employee State/County/Local) from the
File Maintenance menu (AMPM10). Before adding or changing records, be sure the
Employee Master and Deduction Distribution files are up to date. Also, be sure a Tax
Table file record exists that matches the marital status and pay frequency for the tax
you want to withhold.
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4 N

DATE ** /%% /%x PAYROLL FILE MAINTENANCE SELECT AMPVU1  **
EMPLOYEE STATE/COUNTY/LOCAL

COMPANY NUMBER nn
EMPLOYEE NUMBER nnnnn
DISTRIBUTION CODE <A/I/L/K/S> A
DISTRIBUTION NUMBER nnn
ACTION CODE <A/C/D> A

DO YOU WANT TO SEE PRIVILEGED DATA <YES/NO> aA3

F24 DISPLAY STATUS

- J

What to do

Type in the information requested and press Enter. The Employee State/County/
Local (Add, Change, Delete) display (AMPVU2) appears.

Function keys

F24 DISPLAY STATUS causes the Employee State/County/Local (Status) display
(AMPVUA4) to appear. The display shows the status of the file maintenance session.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

COMPANY NUMBER. Appears and is required if you selected multiple company
support during application tailoring. Type in the company number for which this
employee works.

EMPLOYEE NUMBER [?]. Required. Type in the employee number whose state/
county/local taxes you are defining.

DISTRIBUTION CODE (A/I/L/K/S). Required. Type in the distribution code that
identifies the tax table to be used:

State unemployment insurance; an S type distribution record must exist
State disability insurance

Local taxes

County taxes

State taxes.

wXr—py

A Deduction Distribution record must exist for each distribution code you select.
Distribution code A must have the same distribution number as distribution code S.
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DISTRIBUTION NUMBER. Required. Type in the appropriate distribution number
from the Deduction Distribution file. This number works with the distribution code to
identify the tax table used.

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:

A
Cc
D

Add a record
Change a record
Delete a record.

DO YOU WANT TO SEE PRIVILEGED DATA (YES/NO). Appears if you need a user
ID that can see privileged data. Type in YES to enter or review quarterly information
on display AMPVUS3. Enter this information when you first create the record. The
application updates this information. After you create the file and activate the
privileged security level, only a user ID authorized for privileged information can
access that information.

AMPVU2—Employee State/County/Local (Add, Change, Delete)

Use this display to enter descriptive data for the employee number and taxing body
shown on display AMPVU1.

This display appears during Employee State/County/Local file maintenance. The data
you enter identifies the number of personal or tax credit exemptions and any
additional withholdings the employee requested.

a )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPVU2  **
EMPLOYEE STATE/COUNTY/LOCAL

COMPANY NUMBER *x

EMPLOYEE NUMBER * %k k ok ok dokkk ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok
DISTRIBUTION CODE *

DISTRIBUTION NUMBER * %k *kkkhkkkkhkkkkkk

MARITAL STATUS <M/S/H/N/O> A
STANDARD DEDUCTION <0/1/2> n
LIMITS CODE

EXEMPTIONS TYPE 1 TYPE 2 TYPE 3
PERSONAL nn nn nn
TAX CREDIT nn nn nn

EXTRA WITHHOLDING
AMOUNT nnn.nn
% OF GROSS nn.n

% OF TAX TO WITHHOLD nnn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. )

What to do

» Type in the information requested and press Enter. If you requested to see
privileged data, the Employee State/County/Local (Add, Change, Delete) display
(AMPVU3) appears; otherwise, the Employee State/County/Local (Select) display
(AMPVU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.
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Function keys

F18 REFRESH SCREEN causes display AMPVUZ2 to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPVU1 to appear again; no file updating
occurs.

Fields
COMPANY NUMBER. The company for which the employee works.

EMPLOYEE NUMBER. The number used to identify the employee, as assigned in
the Employee Master file.

DISTRIBUTION CODE. The distribution code identifying the tax table to be used:

State unemployment insurance
State disability insurance

Local taxes

County taxes

State taxes.

OXr—>»

DISTRIBUTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the taxing body.

MARITAL STATUS (M/S/H/N/O). Required to calculate taxes and ensures that the
system uses the proper tax table. Type in one of the following codes:

Married; married tax table is used

Single; single tax table is used

Head of household; head of household tax table is used
No tax table is used

Other; an additional classification used by some states.

oOZITWV=E

STANDARD DEDUCTION LIMITS CODE (0/1/2). Type in one of the following codes:

0 The taxing body does not allow a standard deduction

1o0r2 The taxing body allows a standard deduction and uses the respective
minimum and maximum limits for the standard deduction as defined in the tax
table for that body.

EXEMPTIONS (PERSONAL or TAX CREDIT). Type 1 exemptions are for the
number of personal tax credit exemptions allowed in the Tax Table and claimed by the
employee under Type 1.

Types 2 and 3 exemptions handle different tax formulas with different rates for various
types of personal or tax credit exemptions. For example, for dependent children and
adults, or dependent adults over age 65.

The numbers you type in determine which tax exemption or credit the system uses
from the Tax Table file. If you answered no to personal exemptions or to tax credit in
the tax table, then type in 0 (zero) personal exemptions or tax credits. If you answered
yes to personal or tax credit exemptions in the tax table, type in 0 (zero) through 10
personal exemptions or tax credits, depending on the number of fields coded. A code
of 0 means this individual has no exemptions.



AMPM10, option 2

Contents

Index

Page 12-24

For state, county, or local taxes, enter the number of exemptions this employee
claims. If exemptions are different for spouse and children, use the additional
exemption fields. If, for example, a spouse is entitled to a $50 exemption, each child is
entitled to $12.50, and there are three children, code the fields like this:

Type 1 =1
Type2=3

Enter the following in the tax table:

Exemption number Table 1 Table 2
1 50.00 12.50
2 25.00
3 37.50

and so on through the 10 lines.

Total exemptions are $50 for the husband and wife and $37.50 for the three children.

Note: For tax credit exemptions, the system applies exemption amounts as a credit
to the tax after it calculates the tax.

EXTRA WITHHOLDING. Type the appropriate value in the following fields. Use an
extra dollar amount with an extra percentage of gross. If you select N as the marital
status, the system uses the extra amount and/or extra percent for that employee to
calculate taxes.

The extra withholding fields do not appear for distribution code | (state disability
insurance).

AMOUNT: Type in an additional fixed dollar amount you want to deduct from an
employee’s wages for taxes.

Based on the marital status code of the employee, one of the following happens:

M, S, or H The system deducts an additional fixed dollar amount from an
employee’s wages, after normal taxes

N The system considers the fixed dollar amount as the tax amount
withheld.

% OF GROSS: Type in an additional fixed percentage you want to apply against
an employee’s wages. The system deducts the resulting amount from the
employee’s wages for taxes.

Based on the marital status code of the employee, one of the following happens:

M, S, or H The system also deducts the resulting amount from an employee’s
wages, after normal taxes

N The system considers the resulting amount to be the tax amount
withheld.

% OF TAX TO WITHHOLD. If the taxing body permits you to prorate taxes when an
employee works in more than one location, type in the percentage of calculated taxes
the system should deduct. This field does not appear for distribution code | (state
disability insurance).
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AMPVU3-Employee State/County/Local (Add, Change, Delete)

Use this display to enter or review cumulative tax earnings and withholding data for
the employee identified.

This display appears during Employee State/County/Local file maintenance. This
display appears if you entered the “Privileged” password at the beginning of the
maintenance session (if required) and answered yes to the privileged data prompt on
display AMPVU1.

When you create the Employee State/County/Local file, you may enter quarterly totals
that pertain to taxable gross income and taxes withheld, as well as weeks worked.
Once you install your system, the Payroll application updates this information, and no
work station updating is necessary.

a )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPVU3  **
EMPLOYEE STATE/COUNTY/LOCAL

COMPANY NUMBER **
EMPLOYEE NUMEER * Kk Kk kK EE R R R R R SRR R R SRR R EEEEEEEEE]
DISTRIBUTION CODE *
DISTRIBUTION NUMBER * % % ERE R SRR EEE RS

QTR 1 QTR 2 QTR 3 QTR 4
GROSS EARNINGS nnnnnnn.nn nnnnnnn.nn nnnnnnn.nn nnnnnnn.nn
TAXABLE GROSS NNNNNNn. nn nnnnnnn.nn NNNNNNn.nn nnnnnnn.nn
TAX WITHHELD nnnnnnn.nn nnnnnnn.nn nnnnnnn.nn nnnnnnn.nn
SUI WAGES nnnnnnn.nn nnnnnnn.nn nnnnnnn.nn nnnnnnn.nn
WEEKS WORKED nn nn nn nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. /

What to do

» Type in the information requested and press Enter. Enter information in these
fields only when you first install the Payroll application. After you install the Payroll
application, the system automatically updates these fields. The Employee State/
County/Local (Select) display (AMPVU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

Function keys

F18 REFRESH SCREEN causes display AMPVU3 to appear again with the values
entered prior to the current maintenance session.

F19 RETURN TO SELECT causes display AMPVU1 to appear again; no file updating
occurs.
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Fields
COMPANY NUMBER. The company number for which the employee works.

EMPLOYEE NUMBER. The number of the employee whose state/county/local record
you want to maintain.

Employee Name. The name of the employee identified by this employee number.

DISTRIBUTION CODE. The distribution code is one of the following:

State unemployment insurance
State disability insurance

Local taxes

County taxes

State taxes.

OXr—>»

DISTRIBUTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the taxing body.

Description. The description in the Deduction Distribution file associated with the
distribution number.

GROSS EARNINGS. Type in the amount of gross income earned this quarter.
TAXABLE GROSS. Type in the amount of taxable gross income earned this quarter.
TAX WITHHELD. Type in the amount of tax withheld this quarter.

SUI WAGES. Type in the amount of S.U.l. wages accumulated this quarter. Do not
type in the S.U.I. wage limit amount; type in the actual wages accumulated.

WEEKS WORKED. Type in the number of weeks worked in this quarter.

AMPVU4-Employee State/County/Local (Status)

Use this display to review the status of the current file maintenance session.

This display appears during Employee State/County/Local file maintenance. The
session status shows the number of records that you added, changed, or deleted
during the current file maintenance session.
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4 N

DATE ** /%% /%x PAYROLL FILE MAINTENANCE STATUS AMPVU4  **
EMPLOYEE STATE/COUNTY/LOCAL

SESSION STATUS
RECORDS ADDED ok ko ko kK RECORDS DELETED ** %% %%
RECORDS CHANGED  **** k%%

ENTER TO CONTINUE
F24 END OF JOB

- J

What to do

To end the session, use F24. The Employee State/County/Local Maintenance Listing
is scheduled Stop print.

Function keys

F24 END OF JOB ends Employee Master file maintenance and schedules the
Employee Master Maintenance Listing (AMPVU) to print.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.

Option 3. Employee Miscellaneous Deduction (AMPM10)

Use this option to add a new deduction to the Employee Miscellaneous Deduction file,
or to change or delete a miscellaneous deduction already in the file.

What information you need: None.

What reports are printed: Employee Miscellaneous Deduction Maintenance Listing
(AMPUU).

What forms you need: PR-05A through PR-05E.
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AMPUU1-Employee Miscellaneous Deduction (Select)

Use this display to set up and maintain an Employee Miscellaneous Deduction file
record for each miscellaneous deduction other than for taxes and unions that you
want to withhold from an employee’s pay. The deduction can be set up for direct
deposit by typing Y in the Electronic Deposit Deduction field on the Add or Change
display. When you press Enter, display AMPMU1 appears and you can enter or
change electronic deposit information.

This display appears if you select option 3 from the File Maintenance menu
(AMPM10). Before you add or change records, be sure a corresponding record for the
deduction exists in the Deduction Distribution file. Also, the Employee Master file must
contain a record for this employee.

To set up an employee record for electronic deposit of net pay, type in a deduction
number of zero (0) on this display. When you press Enter, display AMPMU1 appears
and you can type in electronic deposit information. No Deduction Distribution record
with distribution number zero (0) is needed, but you must already have added the
required values for electronic deposit support to the Deduction Distribution Code C
record.

To set up a company offset record for electronic deposit, type in an employee number
of zero (0) with a deduction number of zero (0). You must have already added the
required values for electronic deposit support to the Deduction Distribution Code C
record before you can add this special record. See “EMPLOYEE NUMBER [?]” on
page 12-29 and “DEDUCTION NUMBER” on page 12-29 for more information.

Notes:

1. The percent of disposable income deduction is only valid for directed deductions.
You cannot use it in combination with any other deduction types.

2. If Life-to-date balance + the current deduction + the partial unit cost remaining (if
applicable) > lifetime limit, the Payroll application adjusts the current deduction so
it meets but does not exceed the lifetime limit. The Payroll application also stops
deduction from the employee’s pay unless you increase the lifetime limit. The
system does not reset these fields during year-end processing.

3. Directed deductions (type D) are deducted first, followed by any tax-deferred or
pre-tax deductions. The application uses the following strategy to deducted
directed and miscellaneous deductions (type W), from highest to lowest:

1.Directed

2.Tax deferred (type T)
3.IRA (type I)

4 .Cafeteria (type C)

4. Other deductions (type O) are taken last, and in sequence from low to high, based
on the last two digits of the deduction number.
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4 N

DATE ** /%% /%x PAYROLL FILE MAINTENANCE SELECT AMPUU1l  **
EMPLOYEE MISCELLANEOUS DEDUCTION
COMPANY NUMBER nn
EMPLOYEE NUMBER nnnnn
DEDUCTION NUMBER nnn
ACTION CODE <A/C/D> A

DO YOU WANT TO SEE PRIVILEGED DATA <YES/NO> aA3

F24 DISPLAY STATUS

- J

What to do

Type in the requested information and press Enter. If you selected deduction type D,
the Employee Miscellaneous Deduction (Add, Change, Delete) display (AMPUUS5)
appears; otherwise, the Employee Miscellaneous Deduction (Add, Change, Delete)
display (AMPUU2, AMPUU3, or AMPUU4) appears.

Function keys

F24 DISPLAY STATUS causes the Employee Miscellaneous Deduction (Status)
display (AMPUU7) to appear.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

COMPANY NUMBER. Appears and is required if you selected multiple company
support during application tailoring. Type in the company number for which this
employee works.

EMPLOYEE NUMBER [?]. Required. Type in the number of the employee whose
deductions records you want to maintain.

An employee number of 00000 together with a deduction number of 000 identifies a
company’s net cash offset account that can be used with electronic deposits. See
Chapter 17 for more information.

DEDUCTION NUMBER. Required. Type in the distribution number assigned to this
deduction in the Deduction Distribution file. Any distribution number starting with a 9
signifies a cyclical deduction.
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A deduction number of 000 signifies a net pay deduction. A net pay deduction does
not have a record in the Employee Miscellaneous Deduction file, but does have a
record in the Employee Electronic Funds Transfer file. See Chapter 17 for more
information.

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:

A Add a record
C Change a record
D Delete a record.

DO YOU WANT TO SEE PRIVILEGED DATA (YES/NO). Appears if you need a user
ID that can see privileged data. Type in YES to enter or review quarterly information.
Enter this information when you first create the record. The Payroll application
updates this information. After you create the file and activate the privileged security
level, only a user with a user ID authorized for privileged information can access that
information.

AMPUU2-Employee Miscellaneous Deduction Type | or C (Add, Change,

Delete)

Use this display to enter detailed data for an IRA deduction (Type |) or a cafeteria plan
deduction (Type C).

This display appears if you define the selected deduction as type | or C in the
Deduction Distribution file.

See the notes on page 12-28 for more information.

a4 )

DATE **/**[** PAYROLL FILE MAINTENANCE CHANGE AMPUU2 **
EMPLOYEE MISCELLANEOUS DEDUCTION TYPE IOR C
COMPANY NUMBER **
EMPLOYEE NUMBER =~ *****
DEDUCTION NUMBER *kk Fhkkkkkkkkkkkkkk

DEDUCTION - USE ONE OR MORE
FIXED AMOUNT  nnnnn.nn
HOURLY RATE nn.nnn
PERCENT OF GROSS nnn.nnn

EMPLOYEE DEDUCTION
ANNUAL LIMIT AMOUNT  nnnnnnn.nn DEDUCTION FREQUENCY <0-9> n
LIFETIME LIMIT AMOUNT nnnnnnn.nn GL OVERRIDE ACCT aaaaaaaaaaaaA15
LIFE TO DATE AMOUNT nnnnnnn.nn ELECTRONIC DEPOSIT DEDUCTION A

QTR 1 QTR 2 QTR 3 QTR 4
DEDUCTION AMOUNT  nnnnnnn.nn nnnnnnn.nN - nNNNNNN.NN nnnNNNNN.nn
MATCHING TDD nnnnnnn.nn nnnNNNN.NN - NNNNNNN.NN_ nnnnnnn.nn
F18 REFRESH SCREEN
F19 RETURN TO SELECT
F21 TAXABLE INDICATORS

N /
What to do

» Type in the information requested and press Enter. The Employee Miscellaneous
Deduction (Add) display (AMPUUG) appears.
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» To see the display as it was before you typed anything in the fields, use F18.
Function keys

F18 REFRESH SCREEN causes display AMPUU2 to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPUU1 to appear again; no file updating
occurs.

F21 TAXABLE INDICATORS causes display AMPUUG to appear. You can override
taxable and reported indicators in the DISTRB file for this deduction. F21 appears
only in Change mode.

Fields
COMPANY NUMBER. The company number for which the employee works.

EMPLOYEE NUMBER. The number of the employee whose deduction records you
want to maintain.

Employee Name. The name of the employee identified by this employee number.

DEDUCTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the miscellaneous deduction.

Deduction Description. The description associated with the deduction number in the
Deduction Distribution file.

DEDUCTION—USE ONE OR MORE. Type in a value for at least one of the following
fields. If you enter a value for more than one of these fields, the system combines and
deducts the resulting amounts.

Note: You do not enter data if the deduction frequency is O (zero).

FIXED AMOUNT: Type in an amount if you want the deduction to be the same
each time system withholds the deduction.

HOURLY RATE: Type in an hourly rate the system multiplies by the total hours
worked during the pay cycle when the system withholds the deduction.

PERCENT OF GROSS: Type in a percentage the system multiplies by gross
earnings for the pay cycle when the system withholds the deduction.

ANNUAL LIMIT AMOUNT. If the employee chooses to stop contributing after you
deduct a specific amount for the calendar year, type in that amount. When the
deduction amount equals the annual limit amount, the system no longer takes the
deduction. If you leave this field blank, you indicate that there is no limit.

DEDUCTION FREQUENCY (0-9). Required. Type in one of the following deduction
frequency codes:

0 Deduction not taken automatically and must be entered on display AMPAH2
during adjustment data entry

1 Deduction taken during pay cycle 1
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Deduction taken during pay cycle 2
Deduction taken during pay cycle 3
Deduction taken during pay cycle 4
Deduction taken during pay cycles 1 and 3
Deduction taken during pay cycles 2 and 4
Deduction taken during every pay cycle

0 N oo g A~ WODN

Deduction taken during pay cycles 1 through 4
9 Deduction taken during every pay cycle except pay cycle 9.

Note: The pay cycle taken corresponds to the pay cycle number entered during
time/adjustment entry.

LIFETIME LIMIT AMOUNT. Type in the maximum amount allowed for this deduction
for the lifetime of this deduction record. If you leave this field blank, you indicate that
there is no limit. You cannot lower this limit amount to below the life-to-date balance. If
this is a cyclical deduction and you lower this limit amount to less than the amount
needed to pay the next remittance, the system refunds the partial unit cost remaining.

GL OVERRIDE ACCT. Type in the general ledger account number you want to use to
override the general ledger liability account number that exists in the Deduction
Distribution file for the miscellaneous deduction.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

LIFE TO DATE AMOUNT. Type in the amount for this deduction accumulated to date
by this employee. Once you install your payroll system, the Payroll application
updates this information.

Note: The system does not reset this field when you select option 10 (Reset
Deduction Balances) from the Quarter/Year-end Processing menu (AMPMO08).

DEDUCTION AMOUNT. This field appears if you used a “Privileged” user ID at the
beginning of the maintenance session (if required) and answered yes to the privileged
data prompt on display AMPUU1. The system uses this field when it creates the
Employee Miscellaneous Deduction file if the employee has accumulated monies for
this deduction. Type in the amount accumulated by the employee for each quarter.
Once you install your payroll system, the Payroll application updates this information.

MATCHING TDD. This field appears if you used a “Privileged” user ID at the
beginning of the maintenance session (if required) and answered yes to the privileged
data prompt on display AMPUU1. Type in the accumulated amount by quarter of
employer matching TDD (401(k)) contributions. Once you install your payroll system,
the Payroll application updates this information.

ELECTRONIC DEPOSIT DEDUCTION. Required and appears only if you selected
electronic deposit support during application tailoring.

A company record (Code C) that contains valid bank transit numbers and a company
ID number for this company must exist in the Deduction Distribution file.

Type in Y (Yes) to electronically deposit this deduction. If you selected ACTION
CODE C (Change), this field value is the value existing in the corresponding
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Employee Electronic Funds Transfer (EMPEFT) file record. If you type in N (No), the
system marks the record for deletion. You confirm the deletion on display AMPMU1.

AMPUU3-Employee Miscellaneous Deduction Type O (Add, Change,

Delete)

Use this display to enter detailed data for other deductions (Type O).

This display appears if you maintain the Employee Miscellaneous Deduction file and
you defined the selected deduction as type O in the Deduction Distribution file. If you
defined the type O deduction in the Deduction Distribution file as:

» Noncyclic: the first view of this display appears.
» Cyclic: the second view of this display appears.

See the notes on page 12-28 for more information.

-~

DATE ** /%% /%%

COMPANY NUMBER

FIXED AMOUNT
HOURLY RATE

EMPLOYEE DEDUCTION
MAXIMUM LIMIT AMOUNT
LIFETIME LIMIT AMOUNT
LIFE TO DATE AMOUNT

DEDUCTION AMOUNT

EMPLOYEE NUMBER
DEDUCTION NUMBER

PERCENT OF GROSS

PAYROLL FILE MAINTENANCE
EMPLOYEE MISCELLANEOUS DEDUCTION TYPE O
* %

*okk ok k
* Kk

DEDUCTION - USE ONE OR MORE

nnnnn.nn
nn.nnn
nn.nnn

nnnnnnn.nn
nnnnnnn.nn
nnnnnnn.nn

QTR 1
nnnnnnn. nn

kkkkkkkkhkhkhkhkhkkhkhhhkhkhkhkkk*
kkkkkkkkokkokkokkk

CHANGE AMPUU3  **

DEDUCTION FREQUENCY <0-9> n
GL OVERRIDE ACCT aaaaaaaaaaaa”Als
ELECTRONIC DEPOSIT DEDUCTION A

QTR 2
nnnnnnn.nn

QTR 3
nnnnnnn.nn

QTR 4
nnnnnnn. nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT
F21 TAXABLE INDICATORS

/

EMPLOYEE DEDUCTION
UNIT COST AMOUNT
LIFETIME LIMIT AMOUNT
LIFE TO DATE AMOUNT
PARTIAL UNIT COST

DEDUCTION AMOUNT

N

nnnnnnn.
nnnnnnn.
nnnnnnn.
nnnnnnn.

QTR

nn
nn
nn
nn

1

nnnnnnn.nn

DEDUCTION FREQUENCY <0-9> n
GL OVERRIDE ACCT aaaaaaaaaaaalls

QTR 2
nnnnnnn.nn

QTR 3
nnnnnnn.nn

QTR 4
nNNNnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT
F21 TAXABLE INDICATORS

/

What to do

» Type in the information requested and press Enter. The Employee Miscellaneous
Deduction (Add, Change, Delete) display (AMPUUG) appears.
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» To see the display as it was before you typed anything in the fields, use F18.
Function keys

F18 REFRESH SCREEN causes display AMPUUS3 to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPUU1 to appear again; no file updating
occurs.

F21 TAXABLE INDICATORS causes display AMPUUG to appear. You can override
taxable and reported indicators in the DISTRB file for this deduction. F21 appears
only in Change mode.

Fields
COMPANY NUMBER. The company number for which the employee works.

EMPLOYEE NUMBER. The number of the employee whose deduction records you
want to maintain.

Employee Name. The name of the employee identified by this employee number.

DEDUCTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the miscellaneous deduction.

Deduction Description. The description associated with the deduction number in the
Deduction Distribution file.

DEDUCTION—USE ONE OR MORE. Type in a value for at least one of the following
fields. If you enter a value for more than one of these fields, the system combines and
deducts the resulting amounts.

Note: You do not need to enter anything if the deduction frequency is 0 (zero).

FIXED AMOUNT: Type in an amount if the system deducts a constant amount
each time it withholds the deduction.

HOURLY RATE: Type in an hourly rate the system multiplies by total hours
worked during the pay cycle when it withholds the deduction.

PERCENT OF GROSS: Type in a percentage the system multiplies by gross
earnings for the pay cycle when it withholds the deduction.

MAXIMUM LIMIT AMOUNT. This field appears for noncyclic deductions. If the
deduction is continuous, leave this field blank; otherwise, type in the maximum
amount the system withholds from the employee’s paycheck for this deduction. When
the amount reaches the maximum, the system withholds no more money for this
deduction until you reset the field or increase the limit.

DEDUCTION FREQUENCY (0-9). Required. Type in one of the following deduction
frequency codes:

0 Deduction not taken automatically and must be entered on display AMPAH2
during adjustment data entry

1 Deduction taken during pay cycle 1
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Deduction taken during pay cycle 2
Deduction taken during pay cycle 3
Deduction taken during pay cycle 4
Deduction taken during pay cycles 1 and 3
Deduction taken during pay cycles 2 and 4
Deduction taken during every pay cycle

0 N oo g A~ WODN

Deduction taken during pay cycles 1 through 4
9 Deduction taken during every pay cycle except pay cycle 9.

Note: The pay cycle taken corresponds to the pay cycle number entered during
time/adjustment entry.

UNIT COST AMOUNT. Appears and is required for cyclic deductions. Type in the
cost of one unit. For example, a savings bond is a common cyclic deduction. Type in
the cost of one bond in the denomination requested (such as $37.50 for a $50.00
savings bond).

LIFETIME LIMIT AMOUNT. Type in the maximum amount allowed for this deduction
for the lifetime of this deduction record. If you leave this field blank, you indicate that
there is no limit. You cannot lower this limit amount to below the life-to-date balance. If
this is a cyclical deduction and you lower this limit amount to less than the amount
needed to pay the next remittance, the system refunds the partial unit cost remaining.

GL OVERRIDE ACCT. Type in the general ledger account number you want to use to
override the general ledger liability account number that exists in the Deduction
Distribution file for the miscellaneous deduction.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

LIFE TO DATE AMOUNT. Type in the amount for this deduction accumulated to date
by this employee. Once you install your payroll system, the Payroll application
updates this information.

Note: The system does not reset this field when you select option 10 (Reset
Deduction Balances) from the Quarter/Year-end Processing menu (AMPMO08).

PARTIAL UNIT COST. This field only appears for cyclic deductions. Type in the
remaining amount available for the next unit purchase.

ELECTRONIC DEPOSIT DEDUCTION. Appears and is required if you selected
electronic deposit support during application tailoring. A company record (Code C)
that contains valid bank transit numbers and a company ID number for this company
must exist in the Deduction Distribution file.

Type in Y (Yes) to electronically deposit this deduction. If you selected the ACTION
CODE C (Change), this field value is the value existing in the corresponding
Employee Electronic Funds Transfer (EMPEFT) file record. If you type in N (No), the
system marks this for deletion. You confirm the deletion on display AMPMU1.

DEDUCTION AMOUNT. Appears if you entered a privileged user ID at the beginning
of the maintenance session (if required) and answered yes to the privileged data
prompt on display AMPUU1. Type in the amount accumulated by the employee for
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each quarter. Once you install your payroll system, the Payroll application updates
this information.

AMPUU4-Employee Miscellaneous Deduction Type T (Add, Change,

Delete)

Use this display to enter detailed data for tax-deferred deductions (Type T). The
Payroll application normally uses this type of deduction in connection with 401k plans.

This display appears if you maintain the Employee Miscellaneous Deduction file and
you defined the selected deduction as type T in the Deduction Distribution file.

See the notes on page 12-28 for more information.

4 )

!
DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPUU4  **
EMPLOYEE MISCELLANEOUS DEDUCTION TYPE T
COMPANY NUMBER * %
EMPLOYEE NUMBER * kK kK R R R R RS EEESESE R R EEEEEE]
DEDUCTION NUMBER * % % PR E R R SRR RS EEE RS
DEDUCTION - USE ONE OR MORE MATCHING TDD CONTRIBUTION
FIXED AMOUNT nnnnn.nn PERCENT OF DEDUCTION OVERRIDE nn.nn
HOURLY RATE nn.nnn LIMIT PERCENT OVERRIDE nn.nn
PERCENT OF GROSS nn.nnn YTD AMOUNT nn.nn
EMPLOYEE DEDUCTION EMPLOYER MATCHING DATE nn/nn/nn
ANNUAL LIMIT AMOUNT NNNNnnn.nn DEDUCTION FREQUENCY <0-9> n
LIFETIME LIMIT AMOUNT NNNNNNN.Nn GL OVERRIDE ACCT aaaaaaaaaaaaAls
LIFE TO DATE AMOUNT nnnnnnn.nn ELECTRONIC DEPOSIT DEDUCTION A
QTR 1 QTR 2 QTR 3 QTR 4
DEDUCTION AMOUNT nnnnnnn. nn nnnnnnn.nn NNNNNNN . nn nnnnnnn. nn
MATCHING TDD nnnnnnn.nn nnnnnnn.nn NNNNNNN. NN nnnnnnn.nn
F18 REFRESH SCREEN
F19 RETURN TO SELECT
F21 TAXABLE INDICATORS

. /

What to do

» Type in the information requested and press Enter. If you requested electronic
deposit deductions on the previous display, the Employee Miscellaneous
Deduction Electronic Deposit (Add, Change, Delete) display (AMPMU1) appears;
otherwise, the Employee Miscellaneous Deduction (Select) display (AMPUU1)
appears.

» To see the display as it was before you typed anything in the fields, use F18.
Function keys

F18 REFRESH SCREEN causes display AMPUUA4 to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPUU1 to appear again; no file updating
occurs.
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F21 TAXABLE INDICATORS causes display AMPUUG to appear to allow you to
override taxable and reported indicators in the DISTRB file for this deduction. F21
appears only in Change mode.

Fields
COMPANY NUMBER. The company number for which the employee works.

EMPLOYEE NUMBER. The number of the employee whose deduction records you
want to maintain.

Employee Name. The name of the employee identified by this employee number.

DEDUCTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the miscellaneous deduction.

Deduction Description. The description associated with the deduction number in the
Deduction Distribution file.

DEDUCTION—USE ONE OR MORE. Type in a value for at least one of the following
fields. If you enter a value for more than one of these fields, the system combines and
deducts the resulting amounts.

Note: You do not need to enter anything if the deduction frequency is 0 (zero).

FIXED AMOUNT: Type in an amount if you want the system to deduct a constant
amount each time it withholds the deduction.

HOURLY RATE: Type in an hourly rate the system multiplies by total hours
worked during the pay cycle when it withholds the deduction.

PERCENT OF GROSS: Type in a percentage the system multiplies by gross
earnings for the pay cycle when it withholds the deduction.

MATCHING TDD CONTRIBUTION. The system uses the following Matching TDD
Contribution fields when you, as the employer, elect to contribute to the employee’s
tax-deferred deduction (TDD) and you want to override the information already
entered.

PERCENT OF DEDUCTION OVERRIDE: Type in the percent to override the
employer’s matching contribution percentage contained in the Deduction
Distribution file record. For example, if the employer matches 30% or 30 cents for
every dollar, type in 30.

LIMIT PERCENT OVERRIDE: Type in the percent to override the limit the
employer matches for tax-deferred deductions as contained in the Deduction
Distribution file record. For example, if the employer’s matching contribution
should never exceed 5% of the employee’s gross pay, type in 5. This limit is
computed and applied each time the employee is paid (every time the TDD
deduction is taken).

If the employer matching limit is based on the employee’s percentage
contribution, enter the product of the matching percentage and the contribution
percentage limit. For example, if the employer matches 50% of the employee’s
deduction up to 5% of gross pay, the employer matching limit percent will be 2.5%
(50% * 5% = 2.5%).



AMPM10, option 3

Contents

Index

Page 12-38

EMPLOYER MATCHING DATE. The date on which the employee becomes
eligible for employer matching contributions on their 401(k) plan deductions. If no
date is specified, employer matching, if any, begins immediately.

YTD AMOUNT: Type in the year-to-date matching contribution amount (if any) to
override the amount accumulated to date.

ANNUAL LIMIT AMOUNT. For a taxed deferred deduction, type in the maximum
amount you can deduct per year. When the deduction amount equals the annual limit
amount for the calendar year, the system no longer withholds the deduction until you
reset the deduction amounts or increase the limit.

DEDUCTION FREQUENCY (0-9). Required. Type in one of the following deduction
frequency codes:

0 Deduction not taken automatically and must be entered on display AMPAH2
during adjustment data entry

Deduction taken during pay cycle 1
Deduction taken during pay cycle 2
Deduction taken during pay cycle 3
Deduction taken during pay cycle 4
Deduction taken during pay cycles 1 and 3
Deduction taken during pay cycles 2 and 4
Deduction taken during every pay cycle

0 N OO g A~ WON =

Deduction taken during pay cycles 1 through 4
9 Deduction taken during every pay cycle except pay cycle 9.

Note: The pay cycle taken corresponds to the pay cycle number entered during
time/adjustment entry.

LIFETIME LIMIT AMOUNT. Type in the maximum amount allowed for this deduction
for the lifetime of this deduction record. If you leave this field blank, you indicate no
limit. You cannot lower this limit amount to below the life-to-date balance. If this is a
cyclical deduction and you lower this limit amount to less than the amount needed to
pay the next remittance, the system refunds the partial unit cost remaining.

GL OVERRIDE ACCT. Type in the general ledger account number you want to use to
override the general ledger liability account number already entered in the Deduction
Distribution file for the miscellaneous deduction.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

LIFE TO DATE AMOUNT. Type in the amount for this deduction accumulated to date
by this employee. Once you install your payroll system, the Payroll application
updates this information.

The system does not reset This field when you select option 10 (Reset Deduction
Balances) from the Quarter/Year-end Processing menu (AMPMO08).

DEDUCTION AMOUNT. Appears if you have a privileged user ID and you answered
the privileged data prompt on display AMPUU1 yes. The system uses this field when
it creates the Employee Miscellaneous Deduction file if the employee has
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accumulated monies for this deduction. Type in the amount accumulated by the
employee for each quarter. Once you install your payroll system, the Payroll
application updates this information.

ELECTRONIC DEPOSIT DEDUCTION. Required only if you selected electronic
deposit support during Install/Tailor. A company record (Code C) that contains valid
bank transit numbers and a company ID number for this company must exist in the
Deduction Distribution file.

Type in Y (Yes) to electronically deposit this deduction. If you selected the ACTION
CODE C (Change), this field value is the value existing in the corresponding
Employee Electronic Funds Transfer (EMPEFT) file record. If you type in N (No), the
system marks the record for deletion. Confirm the deletion on display AMPMU1.

DEDUCTION AMOUNT. Appears if you have a privileged user ID and you answered
YES to the privileged data prompt on display AMPUU1. Type in the amount
accumulated by the employee for each quarter. Once you install your payroll system,
the Payroll application updates this information.

Matching TDD. Appears if you have a privileged user ID and you answered YES to
the privileged data prompt yes on display AMPUU1. Type in the accumulated amount
by quarter of employer matching TDD (401(k)) contributions. Once you install your
payroll system, the Payroll application updates the information.

AMPUUS-Employee Miscellaneous Deduction Type D (Add, Change,

Delete)

Use this display to enter detailed data for directed deductions (Type D).

This display appears if you maintain the Miscellaneous Deduction file and you defined
the selected deduction as type D in the Deduction Distribution file.

See the notes on page 12-28 for more information.

4 )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPUU5  **
EMPLOYEE MISCELLANEOUS DEDUCTION TYPE D
COMPANY NUMBER *&
EMPLOYEE NUMBER Kk kK KRR KK KKK kKKK KRR KK AR KK KR K
DEDUCTION NUMBER * Kk ek ok Kok K K ok Kk kK

DEDUCTION - USE ONE OR MORE

FIXED AMOUNT nnnnn.nn PCT DISPOSABLE INCOME .nn

HOURLY RATE nn.nnn SERVICE FEE nnn.nn

PERCENT OF GROSS nn.nnn FROM BONUS?: A

EMPLOYEE DEDUCTION
REMITTANCE AMOUNT NNNnnnn.nn DEDUCTION FREQUENCY <0-9> n
LIFETIME LIMIT AMOUNT NNNNNNN.nNn GL OVERRIDE ACCT aaaaaaaaaaaaAls
LIFE TO DATE AMOUNT nnnnnnn.nn ELECTRONIC DEPOSIT DEDUCTION A
CURRENT BALANCE nnnnnnn.nn STATE/CASE NUMBER A2 nnnnnnnnnn
SERVICE FEE AMT YTD nnnnn.nn
QTR 1 QTR 2 QTR 3 QTR 4

DEDUCTION AMOUNT nnnnnnn.nn nnnnnnn.nn NNNNNNN . NN nnnnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT
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What to do

» Type in the information requested and press Enter. If you requested electronic
deposit deduction on the previous display, the Employee Miscellaneous
Deduction Electronic Deposit (Add, Change, Delete) display (AMPMU1) appears;
otherwise, the Employee Miscellaneous Deduction (Select) display (AMPUU1)
appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Employee
Miscellaneous Deduction (Select) display (AMPUU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPUUS5 to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPUU1 to appear again; no file updating
occurs.

Fields
COMPANY NUMBER. The company number for which the employee works.

EMPLOYEE NUMBER. The number of the employee whose deduction records you
want to maintain.

Employee Name. The name of the employee identified by this employee number.

DEDUCTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the miscellaneous deduction.

Deduction Description. The description associated with the deduction number in the
Deduction Distribution file.

DEDUCTION—USE ONE OR MORE. Type in a value for at least one of the following
fields. If you enter values in the FIXED AMOUNT, HOURLY RATE, or PERCENT OF
GROSS fields, you cannot use the PCT DISPOSABLE INCOME field.

If you enter a value for more than one of these fields, the system combines and

deducts the resulting amounts.

Note: You do not need to enter anything if the deduction frequency is O (zero).
FIXED AMOUNT: Type in an amount if the system deducts a constant amount
each time it withholds the deduction.

PCT DISPOSABLE INCOME: Type in the percentage the system multiplies by
the amount of remaining pay after it deducts taxes to determine the amount
deducted.

HOURLY RATE: Type in an hourly rate the system multiplies by total hours
worked during the pay cycle when it withholds the deduction.

PERCENT OF GROSS: Type in a percentage the system multiplies by gross
earnings for the pay cycle when the system withholds deduction.
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FROM BONUS?. If this amount is to be withheld from bonus payments (BO
adjustments) and special pay runs, type Y (yes). Type N (no) if the amount is to
be withheld only in the regular payroll run.

SERVICE FEE. Type in the amount if you charge a fee to process the employee’s
directed deduction.

REMITTANCE AMOUNT. Type in amount to be remitted to the designated agency at
fixed intervals as determined by the court order, IRS tax levy, and so forth. The

system subtracts this amount from the current deduction balance in order to compute
a new balance forward if you run Monthly Directed Deductions from menu AMPM13.

DEDUCTION FREQUENCY (0-9). Required Type in one of the following deduction
frequency codes:

0 Deduction not taken automatically and must be entered on display AMPAH2
during adjustment data entry

Deduction taken during pay cycle 1
Deduction taken during pay cycle 2
Deduction taken during pay cycle 3
Deduction taken during pay cycle 4
Deduction taken during pay cycles 1 and 3
Deduction taken during pay cycles 2 and 4
Deduction taken during every pay cycle

0 N OO g A~ WON =

Deduction taken during pay cycles 1 through 4
9 Deduction taken during every pay cycle except pay cycle 9.

Note: The pay cycle taken corresponds to the pay cycle number entered during
time/adjustment entry.

LIFETIME LIMIT AMOUNT. Type in the maximum amount allowed for this deduction
for the lifetime of this deduction record. If you leave this field blank, you indicate no
limit. You cannot lower this limit amount to below the life-to-date balance. If this is a
cyclical deduction and you lower this limit amount to less than the amount needed to
pay the next remittance, the system refunds the partial unit cost remaining.

GL OVERRIDE ACCT. Type in the general ledger account number you want to use to
override the general ledger liability account number already entered in the Deduction
Distribution file for the miscellaneous deduction.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

LIFE TO DATE AMOUNT. Type in the amount for this deduction accumulated to date
by this employee. Once you install your payroll system, the Payroll application
updates this information.

Note: The system does not reset this field when you select option 10 (Reset
Deduction Balances) from the Quarter/Year-end Processing menu (AMPMO08).

CURRENT BALANCE. Type in the amount the system withheld for this directed
deduction since you made the last remittance to the state agency.
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STATE/CASE NUMBER. Type in the state abbreviation if a state agency is
administering this directed deduction and the case number the state agency has
assigned.

SERVICE FEE AMT YTD. Type in the service fee that the company has charged the
employee for the deduction so far this year.

ELECTRONIC DEPOSIT DEDUCTION. This is a required field only if you selected
electronic deposit support during application tailoring. A company record (Code C)
that contains valid bank transit numbers and a company ID number for this company
must exist in the Deduction Distribution file.

Type in Y (Yes) to electronically deposit this deduction. If you selected the ACTION
CODE C (Change), this field value is the value existing in the corresponding
Employee Electronic Funds Transfer (EMPEFT) file record. If you type in N (No), the
system marks the record for deletion. You confirm the deletion on display AMPMU1.

DEDUCTION AMOUNT. Appears if you entered a privileged user ID at the beginning
of the maintenance session (if required) and answered yes to the privileged data
prompt on display AMPUU1. Type in the amount accumulated by the employee for
each quarter. Once you install your payroll system, the Payroll application updates
this information.

AMPUUG6-Employee Miscellaneous Deduction (Add, Change, Delete)

Use this display to override the taxable and reported indicators in the Deduction
Distribution file for this deduction, if the associated taxing body allows you to override
indicators. See “Taxable and reported indicators” on page 2-44 for more information.
This display appears during Employee Miscellaneous Deduction file maintenance.

* When you add Employee Miscellaneous Deduction records, AMPUUG appears if
you press Enter on AMPUU2, AMPUU3, and AMPUU4.

* When you update Employee Miscellaneous Deduction records, AMPUUG6
appears if you use F21 on display AMPUU2, AMPUUS3, and AMPUU4.

See the notes on page 12-28 for more information.
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4 N

'
DATE ** /%% /%x PAYROLL FILE MAINTENANCE CHANGE AMPUU6  **
EMPLOYEE MISCELLANEOUS DEDUCTION TYPE ***%*%
COMPANY NUMBER **
EMPLOYEE NUMBER * ok k ok ok %k ok ok ok kook ok ok ok ok ok ok ok k ok ok ok k ok ok ok ok ok ok
DEDUCTION NUMBER * kK Kok ok ok ok ok ok ok ok ok ok ok ok ok ok

FIT FICA FUTA STATE SDI SUI COUNTY LOCAL
TAXABLE <Y/N> A * A * A * A * A * A * A * A *

REPORTED <Y/N> A * A * A * A *

ENTER TO CONTINUE
F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

» Type in the information requested and press Enter. If you requested electronic
deposit deduction on the previous display, the Employee Miscellaneous
Deduction Electronic Deposit (Add, Change, Delete) display (AMPMU1) appears;
otherwise, the Employee Miscellaneous Deduction (Select) display (AMPUU1)
appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Employee
Miscellaneous Deduction (Select) display (AMPUU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPUUG to appear again with the values
entered prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPUU1 to appear again; no file updating
occurs.

Fields
COMPANY NUMBER. The company number for which this employee works.

EMPLOYEE NUMBER. The number of the employee whose deduction records you
want to maintain.

Employee Name. The name of the employee identified by this employee number.

DEDUCTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the miscellaneous deduction.
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Deduction Description. The description in the Deduction Distribution file associated
with the deduction number.

TAXABLE (Y/N)

FIT, FICA, FUTA, STATE, SDI, SUI, COUNTY, LOCAL. Required. A default value,
the taxable indicator for the overall deduction code defined in the Deduction
Distribution file, appears to the right.

To override the default value, type in Y (Yes) or N (No) in the field to the left, for that
taxing body category. A'Y indicates this deduction does not reduce the gross taxable
wages used as the basis for calculating taxes for that taxing body category. An N
indicates the system excludes the deduction from gross taxable wages before it
calculates taxes for that taxing body category.

Note: For a deduction to be exempt from taxes, both the override value and the
indicator for the taxing body in the Deduction Distribution file must be N. If either
record contains Y, the system includes the deduction in taxable income for that taxing
body category.

REPORTED (Y/N)

FIT, STATE, COUNTY, LOCAL. Required. A default value, the reported indicator for
the overall deduction code defined in the Deduction Distribution file, appears to the
right.

To override the default value, type in Y (Yes) or N (No) in the field to the left of that
taxing body category. AY indicates that the system includes this deduction in reported
taxable gross wages for that taxing body category. An N indicates that the system
does not include the deduction in reported taxable gross wages for that taxing body
category.

Note: If a deduction is taxable for a taxing body category, it always reported for that
taxing body category. You cannot define a deduction as taxable Y (Yes) and reported
N (No) for the same taxing body category. Taxable and reported indicators for a taxing
body category would commonly be the same.

AMPMU1-Employee Miscellaneous Deduction Electronic Deposit (Add,
Change, Delete)

Use this display to enter detailed data for electronic deposit records. Use it to add or
change the bank transit number and account number used for electronic deposit of
miscellaneous deductions, net pay, and for an optional company offset record. See
“Electronic deposit support” on page 2-28 for more information.

This display appears if you:

» Maintain the Employee Miscellaneous Deduction file and type in Y (yes) in the
Electronic Deposit Deduction field on displays AMPUU2, AMPUU3, AMPUU4,
or AMPUUS

» Type in zeros in the Deduction Number field on display AMPUU1
* Type in zeros in the Employee Number and Deduction Number fields on
display AMPUU1.

See the notes on page 12-28 for more information.
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o /

~

DATE *x /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPMU1 **
EMPLOYEE MISCELLANEOUS DEDUCTION
ELECTRONIC DEPOSIT INFORMATION

COMPANY NUMBER *x
EMPLOYEE NUMBER okokkk  kokokokokokkokkokokok ok ok ok ok ok ok ok ok ok ok ok ok
DEDUCTION NUMBER kkk  kkkkkkkkkkkokkokx
PRIMARY REPLACEMENT

STATUS * *
BANK TRANSIT NUMBER nnnnnnnnn NNNNNNNNn
BANK ACCOUNT NUMBER NNNNNNNNNNNNNNNNN NNNNNNNNNNNNNNNNN
ACCOUNT TYPE nn nn

DEMAND - DM

SAVINGS - SV
CHECK RESERVE AMOUNT nnnnn.nn
PRENOTE TRANSFER DATE nnnnnn
IS DEDUCTION TO BE WITHHELD DURING PRENOTE <Y/N> A
STOP DEPOSITS TO THE PRIMARY ACCOUNT <Y/N> A

F18 REFRESH SCREEN
F19 RETURN TO SELECT
F20 DELETE RECORD

What to do

To add or change a record, type in values for each primary or replacement field.
You cannot type in information in the replacement fields except when the status of
the record is 3. The Employee Miscellaneous Deduction (Status) display
(AMPUUTY) appears.

If you change the values in the TRANSIT, BANK ACCOUNT NUMBER, or
ACCOUNT TYPE fields and press Enter, a message tells you the deduction is
returning to prenote status. The prenote transfer date changes to zero and the
status reverts to zero. Do one of the following:

- Continue. The system resets the prenote status.

- Type in a prenote transfer date. The status changes to 2. The date becomes
the starting point for the waiting period.

To see the display as it was before you typed anything in the fields, use F18.
To cancel what you have done on this display, use F19.

To delete a record, use F20. Do not type in any information.

Function keys

F18

REFRESH SCREEN causes display AMPMU1 to appear again with the values

entered prior to the current file maintenance session.

F19

RETURN TO SELECT causes display AMPUU1 to appear again; no file updating

occurs.

F20

DELETE RECORD causes display AMPUU1 to appear again; the system deletes

electronic deposit deduction record. This function key appears only if, in change
mode, you changed the response from Y (Yes) to N (No) for ELECTRONIC DEPOSIT
DEDUCTION.
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Fields
COMPANY NUMBER. The company number for which this employee works.

EMPLOYEE NUMBER. The number of the employee whose deduction records you
want to maintain.

Employee Name. The name of the employee identified by this employee number.

DEDUCTION NUMBER. The distribution number in the Deduction Distribution file
that identifies the miscellaneous deduction.

Deduction Description. The description in the Deduction Distribution file associated
with the deduction number.

STATUS. One of the following codes indicating the status of the electronic deposit
deduction appears:

0 New deduction; generate a prenote

1 Prenote generated, awaiting NACHA formatting

2 NACHA formatting complete, waiting period in process
3 Active; process live electronic deposit deduction.

Note: If a deduction is STATUS 3, the following conditions are true:
* Primary fields are protected
* Replacement fields are enterable

+ Use PRENOTE TRANSFER DATE to override the status, beginning the wait
period for the replacement. The STATUS REPLACEMENT becomes 2.

BANK TRANSIT NUMBER. Required. Type in the bank transit number identifying the
bank in which to deposit the deduction, or, if this is for a company offset record
(employee number 00000), the bank in which the company has its payroll account. If
you are changing an existing transit number for this deduction, type the new number
in the REPLACEMENT field. See “Electronic deposit support” on page 2-28 for more
information.

BANK ACCOUNT NUMBER. Required. Type in the bank account number identifying
the account in which to deposit the deduction, or if this is for a company offset record
(employee number 00000), the account to be debited for the company’s net cash
outlay for electronic deposits. If you are changing an existing account number for this
deduction, type the new number in the REPLACEMENT field.

ACCOUNT TYPE

DEMAND-DM

SAVINGS-SV. Type in the account type code for this deduction. For a savings
account, type in SV; otherwise, type in DM (demand account). To change an existing
type code, type the new code in the REPLACEMENT field.

CHECK RESERVE AMOUNT. Appears for net pay deductions (distribution number
000). Type in a dollar amount you want to withhold from the electronic deposit and
write to the employee as a check.

PRENOTE TRANSFER DATE. Leave this field blank to have the system generate a
prenote transaction for new or replacement values. If a prenote has already been
transferred to the bank, or no prenote will be used, type in the entry date (MMDDYY)
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to establish the start of the prenote waiting period as defined in the Deduction
Distribution Code C record.

IS DEDUCTION TO BE WITHHELD DURING PRENOTE (Y/N). Type in Y if you want
to withhold this deduction during the prenote waiting period. For example, answer Y if
system is withholding the deduction from the check and you want to continue
deducting this amount during the prenote waiting period.

This field does not appear for a STATUS 3 (live) deduction. It also does not appear for
net pay deductions (deduction number 000).

STOP DEPOSITS TO THE PRIMARY ACCOUNT (Y/N). Appears after you type
information in the REPLACEMENT fields and press Enter. Y (Yes) stops all electronic
deductions for the primary bank account until the prenote waiting period for the
replacement bank account has expired.

AMPUU7-Employee Deduction (Status)

Use this display to review the session status of the current file maintenance session.

This display appears during Employee Miscellaneous Deduction file maintenance.
The session status shows the number of records that you added, changed, or deleted
during the current file maintenance session.

4 )

DATE ** /%% /%x PAYROLL FILE MAINTENANCE STATUS AMPUU7  **
EMPLOYEE MISCELLANEOUS DEDUCTION

SESSION STATUS
RECORDS ADDED ok ko ko kK RECORDS DELETED ** %% %%
RECORDS CHANGED  **k* k%%

ENTER TO CONTINUE
F24 END OF JOB

. )

What to do

To end the session, use F24. The Employee Miscellaneous Deduction Maintenance
Listing is scheduled to print.
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Function keys

F24 END OF JOB ends Employee Miscellaneous deduction file maintenance and
schedules the Employee Miscellaneous Deduction Maintenance Listing (AMPUU) to
print.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.

Option 4. Labor Distribution (AMPM10)

Use this option to add a new department and production facility or a new automatic
overtime record to the Labor Distribution file. Also use this deduction to change or
delete labor distribution information already in the file.

Because this file uses information from the General Ledger file, be sure that file is up
to date before adding or changing a record to the Labor Distribution file.

The department number is part of the key that indicates which distribution record you
are referencing. You can use both alphabetic and numeric characters.

The facility number is the other part of the key that indicates which distribution record
you are referencing. You can use both alphabetic and numeric characters. Do not
write anything in this field if, during application tailoring, you chose not to break down
labor costs to facility within department. The Payroll application then supplies only
departmental costs.

An automatic overtime parameter record must exist in the Labor Distribution file
before you can automatically calculate overtime. The system automatically calculates
overtime only for those departments which have an overtime parameter record. Do
not define overtime parameter records for departments which do not get paid overtime
(for example, salaried exempt employees).

What information you need: None.
What reports are printed: Labor Distribution Maintenance Listing (AMPXU).
What forms you need: Form PR-06 (A-B).

The basic steps to maintain the Labor Distribution file follow each display.

AMPXU1-Labor Distribution (Select)

Use this display to set up and maintain a Labor Distribution record for each
department within a company or each combination of department and production
facility within a company for the purpose of tracking labor costs. Also use this display
to set up and maintain an overtime parameter record if you selected automatic
overtime calculation during application tailoring.
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This display appears if you select option 4 (Labor Distribution) from the File
Maintenance menu (AMPM10). The system uses Labor Distribution records to break
down labor costs for each department and, if selected during application tailoring, to
break labor costs down to facility within department. If you selected General Ledger
distribution during application tailoring, be sure a record exists in the General Ledger
Master file for the company/general ledger numbers entered.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPXU1  **
LABOR DISTRIBUTION

COMPANY NUMBER nn
DEPARTMENT NUMBER nnnn
FACILITY aaaA5

ACTION CODE <A/C/D> A

DO YOU WANT TO SEE PRIVILEGED DATA <YES/NO> aA3

F24 DISPLAY STATUS

o /

What to do

» Type in the information requested and press Enter.

 If you entered a department or production facility number, the Labor Distribution
(Add, Change, Delete) display (AMPXU2) appears.

» If your answer to FACILITY is PREM, the Labor Distribution display (AMPXU3)
appears.

« To end the session or review the session status, use F24.
Function keys

F24 DISPLAY STATUS causes the Labor Distribution (Status) display (AMPXU4) to
appear. The display shows the status of the file maintenance session.

Fields

COMPANY NUMBER. Appears and is required if you selected multiple company
support during application tailoring. Type in the company number for this department
and facility.

DEPARTMENT NUMBER. Required. Type in the department number to which you
assigned one or more employees.

FACILITY. If you selected to break labor costs down by facility within department
during application tailoring, type in the facility ID within the department number shown.
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If you selected automatic overtime calculation during application tailoring, type in
PREM.

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:

A Add a record
C Change a record
D Delete a record.

DO YOU WANT TO SEE PRIVILEGED DATA (YES/NO). Appears if you need a user
ID that can see privileged data. Type in YES to enter or review year-to-date
information on display AMPXU2. Enter this information when you first create the
record. The Payroll application updates this information. After you create the file and
activate the privileged security level, only a user with a user ID authorized for
privileged information can access that information.

AMPXU2-Labor Distribution (Add, Change, Delete)

Use this display to enter descriptive, general ledger, and cumulative year-to-date data
for the department and facility you entered on display AMPXU1.

This display appears if you maintain the Labor Distribution file. If you selected General
Ledger distribution during application tailoring, you need a general ledger account
number for labor and setup costs.

a )

DATE **% /%% /%%

PAYROLL FILE MAINTENANCE CHANGE AMPXU2  **
LABOR DISTRIBUTION

COMPANY NUMBER *x
DEPARTMENT NUMBER ok ok ok
SITE *kk

DESCRIPTION aaaaaaaaaaaalls

DESCRIPTION aaaaaaaaaaaaAls

LABOR G/L NUMBER
SETUP G/L NUMBER

SOS SEC EXP G/L NUMBER

aaaaaaaaaaaaAl’
aaaaaaaaaaaa”Als
aaaaaaaaaaaa”Als

MEDICARE EXP G/L NUMBER aaaaaaaaaaaalAls

FUTA EXP G/L NUMBER

SUI EXP G/L NUMBER

aaaaaaaaaaaaAls
aaaaaaaaaaaaAls

REGULAR HOURS nnnnnnn.nn
OTHER HOURS nnnnn.nn
REGULAR AMT NNNNNNNNN. nn
OTHER AMOUNT NNNNNNNNN.nn
MISCELLANEOUS AMT NNnnnnnn.nn
QUANTITY NNNNNNNNNN . NNN

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

* Type in the information you need and press Enter. The Labor Distribution (Select)
display (AMPXU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
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Function keys

F18 REFRESH SCREEN causes display AMPXU2 to appear again with the values
appearing prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPXU1 to appear again; no file updating
occurs.

Fields

COMPANY NUMBER. The company number to which employees working in this
department are assigned.

DEPARTMENT NUMBER. The department number to which the Labor Distribution
record applies.

FACILITY. If used, this field is the work area within a department (or may be an entire
department).

SITE. The site location at which employees working in this department are assigned.

DESCRIPTION. Required. If you chose ACTION CODE A, type in a short description
(not to exceed 25 characters) for the department/facility; otherwise, the description
appears as previously entered. This description may be a department or facility title or
a function performed by a department or facility.

If you selected General Ledger distribution during application tailoring, you must enter
data in one of the following two fields. You can enter data into both fields, if necessary.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

LABOR G/L NUMBER. Type in the general ledger account number used during labor
distribution processing to report labor data for a department or facility. The application
uses this number if you did not enter a number during time or adjustment data entry. If
PM&C is installed and interfacing and you are using a run code of R (Run) for the
labor data, use this field for the runtime general ledger number.

Note: If you did not set up a general ledger expense account number for other
compensation or payments in the Deduction Distribution file, the system uses this
number as the expense account number.

SETUP G/L NUMBER. Type in the general ledger account number used during labor
distribution processing to report setup labor data for a department or facility. The
application uses this number if you did not enter a number during time or adjustment
data entry and you used a run code of S (Setup).

SOS SEC EXP G/L NUMBER. Type in the general ledger account number used
during labor distribution processing to report Social Security expense data for a
department or facility.

MEDICARE EXP G/L NUMBER. Type in the general ledger account number used
during labor distribution processing to report Medicare expense data for a department
or facility.
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FUTA EXP G/L NUMBER. Type in the general ledger account number used during
labor distribution processing to report FUTA expense data for a department or facility.

SUI EXP G/L NUMBER. Type in the general ledger account number used during
labor distribution processing to report SUI expense data for a department or facility.

The system updates the following fields during labor distribution processing and sets
them to zero at year end. Normally, make entries only when you first install the Payroll
application. These fields appear only if you are using a user ID authorized for
privileged information.

REGULAR HOURS. Type in the number of regular hours reported year-to-date
against this department/facility.

OTHER HOURS. Type in the number of overtime hours reported year-to-date against
this department/facility.

REGULAR AMT. Type in the amount of regular hours expressed in dollars.
OTHER AMOUNT. Type in the amount of overtime hours expressed in dollars.

MISCELLANEOUS AMT. Type in the amount of miscellaneous charges against this
department/facility expressed in dollars.

QUANTITY. Type in the year-to-date quantity reported for each department or
department/facility combination. This field can represent either an activity, or material
produced or processed.

AMPXU3-Labor Distribution

Use this display to set up and maintain an overtime parameter record if you selected
automatic overtime calculation during application tailoring. See “Automatic overtime
calculations” on page 2-21 for more information.

If you selected PREM on display AMPXU1 as the FACILITY, this is the second display
to appear during Labor Distribution file maintenance. An overtime parameter record
must exist for a department in order for the Payroll application to automatically
calculate overtime or premium payments for the employees in that department.

The following fields appear only when daily entry was selected during application
tailoring:

DAILY MAXIMUM HOURS
SATURDAY OVERTIME CODE
SUNDAY OVERTIME CODE
THIRD DAY OVERTIME CODE.
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4 N

'
DATE ** /%% /%x PAYROLL FILE MAINTENANCE CHANGE AMPXU3  **

LABOR DISTRIBUTION

COMPANY NUMBER K
DEPARTMENT NUMBER kK
FACILITY KKk kK
SITE aA3
DAILY MAXIMUM HOURS nn.nn
PAY CYCLE MAX HOURS nnn.nn
DAYS IN PAY CYCLE nn
OVERTIME/PREMIUM CODE A
SATURDAY OVERTIME CODE A
SUNDAY OVERTIME CODE A
THIRD DAY OVERTIME CODE A
EXCEPTION PROCESS CODE A
a

OVERTIME G/L NUMBER aaaaaaaaaaalAls

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

» Type in the information requested and press Enter. The Labor Distribution
(Select) display (AMPXU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPXU3 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPXU1 to appear again; no file updating
occurs.

Fields

COMPANY NUMBER. The company number to which employees working in this
department are assigned.

DEPARTMENT NUMBER. The department number to which the overtime parameter
record applies. You do not need to define overtime parameter records for a
department whose employees you do not pay for overtime (for example, salaried
exempt employees).

FACILITY. PREM appears, as entered on display AMPXU1.

SITE. The site location at which employees working in this department are assigned.

DAILY MAXIMUM HOURS. Use this field if you calculate overtime on a daily basis.
Type in the maximum number of hours an employee can work each day and not
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receive any overtime pay. The overtime/premium code controls how the system
calculates overtime.

PAY CYCLE MAX HOURS. Use this field if you calculate overtime on a weekly or pay
cycle basis. Type in the maximum number of hours an employee can work during
each week or pay cycle and not receive any overtime pay. This field is valid only for
certain overtime/premium code values.

DAYS IN PAY CYCLE. Required. Type in the number of days in a pay cycle. For
example, type in 7 for weekly or 14 for biweekly.

OVERTIME/PREMIUM CODE. Required. Type in the code that determines how the
system calculates employee overtime or premium rates. If this department uses the
overtime method, use one of the codes in the overtime column. If this department
uses the premium method, use one of the codes in the premium column.

Premium Overtime Method of calculation

A J Hours per day over daily maximum hours

B K Hours per day over daily maximum hours
plus hours per cycle over pay cycle
maximum

C L Hours per day over daily maximum hours
plus hours per week over pay cycle
maximum

D M Hours per week over the pay cycle
maximum

E N Hours per pay cycle over pay cycle
maximum

SATURDAY OVERTIME CODE. Type in the Saturday overtime code that specifies
which payroll day the system treats number as Saturday if you pay hours recorded for
that day at the overtime or double time rate. You can designate any day of the week
as Saturday. Type in 0 (zero) if you do not automatically pay Saturday work at
overtime or double time rates.

For example, if an employee’s normal work week is Saturday through Wednesday,
you might pay Thursday at the overtime rate and considered the hours worked to be
automatic overtime hours. In this example, you would use code D as the Saturday
overtime code.

Data Entry Payroll

day number Overtime code Double time code Normal weekday
1,8 A J 0
29 B K 0
3,10 C L 0
4,11 D M 0
5,12 E N 0
6,13 F @) 0
7,14 G P 0
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SUNDAY OVERTIME CODE. Type in the Sunday overtime code (A-G) or a double
time code (J-P) to specify which payroll day number is treated as Sunday if hours
recorded for that day are paid at the overtime or double time rate of pay. Use the
same rules and codes you defined for Saturday. Type in a 0 (zero) if you do not pay
Sunday as automatic overtime.

THIRD DAY OVERTIME CODE. Type in an overtime code (A-G) or a double time
code (J-P) to specify the code for the payroll day number treated as a third day with
hours automatically calculated as overtime. Type in a 0 (zero) if there is no third day
paid as automatic overtime.

EXCEPTION PROCESS CODE. Required. Type in an exception process code to
indicate the following used to bypass automatic overtime calculations. Type in an
exception process code to indicate the following:

» The combination of vacation, holiday, and sick pay hours to include as part of the
hours used for overtime calculation.

* How to handle Current Hours file records which have one of the following:

Other than regular, holiday, vacation, or sick hours
Precalculated gross amount

Override pay rate.

Three options are available when an exception occurs:

— Bypass this record
— Bypass all records for the day for this employee
— Bypass all records for the pay cycle for this employee.

» The options refer to hours in the records before the system automatically
calculates overtime. Use one of the following codes:

Bypass records for

Include hours for Record Day Pay cycle
Holiday 1 A J
Vacation 2 B K
Holiday and vacation 3 C L
Sick pay 4 D M
Sick pay and holiday 5 E N
Sick pay and vacation 6 F O
Sick pay holiday and vacation 7 G P
No sick pay holiday or vacation 8 H Q

OVERTIME G/L NUMBER. Type in the general ledger account number charged for
the department overtime expense. If you leave this field blank, the system charges the
overtime expense to the department’s regular general ledger account for labor
expense.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.
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AMPXU4-Labor Distribution (Status)

Use this display to review the status of the current file maintenance session.

This display appears during Labor Distribution file maintenance. The session status
shows the number of records you added, changed, or deleted during the current file
maintenance session.

a )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE STATUS AMPXU4  **
LABOR DISTRIBUTION

SESSION STATUS
RECORDS ADDED *okokkokkokkk RECORDS DELETED ***x%xkxkx%
RECORDS CHANGED ek Kk Kk

ENTER TO CONTINUE
F24 END OF JOB

o )

What to do

Use F24. The Labor Distribution Maintenance Listing is scheduled to print.

Function keys

F24 END OF JOB ends Labor Distribution file maintenance and schedules the Labor
Distribution Maintenance Listing (AMPXU) to print.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.
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Option 5. Tax Table (AMPM10)

Use this option to add, change or delete tax table records in the Tax Table file.
What information you need: None.

What reports are printed: Tax Table Maintenance Listing (AMPYU).

What forms you need: PR-07 A—C.

AMPYU1-Tax Table (Select)

Use this display to set up and maintain each tax record combination of pay frequency
and marital status for each taxing unit requiring income or disability taxes to be
deducted, or for earned income credit payments.

This display appears if you select option 5 (Tax Table) from the File Maintenance
Menu (AMPM10). In addition to a Federal tax table, you need a tax table for all other
taxes withheld from employee pay and for earned income credit payments made to
employees.

4 )

DATE *% /%% /%% PAYROLL FILE MAINTENANCE SELECT AMPYUL **
TAX TABLE
PAY FREQUENCY <WK/BW/MN/SM> A2
MARITAL STATUS <M/S/H/O> A
DISTRIBUTION CODE <A/E/F/S/I/K/L> A
DISTRIBUTION NUMBER <0-999> nnn
ACTION CODE <A/C/D> A

F24 DISPLAY STATUS

- /

What to do

» Type in the information requested and press Enter.

- If you selected distribution code |, the Tax Table (Add, Change, Delete)
display (AMPYU3) appears.

- If you selected distribution code A, the Tax Table (Add, Change Delete)
display (AMPYU3A) appears.

- If you selected distribution code F, S, K, or L, the Tax Table (Add, Change,
Delete) display (AMPYU2) appears.

- If you selected distribution code E, the Advanced Earned Income Credit
Payments Table (Add, Change, Delete) display (AMPYUE) appears.

¢ To end the session or review the session status, use F24.
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Function keys

F24 DISPLAY STATUS causes the Tax Table (Status) display (AMPYU4) to appear.
The display shows the status of the file maintenance session.

Fields
All fields are required.
PAY FREQUENCY (WK/BW/MN/SM). Type in one of the following codes to indicate

how often you pay an employee:

WK Weekly: paid once each week

BW Biweekly: paid every two weeks

MN Monthly: paid once each month

SM Semimonthly: paid twice each month

The pay frequency you select appears on succeeding displays that prompt for pay
cycle/year limits.

MARITAL STATUS (M/S/H/O). Type in one of the following codes to indicate the
employee marital status for which the tax table is applicable:

M Married; married tax table is used

S Single; single tax table is used

H Head of household; head of household tax table is used
(0] Other.

When you set up an EIC table, the marital status codes include the following:

M Both spouses are eligible; two W-5 forms are on file
S Single or married and one W-5 form is on file.

DISTRIBUTION CODE (A/E/F/S/I/K/L). Type in one of the following distribution codes
to indicate the type of tax for which this tax table is applicable:

State unemployment insurance
Earned income credit

Federal

State

State disability insurance
County

Local.

FXToTmm>»

DISTRIBUTION NUMBER (0-999). Type in the same unique 3-digit distribution
number assigned in the Deduction Distribution file to the taxing body. For Federal tax
and earned income credit payments, this number is 000. For state unemployment and
disability insurance, this number must be the same as that used for the associated
state (S) code.

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:

A Add a record
C Change a record
D Delete a record.
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AMPYU3—Tax Table (Add, Change, Delete)

Use this display to set up the method for calculating state disability insurance
withholdings.

This display appears during Tax Table file maintenance for SDI tables (code I). The
limits and amounts entered are for each pay cycle or an entire year, as specified.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPYU3  **
TAX TABLE
DISABILITY INSURANCE - DESCRIPTION aaaaaaaaaaaa”Als
DEDUCT FOR HOME STATE WORK ONLY <YES/NO> ah3
LIMITS ON GROSS FOR PAY CYCLE OR YEAR <PC/YR> A2
MAXIMUM DEDUCTION AMOUNT nnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

» To set up limits and amounts for calculating SDI withholdings, type in the
information you need, press Enter. The Tax Table (Add, Change, Delete) display
(AMPYU9) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYU3 to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

DISABILITY INSURANCE—DESCRIPTION. Type in the name of the state that
requires you to withhold SDI.

DEDUCT FOR HOME STATE WORK ONLY (YES/NO). Required. Type in one of the
following codes:

YES Deduct SDI only when employees work in their home states
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NO Deduct SDI when employees work in another state temporarily and the state
has no SDI withholding requirement.

LIMITS ON GROSS FOR PAY CYCLE OR YEAR (PC/YR). Required. Type in one of
the following codes:

PC If the system applies SDI maximum deduction limit to each pay cycle gross
YR If the system applies SDI maximum deduction limit to the annual gross.

MAXIMUM DEDUCTION AMOUNT. If you selected code PC, type in the maximum
SDI deduction for each pay cycle; if you selected code YR, type in the maximum
annual SDI deduction. This amount must relate to the response in the LIMITS ON
GROSS FOR PAY CYCLE OR YEAR field.

AMPYU3A-Tax Table (Add, Change, Delete)

Use this display to describe the tax table identified on display AMPYU1.

This display appears during Tax Table file maintenance for deduction code A
(employee-paid State Unemployment Insurance).

4 )

DATE **/**[** PAYROLL FILE MAINTENANCE CHANGE AMPYU3A **
TAX TABLE
DESCRIPTION aaaaaaaaaaaaAl5s

LIMITS ON GROSS FOR PAY CYCLE OR YEAR <PC/YR> A2
MAXIMUM DEDUCTION AMOUNT  nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. )

What to do

» To describe the tax, type in the information you need for the tax and press Enter.
The Tax Table (Add, Change, Delete) display (AMPYU9) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYU2 to appear again with the values
entered before the current file maintenance session.
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F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
to identify the tax table you want to maintain. For example, for a Federal tax record for
married employees paid each week use “FEDERAL.WK-M.” This description appears
on succeeding displays below the system date.

LIMITS ON GROSS FOR PAY CYCLE OR YEAR (PC/YR). Type PC if a limit exists
on the gross amount for a pay cycle or YR if a limit exists on the gross amount for a
year.

MAXIMUM DEDUCTION AMOUNT. Type in the maximum amount to be deducted.

AMPYU2-Tax Table (Add, Change, Delete)

Use this display to describe the tax table identified on display AMPYU1.

This display appears during Tax Table file maintenance for deduction codes other
than | (SDI tables), E (earned income credit payments), or A (employee-paid SUI).

4 )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYU2  **
TAX TABLE
DESCRIPTION aaaaaaaaaaaalls
SPECIAL RATE % nn.nnn
STATE ABBREVIATION A2

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

» To describe the tax, type in the information you need for the tax and press Enter.
The Tax Table (Add, Change, Delete) display (AMPYU5) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.
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F18 REFRESH SCREEN causes display AMPYUZ2 to appear again with the values
entered before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating

occurs.

Fields

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)

to identify the tax table you want to maintain. For example, for a Federal tax record for
married employees paid each week use “FEDERAL.WK-M.” This description appears
on succeeding displays below the system date.

SPECIAL RATE % (Special Rate Percent). Used for Federal, state, county, or local
taxes that you want to calculate at a fixed percentage. If you prepare a special check
for an employee and want the system to replace normal tax rates with a fixed

percentage rate, type in the fixed percentage rate here. This applies to commission,
bonus, and other additional compensation checks (type BO adjustments).

If you use normal taxing methods on special checks, type in .00 in this field. If you

type in a zero percentage, the system uses the tax table rate.

See “Understanding the functions and options” on page 2-19 for special pay

considerations.

STATE ABBREVIATION. Appears if you select distribution code S (State) on display
AMPYU1. Used by the Payroll application to calculate various unique state taxing
requirements. If this is a state income tax or state disability insurance tax, type in a

valid state abbreviation.

The U.S. Post Office Department has authorized these abbreviations for use with the

ZIP code.

Alabama
Alaska
Arizona
Arkansas
California
Canal Zone
Colorado
Connecticut
Delaware
Dist. of Col.
Florida
Georgia
Hawaii
Idaho

AL
AK
AZ
AR
CA
Cz
CcoO
CT
DE
DC
FL
GA
HI
ID

Montana
Nebraska
Nevada

New Hampshire

New Jersey
New Mexico
New York

North Carolina
North Dakota

Ohio
Oklahoma
Oregon

Pennsylvania

Puerto Rico

MT
NE
NV
NH
NJ

NM
NY
NC
ND
OH
OK
OR
PA
PR
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lllinois IL Rhode Island RI
Indiana IN South Carolina SC
lowa IA South Dakota SD
Kansas KS Tennessee TN
Kentucky KY Texas X
Louisiana LA Utah uT
Maine ME Vermont VT
Maryland MD Virginia VA
Massachusetts MA Virgin Islands Vi
Michigan MI Washington WA
Minnesota MN West Virginia wv
Mississippi MS Wisconsin WI
Missouri MO Wyoming wy

AMPYU5—Tax Table (Add, Change, Delete)

Use this display to set up the method used to enter standard deductions and to
calculate these deductions.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
and L. For Federal tax tables, standard deductions do not apply and no deductions
are permitted prior to calculating Federal income tax.

4 )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYU5  **
ek e K K o K kK K Kk Kk TAX TABLE

LIMITS & DEDUCTIONS BY PAY CYCLE OR YEAR <PC/YR> A2
STANDARD DEDUCTION APPLY <YES/NO> ah3

DEDUCT FIT PRIOR TO STD DEDUCTION <YES/NO> aA3
STANDARD DEDUCTION % nn.n
STANDARD DEDUCTION MINIMUM 1 nnnnn.nn
STANDARD DEDUCTION MAXIMUM 1 nnnnn.nn
STANDARD DEDUCTION MINIMUM 2 nnnnn.nn
STANDARD DEDUCTION MAXIMUM 2 nnnnn.nn
ADDITIONAL DEDUCTION AMOUNT nnnnn.nn

DEDUCT FIT <YES/NO> aA3

FIT MAXIMUM nnnnn.nn

PERCENT OF FIT TO DEDUCT nnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information required and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYUG) appears.

» To see the display as it was before you typed anything in the fields, use F18.
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» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUS5 to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax with which you are working. Appears on the
second line of the display, below the date.

LIMITS & DEDUCTIONS BY PAY CYCLE OR YEAR (PC/YR). Required. Type in
one of the following codes:

PC If the system applies the amounts entered on this display to each pay cycle
gross.
YR If system applies the amounts entered on this display to annual gross.

STANDARD DEDUCTION APPLY (YES/NO). Required. Type in YES if the system
withholds standard deduction amounts from taxable gross before it calculates taxes;
otherwise, type in NO. Proceed to the following associated fields.

Notes:

1. The code (0, 1, or 2) entered in the STANDARD DEDUCTION LIMITS CODE
field for an employee, in the Employee State/County/Local file, indicates whether
the employee uses the standard deduction minimum and maximum 1 or 2 values,
as defined in this state, county, or local tax table.

2. For Federal tax tables, always type in NO and move the cursor to the DEDUCT
FIT (YES/NO) field.

DEDUCT FIT PRIOR TO STD DEDUCTION (YES/NO): Required. Type in YES to
deduct Federal income tax from taxable gross before the system calculates the
standard deduction amount; otherwise, type in NO.

STANDARD DEDUCTION %: Required if the standard deduction is a percentage
of taxable gross. Type in the standard deduction percentage.

STANDARD DEDUCTION MINIMUM 1: Required if you use a first minimum
standard deduction. Type in the minimum amount. The system compares the
calculated amount to this minimum; if it is less, the system uses the minimum
amount.

STANDARD DEDUCTION MAXIMUM 1: Required if the system uses a first
maximum standard deduction. Type in the maximum amount. The system
compares the calculated amount to this maximum; if it is greater, the system uses
the maximum amount.

STANDARD DEDUCTION MINIMUM 2: Required if the system uses a second
minimum standard deduction. Type in the minimum amount. For those employees
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using the second minimum and maximum, the system compares the calculated
amount to this minimum; if it is less, it uses the minimum amount.

STANDARD DEDUCTION MAXIMUM 2: Required if the system uses a second
maximum standard deduction. Type in the maximum amount. For those
employees using the second minimum and maximum, the system compares the
calculated amount to this maximum; if it is greater, the system uses the maximum
amount.

ADDITIONAL DEDUCTION AMOUNT: If a standard deduction percentage is
used, specifies an optional dollar amount to be added to this standard deduction.

DEDUCT FIT (YES/NO). Required. Type in YES if the system deducts Federal
income tax before it calculates state, county, or local taxes; otherwise, type in NO.

Note: For Federal tax tables, type in NO.

FIT MAXIMUM. If the system can deduct a maximum amount of Federal income tax
before it calculates state, county, or local taxes, type in the dollar value. The system
compares the calculated amount to the maximum. If the calculated amount is greater,
the system uses the maximum amount. If there is no maximum limit, type in all nines.

Note: For Federal tax tables, type in all zeros.

PERCENT OF FIT TO DEDUCT. If you want the system to deduct a percentage of
Federal income tax before it calculates state, county, or local taxes, type in that
percentage of Federal income tax. If you type in O (zero), the system deducts the full
Federal income tax, based on the response in the DEDUCT FIT field. For example, a
state may allow 75% of FIT for married persons and 80% for single persons.

AMPYU6—Tax Table (Add, Change, Delete)

Use this display to specify how you want to apply the limits and percentages you
entered on display AMPYUS with the tax bracket limits when the system calculates
state, county, or local taxes.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
and L.
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4 N

DATE *% /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYU6  **
ek e K K K K Kk K K Kk Kk TAX TABLE
ENTER A VALUE FOR TAX BRACKET LIMITS & PERCENTS USAGE <1-4> n

1=LIMITS ARE ADJUSTED GROSS INCREMENTS-TAX IS % OF INCREMENT
2=LIMITS ARE FIT WITHHELD -TAX IS % OF FIT

3=LIMITS ARE ADJUSTED GROSS-TAX IS % OF FIT

4=LIMITS ARE ADJUSTED GROSS-TAX IS % OF ADJUSTED GROSS

DEDUCT FICA BEFORE TAX CALCULATIONS <YES/NO> aA3
MAXIMUM FICA AMOUNT nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the required information and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYU7) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUG to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax for which you are specifying taxing limits. This
appears on the second line, below the date.

ENTER A VALUE FOR TAX BRACKET LIMITS & PERCENTS USAGE
(1-4). Required. Type in one of the following values to indicate how you want to use
the table of limits and percents.

1 Employee’s adjusted taxable gross will be the base for this tax. The system
compares the adjusted taxable gross to limit 1 in the tax bracket table. If it is
equal to or greater than limit 1, the system multiplies the percent factor in
percent 1 in the tax bracket table by the dollar amount in limit 1. This amount
is part of the tax amount.

Next, the system subtracts the dollar amount in limit 1 from the adjusted
taxable gross. The system repeats this, moving sequentially through the limits
table and accumulating the tax amount, until it reaches a a limit field greater
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than the remaining adjusted taxable gross. When this happens, the system
multiplies the corresponding percent factor by the remaining adjusted taxable
gross. It adds the result to the tax amount which is now the total tax amount.

2 Amount of Federal taxes withheld will be the base for this tax. The system
compares the employee’s FIT to each limit field, starting with limit 1 and
continuing until it reaches a limit field greater than the FIT dollar amount. The
system multiplies the corresponding percent factor by the employee’s FIT.
The result is the tax amount.

3 Employee’s adjusted gross income will be the base for this tax. The system
multiplies the percentage used by the employee’s Federal income tax. It
compares the adjusted taxable gross to each limit field, starting with limit 1
and continues until it reaches a limit field greater than the employee’s
adjusted taxable gross. The system multiplies the corresponding percent
factor by the employee’s FIT (not adjusted taxable gross). The result is the tax
amount.

4 Limits are for an employee’s total adjusted taxable gross. The system
compares the adjusted taxable gross to each limit, starting with 1, and
continuing until it reaches a limit field greater than or equal to the employee’s
adjusted taxable gross. It multiplies the corresponding percent factor by the
employee’s adjusted taxable gross. The result is the tax amount.

For Federal tax tables, always type in 1.

DEDUCT FICA BEFORE TAX CALCULATIONS (YES/NO). Required. If you want to
deduct FICA from taxable gross income before the system calculates state, county, or
local taxes, type in YES; otherwise, type in NO.

For Federal taxes, type in NO.

MAXIMUM FICA AMOUNT. If the system can deduct a maximum limit of the amount
of FICA before it calculates taxes, type in the dollar amount. If there is no maximum
amount, type in all nines (99999.99).

AMPYU7-Tax Table (Add, Change, Delete)

Use this display to set up personal exemption tables and reflect three types of
personal exemptions.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
and L. The system deducts the dollar amounts entered from taxable gross income
before it calculates the amount of tax. Answer YES or NO to specify the use of
personal exemptions. The Federal exemptions appear in the Employee Master file;
the state, county, and local exemptions appear in the Employee State/County/Local
file.
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4 N

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYU7  **
R E R R R RS EEE RS TAX TABLE
ARE PERSONAL EXEMPTIONS USED <YES/NO> aA3
EXEMP TABLE 1 TABLE 2 TABLE 3
NO.
1 nnnnn.nn nnnnn.nn nnnnn.nn
2 nnnnn.nn nnnnn.nn nnnnn.nn
3 nnnnn.nn nnnnn.nn nnnnn.nn
4 nnnnn.nn nnnnn.nn nnnnn.nn
5 nnnnn.nn nnnnn.nn nnnnn.nn
6 nnnnn.nn nnnnn.nn nnnnn.nn
7 nnnnn.nn nnnnn.nn nnnnn.nn
8 nnnnn.nn nnnnn.nn nnnnn.nn
9 nnnnn.nn nnnnn.nn nnnnn.nn
10 nnnnn.nn nnnnn.nn nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information you need and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYUS8) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUY to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax with which you are working. This appears on
the second line, below the date.

ARE PERSONAL EXEMPTIONS USED (YES/NO). Required. Type in YES to deduct
personal exemptions from taxable gross before the system calculates taxes;
otherwise, type in NO.

For Federal tax tables, always type in YES.

EXEMP NO. (Exemption Number). The system assigns each exemption a
sequential number for up to ten exemptions.

TABLE 1, 2, 3. Tables 1, 2, and 3 reflect three types of personal exemptions. There
are three tables because some tax formulas set different dollar amounts for different
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types of exemptions (such as for dependent children, dependent adults, and
dependent adults over age 65).

The fields in these tables contain the dollar amount for each number of exemptions up
to ten. If there are more than ten of any one type of exemption, the system takes the
difference between the tenth amount and the ninth amount, multiplies it by the number
of exemptions in excess of ten, and adds it to the tenth amount. The system deducts
the dollar amount, found either in the table or from the calculations for that number of
exemptions, from the taxable gross prior to computation of the tax amount. The
number of Federal exemptions comes from the Employee Master file. The number of
state, county, and local exemptions comes from the Employee State/County/Local file.

TABLE 1: Type in a value for each table entry from the appropriate tax guide
obtained from the IRS or state, county, or local taxing authority. This corresponds
to the Exemption Type 1 in the Employee State/County/Local file.

TABLE 2: Make no entries for Federal records. States, counties, and localities
sometimes allow additional exemption amounts for dependents, such as children.
These allowances may be at a different rate than for spouse or husband and wife
combined. This corresponds to the Exemption Type 2 in the Employee State/
County/Local file.

TABLE 3: Make no entries for Federal records. This table permits you to claim
exemptions for other categories (for example, over 65). The use is the same as
exemption table 2. The corresponding field in the Employee State/County/Local
file is Exemption Type 3.

AMPYU8—Tax Table (Add, Change, Delete)

Use this display to set up tax credit tables and reflect three types of tax credits for
state, county, or local taxes.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
and L. The system deducts dollar amounts entered from already calculated taxes
rather than before it calculates taxes. Answer YES or NO to specify the use of tax
credits.
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4 N

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYU8  **
R E R R R RS EEE RS TAX TABLE
ARE TAX CREDITS USED <YES/NO> aA3
CREDIT TABLE 1 TABLE 2 TABLE 3
NO.
1 nnnnn.nn nnnnn.nn nnnnn.nn
2 nnnnn.nn nnnnn.nn nnnnn.nn
3 nnnnn.nn nnnnn.nn nnnnn.nn
4 nnnnn.nn nnnnn.nn nnnnn.nn
5 nnnnn.nn nnnnn.nn nnnnn.nn
6 nnnnn.nn nnnnn.nn nnnnn.nn
7 nnnnn.nn nnnnn.nn nnnnn.nn
8 nnnnn.nn nnnnn.nn nnnnn.nn
9 nnnnn.nn nnnnn.nn nnnnn.nn
10 nnnnn.nn nnnnn.nn nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information you need and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYU9) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUY to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax with which you are working. This appears on
the second line, below the date.

ARE TAX CREDITS USED (YES/NO). Required. Type in YES if the system
calculates tax credit exemptions against this state, county, or locality; otherwise type
in NO.

CREDIT NO. (Credit Number). The system assigns each credit a sequential number,
up to ten credits.

TABLE 1, 2, 3. Three tables exist because some tax formulas set different dollar
amounts for different tax credits (such as for dependent children, dependent adults,
and dependent adults over age 65).
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Type in a value for each required table entry.

Each type of tax credit has ten fields numbered 1 through 10. These fields contain the
dollar amount for each number of tax credits up to ten. If thee are more than ten of any
one type of tax credit, the system calculates the difference between the tenth amount
and the ninth amount, multiplies it by the number of tax credits in excess of ten, and
adds it to the tenth amount to the product. The system deducts the dollar amount,
found either in the table or from the calculations for that number of tax credits, from
the already calculated tax instead of using it to reduce the taxable gross before the
system calculates the tax.

TABLE 1: The explanation is the same as that for Table 1 in personal exemptions,
on display AMPYUY7. The corresponding field in the Employee State/County/Local
file is tax credit exemptions type 1.

TABLE 2: The explanation is the same as that for tax credit Table 1. The
corresponding field in the Employee State/County/Local file is tax credit
exemptions type 2.

TABLE 3: The explanation is the same as that for tax credit Table 1. The
corresponding field in the Employee State/County/Local file is tax credit
exemptions type 3.

AMPYU9—Tax Table (Add, Change, Delete)

Use this display to set up 10 additional tax bracket limits and percentages the system
can use to calculate taxes.

This display appears during Tax Table file maintenance for other distribution codes A,
F, S, K, and L. This display also appears for distribution code | (SDI).

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPYU9  **
khkkkkkkkhkkkkkkx TAX TABLE
TAX BRACKET
LIMIT PERCENT

nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn
nnnnnnn.nn nn.nnnnn

WoOJ0 U WN

PR R e e
Uk WNhEOo

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

* Type in the required information and press Enter.
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- If you did not type a limit of all nines (9999999.99) on AMPYU9, the Tax Table
(Add, Change, Delete) display (AMPYUA) appears.

- If you did type a limit of all nines (9999999.99) on AMPYU9, the Tax Table
(Add) display (AMPYUB) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUA to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax with which you are working. This appears on
the second line, below the date.

TAX BRACKET LIMIT. Required. The system determines the use of the limits part of
the table by the entry in the TAX BRACKET LIMITS AND PERCENTAGE USAGE
field on display AMPYUB. Type in the limits, either the upper limits of each tax bracket
or the amount of increment between brackets, based on the entry on AMPYUG.
Following are the codes from AMPYU®6 and the associated limits.

Type in the increments between the limits of taxable gross

Type in the upper limits of Federal income tax

Type in the upper limits of taxable gross

Type in the upper limits for the net taxable gross the system taxes at the
corresponding percent.

AWON-=

Type all nines (9999999.99) in the last field.

Note: For SDI, type in 9999999.99 for LIMIT 1. Leave other limits blank.

TAX BRACKET PERCENT. Required. Type in the percentage associated with each
limit.

Note: For SDI, type in the percent the system takes in PERCENT 1. Leave other
percents blank.

AMPYUA-Tax Table (Add, Change, Delete)

Use this display to set up 10 additional tax bracket limits and percentages the system
can use to calculate taxes.

This display appears during Tax Table file maintenance for other distribution codes F,
S, K, and L. This display does not appear if you entered a limit of all 9s (9999999.99)
on display AMPYU9.
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4 N

DATE *% /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYUA  **
ek e K K K K Kk K K Kk Kk TAX TABLE

TAX BRACKET

LIMIT PERCENT
16 NNNNNNN.Nn nn.nnnnn
17 NNNNNNN.Nn nn.nnnnn
18 NNNNNnn.nn nn.nnnnn
19 Nnnnnnnn.nn  nn.nnnnn
20 Nnnnnnnn.nn  nn.nnnnn
21 NNNNNNN.nn nn.nnnnn
22 NNNNNNN.Nn nn.nnnnn
23 NNNNNNN.Nn nn.nnnnn
24 nnnnnnn.nn nn.nnnnn
25 Nnnnnnnn.nn  nn.nnnnn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information you need and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYUB) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table
(Select)display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUA to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

See “AMPYU9—Tax Table (Add, Change, Delete)” on page 12-71 for descriptions of
the fields that appear on this display.
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AMPYUB—Tax Table (Add, Change, Delete)

Use this display to specify a minimum tax amount and a final gross taxable minimum
amount.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
orL.

Note: Do not change information on this display during the year.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPYUB  **
Khkhkkkkkkkkkkkkk TAX TABLE
TAXING LIMITS
MINIMUM TAX TO BE PAID nnnnn.nn
GROSS TAXABLE MINIMUM nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information you need and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYUC) appears. See “Taxable and reported indicators” on
page 2-44 for more information.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUA to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax for which you are specifying taxing limits. This
appears on the second line, below the date.
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MINIMUM TAX TO BE PAID. Type in the minimum tax amount you want to withhold.
The system compares the calculated tax to this minimum. If it is less, the system uses
the minimum amount as the tax amount.

GROSS TAXABLE MINIMUM. Type in the minimum gross taxable limit used when
calculating taxes. The system compares the final gross taxable amount to this
minimum. If it is less, the system does not deduct any taxes.

AMPYUC—Tax Table (Add, Change, Delete)

Use this display to specify whether or not the system calculates taxable gross using
method 1. This method calculates taxable gross at the state level for Oklahoma.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
or L. Always enter NO for Federal tax tables.

4 )

DATE *% /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYUC  **
Hokkokkokkokokokkok ok ok ok TAX TABLE
TAXABLE GROSS CALCULATION

METHOD 1 USED <YES/NO> aA3

WITHHOLDING BASE LIMIT nnnnn.nn

PERCENT OF WITHHOLDING BASE nn.nnn

TAXABLE GROSS ADJUSTMENTS nnnnn.nn

PERCENT OF GROSS OVER LIMIT nn.nnn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. /

What to do

» Type in the information you need and press Enter. The Tax Table (Add, Change,
Delete) display (AMPYUD) appears. See “Tax calculations” on page 2-47 for more
information.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUA to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.
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Fields

Tax Description. The name of the tax with which you are working. This appears on
the second line, below the date.

METHOD 1 USED (YES/NO). Required. Type in YES if you use method 1 to calculate
an employee’s taxable gross pay; otherwise, type in NO.

WITHHOLDING BASE LIMIT. Type in the maximum taxable gross dollar amount the
system can use as a withholding base.

PERCENT OF WITHHOLDING BASE. Type in the percentage of the withholding
base amount the system can use to calculate the taxable gross.

TAXABLE GROSS ADJUSTMENTS. Type in the dollar amount (plus or minus) the
system can use to adjust the taxable gross amount.

PERCENT OF GROSS OVER LIMIT. Type in the tax percentage of the amount of
employee gross pay over the withholding base limit. The system adds the result to the
tax it calculated using the tax limits and percentages.

AMPYUD—Tax Table (Add, Change, Delete)

Use this display to specify whether or not the system calculates taxable gross using
method 2. This method calculates taxable gross at the state level for Montana and
some other states.

This display appears during Tax Table file maintenance for distribution codes F, S, K,
or L. Always enter NO for Federal tax tables.

4 )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPYUD  **
khkkkkkkkhkkkkkkx TAX TABLE

TAXABLE GROSS CALCULATION
METHOD 2 USED <YES/NO> aA3

TAXABLE

MINIMUM LIMIT PERCENT
1 nnnnnn.nnn nnnnnnn.nn nn.nnn
2 NNNNNn. nnn NNNNNNn.nn nn.nnn
3 NNNNNn. nnn NNNNNNn.nn nn.nnn
4 NNnnnnn.nnn NnNnnnn.nn nn.nnn
5 nnnnnn.nnn NNnnnnn.nn nn.nnn
6 nnnnnn.nnn NNnnnnn.nn nn.nnn
7 nnnnnn.nnn nnnnnnn.nn nn.nnn
8 NNNNNn.nnn NNNNNNn.nn nn.nnn
9 NNNNNn.nnn NNNNNNn.nn nn.nnn
10 nnnnnn.nnn nnnnnnn.nn nn.nnn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. )

What to do

« Type in the information you need and press Enter. The Method 3 Taxable Gross
Calculation display (AMPYUF) appears.
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» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUA to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

Tax Description. The name of the tax with which you are working. This appears on
the second line, below the date.

METHOD 2 USED (YES/NO). Required. Type in YES if you use method 2 to calculate
an employee’s taxable gross pay; otherwise, type in NO.

TAXABLE MINIMUM. Required. Type in the minimum taxable gross pay for the
income bracket.

LIMIT. Type in the limit for the total gross pay the system multiplies by the
corresponding percentage to determine part of the taxable gross.

PERCENT. Type in the percentage of the total gross pay to use as part of taxable
gross pay. The system adds this percentage to the taxable minimum to calculate the
total taxable gross pay.

AMPYUF—Payroll File Maintenance Tax Table (Select)

Use this display to select tax calculation method 3, and to access the first ten entries
in the exemption table. This method calculates taxable gross at the state level for
Connecticut only.

This display appears if you select distribution codes F, S, K, or L on display AMPYU1.
Always enter NO for Federal tax tables.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPYUF  **
TAX TABLE

TAXABLE GROSS CALCULATION

METHOD 3 USED <YES/NO> aA3
SALARY EXEMPTION
1 n,nnn,nnn.nn- nn.nnn-
2 n,nnn,nnn.nn- nn.nnn-
3 n,nnn,nnn.nn- nn.nnn-
4 n,nnn,nnn.nn- nn.nnn-
5 n,nnn,nnn.nn- nn.nnn-
6 n,nnn,nnn.nn- nn.nnn-
7 n,nnn,nnn.nn- nn.nnn-
8 n,nnn,nnn.nn- nn.nnn-
n n,nnn,nnn.nn- nn.nnn-
10 n,nnn,nnn.nn- nn.nnn-

F19 RETURN TO SELECT

o /

What to do

» Type in YES to use tax calculation method 3 and press Enter. If the last entry in
the EXEMPTION field is not 9,999,999.99, the Payroll File Maintenance Tax Table
(Select) display (AMPYUG) appears. Otherwise, the Payroll File Maintenance Tax
Table (Select) display (AMPYUH) appears.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields
SALARY. A salary amount that determines the amount of the exemption. Amounts
you enter after the first salary amount will be incremental, since you must use a limits

code of 1.

EXEMPTION. The amount of the exemption for the corresponding salary amount.

AMPYUG—Payroll File Maintenance Tax Table (Select)

Use this display to see the second half of the exemption table for method 3.

This display appears if the last entry on display AMPYUG is not 9,999,999.99.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPYUG  **
TAX TABLE

SALARY EXEMPTION
11 n,nnn,nnn.nn- nn.nnn-
12 n,nnn,nnn.nn- nn.nnn-
13 n,nnn,nnn.nn- nn.nnn-
14 n,nnn,nnn.nn- nn.nnn-
15 n,nnn,nnn.nn- nn.nnn-
16 n,nnn,nnn.nn- nn.nnn-
17 n,nnn,nnn.nn- nn.nnn-
18 n,nnn,nnn.nn- nn.nnn-
19 n,nnn,nnn.nn- nn.nnn-
20 n,nnn,nnn.nn- nn.nnn-
21 n,nnn,nnn.nn- nn.nnn-
22 n,nnn,nnn.nn- nn.nnn-
23 n,nnn,nnn.nn- nn.nnn-
24 n,nnn,nnn.nn- nn.nnn-
25 n,nnn,nnn.nn- nn.nnn-

F19 RETURN TO SELECT

o /

What to do

Press Enter to continue.
Function keys

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields
SALARY. A salary amount that determines the amount of the exemption.

EXEMPTION. The amount of the exemption for the corresponding salary amount.

AMPYUH—Payroll File Maintenance Tax Table (Select)

Use this display to see the credit percentages for tax calculation method 3. Two more,
identical, displays are available to let you maintain up to thirty credit percentages.

This display appears if you press Enter on display AMPYUF or AMPYUG.
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4 N

DATE ** /%% /%% PAYROLL FILE MAINTENANCE SELECT AMPYUH  **
TAX TABLE
CREDIT
SALARY PERCENTAGE
1 n,nnn,nnn.nn- nn.nnn-
2 n,nnn,nnn.nn- nn.nnn-
3 n,nnn,nnn.nn- nn.nnn-
4 n,nnn,nnn.nn- nn.nnn-
5 n,nnn,nnn.nn- nn.nnn-
6 n,nnn,nnn.nn- nn.nnn-
7 n,nnn,nnn.nn- nn.nnn-
8 n,nnn,nnn.nn- nn.nnn-
9 n,nnn,nnn.nn- nn.nnn-
10 n,nnn,nnn.nn- nn.nnn-

F19 RETURN TO SELECT

o /

What to do

Press Enter to continue.
Function keys

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

SALARY. A salary amount that determines the amount of the credit. The last amount
you enter must be all 9s.

CREDIT PERCENTAGE. The amount of the credit percentage for the corresponding
salary amount. The last amount you enter must be all 9s.
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AMPYUK—Payroll File Maintenance Tax Table (Add/Change)

Use this display to specify the annual wage and allowance values to be used with the
Method 4 tax calculation. This method is used at the state level to adjust the value of
a withholding allowance based on an employee’s annualized gross wages.

This display appears if you select distribution codes F, S, K, or L on display AMPYU1.
Always enter NO for Federal tax tables.

4 )

DATE *% /%% /%% PAYROLL FILE MAINTENANCE kK Kk AMPYUK  **
ok ok ok ok ok ok ok ok ok ok ok TAX TABLE

ANNUAL WAGE CALCULATION

METHOD 4 USED <YES/NO> aA3
ANNUAL WAGE ALLOWANCE
1 n,nnn,nnn.nn nn,nnn.nn
2 n,nnn,nnn.nn nn,nnn.nn
3 n,nnn,nnn.nn nn,nnn.nn
4 n,nnn,nnn.nn nn,nnn.nn
5 n,nnn,nnn.nn nn,nnn.nn

REFRESH SCREEN
F19 RETURN TO SELECT

. /

What to do

» Type in up to five wage brackets and press Enter. The Payroll File Maintenance
Tax Table (Select) display (AMPYU1) appears.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes the display to appear again with the values shown
before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

ANNUAL WAGE. The annualized gross wage amount that determines the wage/
allowance brackets in wage ascending order. The employee’s annualized gross
wages will be compared to each entry in this table to determine if they are equal to or
greater than the table value. If the employee’s gross wages are less than the first
entry, the search ends and the standard taxing method will be used. If the employee’s
gross wages are greater than the first entry, the search stops when the last table entry
is found or when the next entry is greater than the wage amount.
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ALLOWANCE. The value of a withholding allowance to be used for this gross wage
bracket. This amount must be the annual value of the allowance even if Limits &
Deductions by Pay Cycle (PC) was used on display AMPYUS5. The allowance
entered then will be multiplied by the number of exemptions entered on the state,
county, or local record.

AMPYUE—Advance Earned Income Credit Payments Table (Add/

Change)

Use this display to add and maintain the Advance Earned Income Credit Payment
Table.

This display appears if you select distribution code E on display AMPYU1.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPYUE  **
DESCRIPTION *hkkkhkhkkkkkkkkkx

ADVANCE EARNED INCOME CREDIT PAYMENTS TABLE
kokkkkkkhkkkkkhkkhkhkkhkhkkkkkk

Kkhkkkkhkkkkhkkhkhkhkkhkhkkhkkhkkhkkkx

LIMITS & EIC AMOUNTS ARE BY CYCLE OR YEAR <PC/YR> A2

---- EIC PAYMENT ----
MINIMUM UP TO DOLLAR OR % OF

AMOUNT AMOUNT AMOUNT WAGES
1 NNNNNN. nnn NNNNNNn.nn nnnnn.nn nn.nnn
2 NNNNnn.nnn Nnnnnnn.nn nnnnn.nn
77777777777 WAGES ---------- ---- EIC PAYMENT ----
MINIMUM UP TO DOLLAR AND LESS % IN
AMOUNT AMOUNT AMOUNT EXCESS OF MINIMUM
3 nnnnnn.nnn nnnnnnn.nn nnnnn.nn nn.nnn
MAXIMUM YTD WAGES FOR EIC PAYMENT nnnnnnn.nn
MAXIMUM YTD EIC PAYMENTS nnnnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. J

What to do

» Type in the information you need and press Enter. The Tax Table (Select) display
(AMPYU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19. The Tax Table (Select)
display (AMPYU1) appears.

Function keys

F18 REFRESH SCREEN causes display AMPYUA to appear again with the values
shown before the current file maintenance session.

F19 RETURN TO SELECT causes display AMPYU1 to appear again; no file updating
occurs.

Fields

DESCRIPTION. The name of the tax with which you are working.



AMPM10, option 5

Contents

Index

Page 12-83

Table Description. The description of the earned income credit payments table
which you are maintaining. It includes the method used and the EIC eligibility status
for the table. It appears on the two lines below the heading.

LIMITS & EIC AMOUNTS ARE BY CYCLE OR YEAR (PC/YR). Type in one of the
following codes:

PC If the limits and amounts are by pay cycle
YR If the limits and amounts are by year.

WAGES. These fields apply to the Tables for Percentage Method of Advance EIC
Payments in your Circular E, as received from the Internal Revenue Service.

MINIMUM AMOUNT: Type in the minimum amount allowed before deducting
withholding allowances. The first value must be 0 (zero).

UP TO AMOUNT: Type in the amount for wages that the system should not
exceed for this EIC payment. For line #3, this amount must always be specified as
nines (9,999,999.99).

EIC PAYMENT. These fields apply to the Tables for Percentage Method of Advance
EIC Payments in your Circular E, as received from the Internal Revenue Service.

DOLLAR AMOUNT: Type in the fixed amount of the payment you must pay back
to the employee as Earned Income Credit.

% OF WAGES (Percent of Wages): Type in the percentage of the payment you
must pay back to the employee as Earned Income Credit. Fourteen percent would
be 14.000.

LESS% IN EXCESS OF MINIMUM (Less Percent in Excess of Minimum):
Type in the percentage the system uses to calculate a reduction in the EIC
payment by the amount of wages in excess of the minimum amount. Ten percent
would be 10.000.

MAXIMUM YTD WAGES FOR EIC PAYMENT. Enter the maximum year-to-date
wages allowed for advance EIC payments.

MAXIMUM YTD EIC PAYMENTS. Enter the maximum year-to-date advance EIC
payments allowed.

AMPYU4—Tax Table (Status)

Use this display to review the status of the current file maintenance session.

This display appears during tax table file maintenance. The session status shows the
number of records you added, changed, or deleted during the current file
maintenance session.
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4 N

DATE ** /%% /%x PAYROLL FILE MAINTENANCE STATUS AMPYU4  **
TAX TABLE

SESSION STATUS
RECORDS ADDED ok ko ko kK RECORDS DELETED ** %% %%
RECORDS CHANGED  **** k%%

ENTER TO CONTINUE
F24 END OF JOB

- J

What to do

To end the session, use F24. The Tax Table Maintenance Listing is scheduled to print.
Function keys

F24 END OF JOB ends Tax Table file maintenance and schedules the Tax Table
Maintenance Listing to print.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.



AMPM10, option 6

Contents

Index

Page 12-85

Option 6. General Ledger Master (AMPM10)

Use this option to add, change, or delete general ledger accounts in the General
Ledger master file. If General Ledger is installed and interfacing, that application
handles additions, changes, or deletions to the General Ledger master file instead of
the Payroll application.

What information you need: None.
What reports are printed: General Ledger Entry/Change listing (AMV04).
What forms you need: PR-01.

AMV041—General Ledger Maintenance (Select)

Use this display to choose the company and account you want to maintain and to
indicate the type of action you want to perform. This is the first display to appear when
you are maintaining the General Ledger Master file.

This display appears when you select option 5 on the Inventory Management General
Ledger Management menu (AMIMB3), option 11 on the Purchasing File Maintenance
menu, option 1 on the Accounts Payable File Maintenance menu (AMAM70), and
option 8 on the Accounts Receivable Master File Processing menu (AMRM20).

4 )

DATE *% /%% /%% SELECT AMV041 **
GENERAL LEDGER MAINTENANCE

COMPANY NUMBER nn
ACCOUNT NUMBER aaaaaaaaaaaalAls

ACTION CODE <A/C/D> A

F24 DISPLAY STATUS

. )

What to do

» To add or update or delete a record in the General Ledger Master file (GELMAS),
type in the information requested and press Enter. The General Ledger
Maintenance display (AMV042) appears.

» To review the status of the changes you have made during this session, use F24.
The General Ledger Maintenance display (AMV043) appears.
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Function keys

F24 DISPLAY STATUS causes the General Ledger Maintenance (Status) display
(AMV043) to appear.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

COMPANY NUMBER. Required if the field appears on the display. Type in the
company number (1-89) for the general ledger record. This field appears only if
multiple companies are supported.

ACCOUNT NUMBER [?]. Required. Number used to classify business activity for
financial purposes.Enter the number for the account you want to maintain.

ACTION CODE <A/C/D>. Type in one of the following:

A Add a record
C Change an existing record
D Delete an existing record.

AMV042—General Ledger Maintenance (Add, Change, or Delete)

Use this display to add, change, or delete a general ledger record.

This display appears when you press Enter with no errors on the General Ledger
Maintenance (Select) display (AMV041).

4 )

DATE ** /%% /%% kkkkkkkkkk AMV042 K%
GENERAL LEDGER MAINTENANCE

COMPANY * % %k Kok ok ok ok ok ok ok ok ok ok Kk

ACCOUNT ek ek ek ek ko ok ok DESCRIPTION aaaaaaaaaaaaaaaaaaaaaal2s

TYPE CODE % ****%kkk%% ACCOUNT TYPE az

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- /

What to do

Type in the information requested and press Enter. The General Ledger Master file is
updated and display (AMV041) appears again.
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Function keys

F18 REFRESH SCREEN causes this display to appear again in its original form. Any
data that you typed is ignored.

F19 RETURN TO SELECT causes the General Ledger Maintenance (Select) display
(AMV041) to appear. Any data that you typed is ignored.

Fields

COMPANY. The company number and name that you entered on display AMV041. It
appears only if multiple companies are supported.

ACCOUNT. The account number that you entered on display AMV041.

DESCRIPTION. Required for a new record. Type in the description of the account.
For an existing record, change the description by typing over the old description.

TYPE CODE. Code indicating the accounting year for the record. Type in one of the
following:

1
2
3

Current year
Budget year
Previous year (history).

ACCOUNT TYPE. Required for a new record. You can change the account type of an
existing record. Type in one of the following to show the type of account:

AS
LI
IC
EX

Asset
Liability
Income
Expense.

AMV043—General Ledger Maintenance (Status)

Use this display to view the status of the General Ledger Master File maintenance
session and to end the job. You cannot enter or change any fields. The General
Ledger Master Entry/Change Listing (AMV04) is printed if you chose this option
during application tailoring.

This display appears when you use F24 DISPLAY STATUS on the General Ledger
Maintenance (Select) display (AMV041).
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4 N

DATE ** /%% /xx GENERAL LEDGER MAINTENANCE STATUS AMV043 **

SESSION STATUS
RECORDS ADDED K kkk kkk RECORDS DELETED x| kkk K kk
RECORDS CHANGED K kkk kkox

ENTER TO CONTINUE
F24 END OF JOB

o /

What to do

» To update more records in the General Ledger Master file, press Enter. The
General Ledger Maintenance (Select) display (AMV041) appears.

* To end the session, use F24. The system schedules the General Ledger Master
Ledger Entry/Change Listing (AMV04) for printing.

Function keys

F24 END OF JOB causes the session to end and status information shown on the
display to print. If specified during application tailoring, before and after images of the
record changes are also printed.

Fields

SESSION STATUS.
RECORDS ADDED: The number of records that have been added during the
session.

RECORDS DELETED: The number of records that have been marked for
deletion during the session.

RECORDS CHANGED: The number of records that have been changed during
the session.
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Option 7. Deduction Distribution (AMPM10)

Use this option to add, change, or delete deductions to the Deduction Distribution file.
What information you need: None.

What reports are printed: Deduction Distribution Maintenance listing (AMPSU).
What forms you need: PR-08 A through G

AMPSU1-Deduction Distribution (Select)

Use this display to set up and maintain a Deduction Distribution file record for each
type of deduction that you may withhold from an employee’s pay.

This display appears if you select option 7 (Deduction Distribution) from the File
Maintenance menu (AMPM10).

Before you enter data, group each deduction by category:

State, county, or local taxes

State disability insurance premiums
State Unemployment Insurance taxes
Earned income credit payments
Union deductions for each union
Directed deductions

Federal tax deductions

Other compensation and other payments
Electronic deposit data

Shift differential adjustments
Miscellaneous deductions.

Also, use the general ledger account number from the chart of accounts defined
during General Ledger Master file maintenance.

a )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE SELECT AMPSU1l  **
DEDUCTION DISTRIBUTION
COMPANY NUMBER nn
DISTRIBUTION CODE <A/C/D/E/F/I/K/L/O/P/S/U/W> A
DISTRIBUTION NUMBER nnn
UNION TYPE <0-9> nn
ACTION CODE <A/C/D> A

F24 DISPLAY STATUS
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What to do

» Type in the information requested and press Enter.

Depending on which distribution code you enter, one of the following
Deduction Distribution (Add, Change, Delete) displays appear:

AMPSU2
AMPSU3
AMPSU4
AMPSUS5
AMPSUG
AMPSU7.

- If you entered distribution code P, the Deduction Distribution (Code P) (Add,
Change, Delete) display (AMPSUB) appears.

- If you entered distribution code O, the Deduction Distribution (Code O) (Add,
Change, Delete) display (AMPSUA) appears.

- If you entered distribution code C (required), the Deduction Distribution (Code
C) (Add, Change, Delete) display (AMPSU9) appears.

* To end the session or review the session status, use F24. The Deduction
Distribution (Status) display (AMPSUS8) appears.

Function keys

F24 DISPLAY STATUS causes the Deduction Distribution (Status) display (AMPSUS8)
to appear. This display shows the status of the file maintenance session.

Fields

COMPANY NUMBER. Appears and is required if you selected multiple company
support during application tailoring. Type in the company number whose deduction
records you want to define.

For a Federal deduction, type in 00; the information applies to all companies.
DISTRIBUTION CODE (A/C/D/E/F/I/K/L/O/P/S/U/W). Type in the distribution code

that identifies the distribution category. Code F is required for each employee.

A State Unemployment Insurance
C Company record (required)

» Electronic deposit data
+ Shift differential adjustments

* Employee and employer Social Security, Medicare, and FUTA general
ledger account numbers

» Employer Social Security, Medicare, and FUTA liability amounts

Directed deductions
Earned income credit payments
Federal record (required)

mmo

» Social Security and Medicare
+ FUTA

State disability insurance
K County taxes
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Local taxes

Other compensation
Other payments

State taxes

Union deductions
Miscellaneous deductions

scowvor

» Cafeteria plans

¢ Individual retirement accounts
« Tax deferred deductions

e Other deductions.

DISTRIBUTION NUMBER. Required. Assign a distribution number to each payroll
deduction or adjustment, according to the following guidelines:

» For Federal taxes, earned income credit payment, electronic net pay deposit, or
shift differential adjustment, type in 000 (three zeroes).

» For state, county, or local taxes, type in a unique 3-digit number used within the
distribution code for each deduction.

» For state disability and state unemployment insurance records, type in the same
distribution number as found in the state tax record.

» For miscellaneous or directed deductions, type in a unique 3-digit number. This
number must be unique across all the code W and D distribution records.

» For each other compensation or other payment, type in a unique 3-digit number.

» For union deductions, type in a 3-digit number for each union. Use the same
distribution number for each deduction (union type) that applies to that union. Be
sure to enter the same distribution number in the Union Master file for that union.

With miscellaneous or directed deductions, the first position can be a number from
zero (0) through nine (9). The system reserves the number 9 for cyclical
miscellaneous deductions; for example, U.S. Savings Bonds. The system assigns
001 for pay advance deductions, but you must add this record to the file using code

Note: The system uses the numbers 90 to 99 in the second and third position; you
should not use these numbers as you may encounter unpredictable results.

Although the entire 3-digit field must be unique, the system considers the second and
third digits as deduction identifiers. You cannot code 013 for one type and 213 for
another type because the system only recognizes the 13.

UNION TYPE (0-9). Required for union deductions (code U). Type in a number from
zero (0) to nine (9) to identify the union and union deduction type; for example, union
dues or health insurance. Follow these guidelines:

0 Union name record
1to 9 Union deduction type.

Type in a separate Deduction Distribution record to identify the union name, typing in
zero (0) for the union type. You can identify up to nine union deduction types for each
union (union type zero (0) record.)

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:
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A Add a record
C Change a record
D Delete a record.

AMPSU2-Deduction Distribution (Code D) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution records for
directed deductions (Code D).

This display appears if you maintain the Deduction Distribution file for directed
deduction records.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSU2  **
DEDUCTION DISTRIBUTION
COMPANY NUMBER K
DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaaAls
DISTRIBUTION NUMBER i W2 REFERENCE CODE A

GL LIABILITY ACCOUNT aaaaaaaaaaaaAl5
SERVICE FEE ACCOUNT aaaaaaaaaaaaAlb

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

* Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.
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DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the deduction you want to withhold.

W2 REFERENCE CODE. Type in a reference code (A to Z or 1 to 6) indicating the W-
2 box in which this deduction will print. For more information on using the W-2
reference codes, see Appendix E.

GL LIABILITY ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger liability account
number you want to charge with this deduction. The account number must be in the
General Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

SERVICE FEE ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger income account
number you want to charge with this fee. The account number must be in the General
Ledger Master file.

AMPSU3—Deduction Distribution (Code F) (Add, Change, Delete)

Use this display to enter descriptive data for the Federal record (codes F and M) in the
Deduction Distribution file. The Federal deduction record tells the application what
limits and rates to use to calculate Social Security, Medicare, and FUTA taxes. The
application also uses this information when printing the Federal reports and forms.

This display appears if you maintain the Deduction Distribution file for the Federal tax
record.

Note: Because the percentages and limits on the following fields usually change

each year, be sure to check the Federal tax brochure at the beginning of each year to
obtain the new rates and limits. Then, after you have saved your files to print the 941A
and W-2 registers and forms, change the Federal distribution record for the new year.

4 )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPSU3 *x
DEDUCTION DISTRIBUTION
COMPANY NUMBER ok
DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaaAls
DISTRIBUTION NUMBER *Ek
SOCIAL
SECURITY MEDICARE FUTA
EMPLOYEE WITHHOLDING PERCENT nn.nnn nn.nnn
EMPLOYEE WITHHOLDING LIMIT nnnnn.nn nnnnn.nn
EMPLOYER WITHHOLDING PERCENT nn.nnn nn.nnn nn.nnn
EMPLOYER WITHHOLDING LIMIT nnnnn.nn nnnnn.nn nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT
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What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.
» To cancel what you have done on this display, use F19.

Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the deduction you want to withhold.

EMPLOYEE WITHHOLDING PERCENT. Required. Type in the percentage rates the
Federal government requires you to use when calculating the amount to deduct from
each employee’s paycheck for Social Security and Medicare.

EMPLOYEE WITHHOLDING LIMIT. Required. Type in the maximum dollar amounts
the Federal government requires you to deduct from an employee’s check this year
for Social Security, Medicare taxes. For example, if the Social Security limit is $45,000
and the withholding percentage is 7.51, the withholding limit is $3,379.50 for Social
Security.

EMPLOYER WITHHOLDING PERCENT. Required. Type in the percentage rates the
Federal government requires the employer to contribute for each employee for Social
Security, Medicare, and FUTA taxes.

EMPLOYER WITHHOLDING LIMIT. Required. Type in the maximum dollar amounts
the government requires the employer to contribute for an employee for Social
Security and Medicare.

For FUTA, type in the amount of annual employee wages subject to employer-paid
Federal unemployment insurance premiums.



AMPM10, option 7

Contents

Index

Page 12-95

AMPSU4—Deduction Distribution (Code |, K, L, E) (Add, Change,

Delete)

Use this display to enter descriptive data for Deduction Distribution records for the
following:

State Unemployment Insurance
State disability insurance
County taxes

Local taxes

Earned income credit payments.

mrx—>»

This display appears if you maintain the Deduction Distribution file for state disability
insurance, county or local tax deductions, or earned income credit payments records.

4 )

'
DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSU4  **
DEDUCTION DISTRIBUTION

COMPANY NUMBER *k
DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaalls
DISTRIBUTION NUMBER il GL LIABILITY ACCOUNT aaaaaaaaaaaaAl5

SICK TDD IRA CAFETERIA

PAY PLAN
TAXABLE <Y/N> A A A A
COUNTY/LOC IDENTFN CODE aaaaaaaaaaaalhls

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

* Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.

Function keys

F18 REFRESH SCREEN causes display AMPSU2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.
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Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the deduction or payment.

GL LIABILITY ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger liability account
number you want to charge with this deduction or payment. The account number must
be in the General Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

TAXABLE (Y/N). Required for codes I, K, and L. These fields do not appear for code
E (earned income credit payments). See “Taxable and reported indicators” on page 2-
44 for more information.

SICK PAY: Type in Y to include sick pay in taxable wages. Type in N to exclude
sick pay before the system calculates taxes.

TDD (Tax-Deferred Deduction): Type in Y if tax-deferred deductions do not
reduce the gross wages used as the basis for calculating the tax. Type in N if you
can exclude tax-deferred deductions before the system calculates the tax, and if
you defined the TDD as exempt for this tax in the miscellaneous deduction (code
W) record.

IRA (Individual Retirement Account): Type in Y if IRA deductions do not reduce
the gross wages used as the basis for calculating the tax. Type in N if you can
exclude IRA deductions before the system calculates the tax, and if you defined
the IRA as exempt for this tax in the miscellaneous deduction (code W) record.

CAFETERIA PLAN: Type in Y if cafeteria plan deductions do not reduce the
gross wages used as the basis for calculating the tax. Type in N if you can
exclude cafeteria plan deductions before the system calculates the tax, and if you
defined cafeteria plan as exempt for this tax in the miscellaneous deduction (code
W) record.

COUNTY/LOC IDENTFN CODE (County/local identification code). Type in the
county or local identification number assigned to the company number shown. This
identification number prints on the W-2 forms.

AMPSU5—Deduction Distribution (Code S) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution records for state
income tax (code S) deductions.

This display appears if you maintain the Deduction Distribution file for state income
tax deduction records.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSUS **
DEDUCTION DISTRIBUTION

COMPANY NUMBER A
DISTRIBUTION CODE A DESCRIPTION aaaaaaaaaaaalAls
DISTRIBUTION NUMBER aA3 INCOME TAX LIABILITY ACCOUNT aaaaaaaaaaaaAlb
SUI LIABILITY ACCOUNT aaaaaaaaaaaahAls
SUI EXPENSE ACCOUNT aaaaaaaaaaaalls
SICK TDD IRA CAFETERIA SICK PAY TDD CAFETERIA
PAY PLAN IN SUI IN SUI PLAN IN SUI
TAXABLE (Y/N) A A A A A A A
SUI LIMIT AMOUNT nn,nnn.nn
SUI PERCENT nn.nnn
STATE IDENTIFICATION CODE aaaaaaaaaaaalAls STATE TAX ROUNDING YES/NO aA3
SUI IDENTIFICATION CODE aaaaaaaaaaaaAls
EMPLOYER LIABILITY QTR 1 QTR 2 QTR 3 QTR 4
SUI NNNNNNNNN.nn NNNNNNNNN . NN nnnnnnnnn. nn nnnnnnnnn . nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. /

What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the state tax you want to withhold.

INCOME TAX LIABILITY ACCOUNT. Appears and is required if you selected
General Ledger distribution during application tailoring. Type in the general ledger
liability account number you want to charge with this deduction. The account number
must be in the General Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.
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SUI LIABILITY ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger account number
you want to use for this employer liability. The account number must be in the General
Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

SUI EXPENSE ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger account number
you want to use for this employer expense. The account number must be in the
General Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

TAXABLE (Y/N). Required. Type in Y (Yes) or N (No) for the following fields to
indicate the taxable status of sick pay and each deduction type for this state.

SICK PAY: Type in Y to include sick pay in taxable wages. Type in N to exclude
sick pay before the system calculates the tax.

TDD (Tax-Deferred Deduction): Type in Y if tax-deferred deductions do not
reduce the gross wages used as the basis for calculating the tax. Type in N if you
can exclude tax-deferred deductions before the system calculates the tax, and if
you defined TDD as exempt for this tax in the miscellaneous deduction (code W)
record.

IRA (Individual Retirement Account): Type in Y if IRA deductions do not reduce
the gross wages used as the basis for calculating the tax. Type in N to exclude
IRA deductions before the system calculates the tax, and if you defined IRA as
exempt for this tax in the miscellaneous deduction (code W) record.

CAFETERIA PLAN: Type in Y if cafeteria plan deductions do not reduce the
gross wages used as the basis for calculating the tax. Type in N to exclude
cafeteria plan deductions before the system calculates the tax, and if you defined
the cafeteria plan as exempt for this tax in the miscellaneous deduction (code W)
record.

SICK PAY IN SUI: Type in Y to include sick pay in employee wages subject to
employer-paid state unemployment insurance. Type in N to exclude sick pay from
employee wages.

TDD IN SUI: Type in Y to include tax-deferred deductions in employee wages
subject to employer-paid state unemployment insurance. Type in N to exclude
tax-deferred deductions from employee wages.

CAFETERIA PLAN IN SUI: Type in Y to include cafeteria plan deductions in
employee wages subject to employer-paid state unemployment insurance. Type
in N to exclude cafeteria plan deductions from employee wages subject to
employer-paid state unemployment insurance.

SUI LIMIT AMOUNT. Type in the amount of annual employee wages subject to
employer-paid state unemployment insurance.

SUI PERCENT. Type in the tax rate percentage to be used when you calculate
employer-paid state unemployment insurance.
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STATE IDENTIFICATION CODE. Type in the state identification number assigned to
the company number shown. This identification number prints on the W-2 and 941A
forms.

SUI IDENTIFICATION CODE (State Unemployment Insurance Identification
Code). Type in the state unemployment insurance identification number assigned to
the company number shown. This identification number prints on the 941A forms.

STATE TAX ROUNDING YES/NO. Appears only when you add or maintain an S
record. Type YES if your state rounds to the nearest whole dollar.

EMPLOYER LIABILITY SUI. For each quarter, the amount of employer liability for
state unemployment insurance.

AMPSU6—Deduction Distribution (Code U) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution records for union
deductions (Code U).

This display appears if you maintain the Deduction Distribution file for union deduction
records.

a )

DATE **% /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPSU6 *
DEDUCTION DISTRIBUTION
COMPANY NUMBER *
DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaaAls
DISTRIBUTION NUMBER KAk GL LIABILITY ACCOUNT aaaaaaaaaaaaAl5
UNION TYPE *

F18 REFRESH SCREEN
F19 RETURN TO SELECT

. /

What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.

Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.
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F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters).
Based on the union type code entered on display AMPSU1, type in the following:

0 The name of the union
1to 9 A description of the kind of union deduction withheld (for example, dues or
health insurance).

GL LIABILITY ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger liability account
number you want to charge with this deduction. Leave this field blank if the UNION
TYPE is 0 (zero). The account number must be in the General Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

UNION TYPE. A number from 0 to 9 that identifies the union type deduction for the
specific union.

AMPSU7—Deduction Distribution (Code W) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution records for
employee miscellaneous deductions (code W).

This display appears if you maintain the Deduction Distribution file for employee
miscellaneous deduction records.

a )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE CHANGE AMPSU7 * %
DEDUCTION DISTRIBUTION
COMPANY NUMBER *k
DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaalAls
DISTRIBUTION NUMBER *k ok GL LIABILITY ACCOUNT aaaaaaaaaaaaAl5

DEDUCTION TYPE: <C,I,T,O> A

EMPLOYER MATCHING CONTRIBUTION

PERCENT OF DEDUCTION nnn.nn ANNUAL LIMIT nnnnnn.nn
LIMIT PERCENT nnn.nn W2 REFERENCE CODE A
MATCHING LIABILITY GL ACCOUNT nnnnnnnnnnnnnnn
MATCHING EXPENSE GL ACCOUNT NNNNNNNNNNANNNN

FIT FICA FUTA STATE SDI SUI COUNTY LOCAL
TAXABLE <Y/N> A A A A A A A A
REPORTED <Y/N> A A A A

F18 REFRESH SCREEN
F19 RETURN TO SELECT




AMPM10, option 7

Contents

Index

Page 12-101

What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.
» To cancel what you have done on this display, use F19.

Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the employee miscellaneous deduction.

GL LIABILITY ACCOUNT. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger liability account
number you want to charge with this deduction. The account number must be in the
General Ledger Master file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

DEDUCTION TYPE (C, I, T, O). Required. Type in one of the following codes to
identify the type of miscellaneous deduction:

C Cafeteria plan

| Individual retirement account

T Tax deferred deduction

o All other miscellaneous deductions (such as savings bonds or pay advance
deductions).

EMPLOYER MATCHING CONTRIBUTION. When the deduction type is T and the
employer elects to contribute to the employee’s tax deferred deduction (TDD), all of
the following fields are required. Otherwise, leave the following fields blank.

PERCENT OF DEDUCTION: Type in the employer matching contribution defined
as a percent of the employee’s tax deferred deduction (TDD) which the employer
elects to match. For example, if the employer matches 30 cents for every dollar,
type in 30.

LIMIT PERCENT: Type in the limit the employer matches for tax-deferred
deductions, defined as a percent of the employee’s gross earnings. For example,
if the employer’s matching contribution should never exceed 5% of the
employee’s gross, type in 5. This limit is computed and applied each time the
employee is paid (every time the TDD deduction is taken).
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If the employer matching limit is based on the employee’s percentage
contribution, type in the product of the matching percentage and the contribution
percentage limit. For example, if the employer matches 50% of the employee’s
deduction up to a 5% contribution, the employer matching limit percent will be
2.5% (50% * 5% = 2.5%).

MATCHING LIABILITY GL ACCOUNT: Type in the number of the employer
contribution liability account for tax-deferred deduction (TDD) if you, the employer,
elect to contribute to the employees’ tax-deferred deduction.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

MATCHING EXPENSE GL ACCOUNT: Type in the number of your general
ledger contribution expense account for tax-deferred deductions (TDD).

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

ANNUAL LIMIT. Type in the annual dollar limit to be applied for employer
matching contributions. If this field is left blank, there will be no YTD dollar limit on
employer contributions.

W2 REFERENCE CODE. Type in a reference code (A to Z or 1 to 6) indicating the W-
2 box in which this deduction will print. For more information on using the W-2
reference codes, see Appendix E.

TAXABLE (Y/N)

FIT, FICA, FUTA, STATE, SDI, SUI, COUNTY, LOCAL. Required. Type in Y (Yes) for
each taxing body category for which this deduction should not reduce the gross
taxable wages used as the basis for calculating taxes. Type in N (No) if the deduction
should reduce the gross taxable wages before calculating taxes for that specific taxing
body category. See “Taxable and reported indicators” on page 2-44 for more
information. You can override the information in this field through the Employee
Miscellaneous Deduction file.

REPORTED (Y/N)

FIT, STATE, COUNTY, LOCAL. Required. Type in Y (Yes) for each taxing body
category for which you report this deduction in the taxable gross amount. If you do not
want to report the deduction for a taxing body category, type in N (No) for that specific
taxing body category. You can override the information in this field through the
Employee Miscellaneous Deduction file.

If a deduction is taxable for a taxing body category, it is also reportable for that taxing
body category. You cannot define a deduction as taxable Y (Yes) and reported N (No)
for the same taxing body category. Taxable and reported indicators for a taxing body
category would commonly be the same. See “Taxable and reported indicators” on
page 2-44 for more information.

AMPSU9—Deduction Distribution (Code C) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution company (code C)
records, including electronic deposit data, shift differentials, and Social Security and
Medicare general ledger account numbers. One company (code C) record is required
for each company.
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This display appears if you maintain the Deduction Distribution file for company
records.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSU9  **
DEDUCTION DISTRIBUTION

COMPANY NUMBER ok
DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaalAls
DISTRIBUTION NUMBER KAk
COMPANY IDENTIFICATION nnnnnnnnn PRENOTE WAIT DAYS nn
BANK NAME aaaaaaaaaaaaaaaalAld PRINT FULLY VOID EFT CHECK? <Y/N> A
BANK TRANSIT (ORIGIN) nnnnnnnnn BANK TRANSIT (DEST) nnnnnnnnn
SECOND SHIFT THIRD SHIFT
REGULAR RATE DIFFERENTIAL REGULAR RATE DIFFERENTIAL
OVERTIME RATE DIFFERENTIAL OVERTIME RATE DIFFERENTIAL

ARE SHIFT DIFFERENTIAL RATES EXPRESSED AS PERCENTAGES? (Y/N) *
APPLY DIFFERENTIAL TO VACATION HOURS? * HOLIDAY HOURS? * SICK HOURS? *

SOCIAL SECURITY MEDICARE FUTA
EMPLOYEE WITHHOLDING G/L nnnnnnnnnnnnnnn nnnnnnnnnnnnnnn
EMPLOYER LIABILITY G/L NNNNNNNNNNNNNNN NNNNNNNNNNNNNNN  NNNNNNNNNNNNNNN
EMPLOYER EXPENSE G/L NNNNNNNNNNNNNNN NNNNNNNNNNNNNNN  NNNNNNNNNNNNNNN

F16 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Code C) (Add/Change/Delete) display (AMPSUC) appears if IFM is not
interfacing. If IFM is interfacing, display AMPSUE appears. All general ledger
accounts do not appear on AMPSU9 when IFM is interfacing. UNIT/NATURE
combinations appear on AMPSUE instead. After you type information on
AMPSUE, display AMPSUC appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPSU2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the state tax you want to withhold.

The following fields appear if you selected electronic deposit support during
application tailoring for this company.
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COMPANY IDENTIFICATION. Required for electronic deposit support. Type in the
company identification number. This number can be either the company’s Data
Universal Numbering System (DUNS) number or the company’s Federal tax
identification number (IRS employer identification number).

PRENOTE WAIT DAYS. Required for electronic deposit support. Type in the number
of calendar days that must elapse between the sending of a prenote transaction to the
bank and the first actual electronic deposit transmission. The default is 14 days.

BANK NAME. Required for electronic deposit support. Type in the name of the bank
or financial institution to which your company’s bank will send the electronic deposit
transmission for distribution.

PRINT FULLY VOID EFT CHECK (Y/N). Required for electronic deposit support.
Type in Y (Yes) if you want to print a void check for the employee when the system
has electronically sent the deduction to the specified bank. Otherwise, type in N (No).

BANK TRANSIT (ORIGIN). Required for electronic deposit support. Type in the
transit number of your company’s bank (ACH network originator). The system
performs a modulus 10 test to verify the number (an 8-digit base number plus a check
digit).

BANK TRANSIT (DEST). Required for electronic deposit support. Type in the transit
number that identifies the bank or financial institution that will process the file you
send. This must be the bank or financial institution you identified in the BANK NAME
field. The system performs a modulus 10 test to verify the number (an 8-digit base
number plus a check digit). See “Electronic deposit support” on page 2-28 for more
information.

SECOND SHIFT/THIRD SHIFT. These fields appear and are required if you selected
shift differential support during application tailoring. For the shift for which you are
performing maintenance, type in the following shift differential rates as either a fixed
amount or a percentage. If you enter cents or fractions of percents, you must enter the
decimal point as appropriate.

Express fixed amounts in dollars and cents with two leading numbers and three
decimal positions.

For example, if your shift differential rate is $2.125, type in 2.125; if it is 9 cents, enter
it as .09; or if it is 123 cents, enter it as .12.

If your shift differential rate is 12 percent, type in 12.000.

The combined hourly rate, overtime, and shift premium cannot be greater than
$99.99.

REGULAR RATE DIFFERENTIAL: Type in the amount, in either a fixed amount
or percentage, by which you want to increase the regular rate of all hourly
employees working on the specified shift.

OVERTIME RATE DIFFERENTIAL: Type in the amount, in either a fixed amount
or percentage, by which you want to increase the overtime rate of all employees
working on the specified shift. If you calculate all your overtime on a premium
basis and you use only premium rates for this time, do not enter any value.
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PREMIUM RATE DIFFERENTIAL: Type in the amount, in either a fixed amount
or percentage, by which you want to increase the premium rate of all employees
working on the specified shift. If all of your overtime is not calculated using a
premium method, do not enter any value.

ARE SHIFT DIFFERENTIAL RATES EXPRESSED AS PERCENTAGES? (Y/N):
Required for shift differential rate support. Type in Y (Yes) if you chose to enter
your shift differential rates as percentages that the system must apply to the
appropriate rates. Type in N (No) to indicate that your shift differential rates are
fixed amounts that the system must add to the appropriate rates.

APPLY SHIFT DIFFERENTIAL TO VACATION HOURS? (Y/N). Required for shift
differential support. Type in Y (Yes) if you choose to apply shift differential to vacation
hours. Type in N (No) if you choose not to apply shift differential rates to vacation
hours.

APPLY SHIFT DIFFERENTIAL TO HOLIDAY HOURS? (Y/N). Required for shift
differential support. Type in Y (Yes) if you choose to apply shift differential to holiday
hours. Type in N (No) if you choose not to apply shift differential rates to holiday
hours.

APPLY SHIFT DIFFERENTIAL TO SICK HOURS? (Y/N). Required for shift
differential support. Type in Y (Yes) if you choose to apply shift differential to sick
hours. Type in N (No) if you choose not to apply shift differential rates to sick hours.

EMPLOYEE WITHHOLDING G/L. Required. Type in the general ledger account
numbers for the liability accounts established for Social Security and Medicare tax
withheld from the employee and payable to the Federal government. You, the
employer, match the amounts credited to these accounts. Credit those amounts to the
accounts in the EMPLOYER LIABILITY G/L fields.

UNIT/NATURE combination appears on display AMPSUE after you press Enter on
this display.

EMPLOYER LIABILITY G/L. Required. Type in the general ledger account numbers
for the liability accounts established for the matching Social Security, Medicare, and
FUTA amounts the employer must pay to the Federal government. The amounts
credited to these accounts match the amounts withheld from the employee and
credited to the accounts in the EMPLOYEE WITHHOLDING G/L fields.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers. UNIT/
NATURE combination appears on display AMPSUE after you press Enter on this
display.

EMPLOYER EXPENSE G/L. Required. Type in the general ledger account numbers
for the expense accounts established for the matching Social Security, Medicare, and
FUTA amounts the employer must pay to the Federal government. The system debits
dollar amounts that match the amounts deducted from the employee’s pay during this
payroll run to these accounts. This offsets the entries in the EMPLOYER LIABILITY
G/L fields.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers. UNIT/
NATURE combination appears on display AMPSUE after you press Enter on this
display.
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AMPSUC—Deduction Distribution (Code C) (Add, Change, Delete)

Use this display to continue entering descriptive data for Deduction Distribution
company (code C) records. You need only one company (code C) record for each
company.

This display appears if you maintain the Deduction Distribution file for company
records.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSUC  **
DEDUCTION DISTRIBUTION

COMPANY NUMBER K

DISTRIBUTION CODE * DESCRIPTION ok ok ok ok ok ok ok ok ok ok ok ok ok ok
DISTRIBUTION NUMBER i

EMPLOYER LIABILITY QTR 1 QTR 2 QTR 3 QTR 4
SOCIAL SECURITY NNNNnnnnn.nn nNnnnnnnnn.nn = Nnonnnnnn.nn = NNNNNnnnnn.nn
MEDICARE NNNNNNnnnn.nn nNnnnnnnnn.nn = Nnonnnnnn.nn = NNNnnnnnn.nn
FUTA NNNNNNNnn.nn nNnnnnnnnn.nn = Nnonnnnnn.nn = NNNNnnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- J

What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To cancel what you have done on this display, use F19.

Function keys

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the state tax you want to withhold.

EMPLOYER LIABILITY

SOCIALSECURITY. Type in the amount of the employer liability accumulated to date,
by quarter, for Social Security for this company. Enter this information when you install
the application or add a company. The Payroll application updates this information.
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MEDICARE: Type in the amount of the employer liability accumulated to date, by
quarter, for Medicare for this company. Enter this information when you install the
application or add a company. The Payroll application updates this information.

FUTA: Type in the amount of the employer liability accumulated to date, by
quarter, for FUTA for this company. Enter this information when you install the
application or add a company. The Payroll application updates this information.

AMPSUA—Deduction Distribution (Code O) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution records for other
compensation (code O).

This display appears if you maintain the Deduction Distribution file for other
compensation records.

4 )

'
DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSUA  **
DEDUCTION DISTRIBUTION

COMPANY NUMBER * %k

DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaalls
DISTRIBUTION NUMBER KAk

EXPENSE GL NUMBER aaaaaaaaaaaaAls

OFFSET CREDIT GL NUMBER aaaaaaaaaaaaAlb

DEPARTMENT NUMBER aah4d

PRODUCTION FACILITY aah4 W2 REFERENCE CODE A

FIT FICA FUTA STATE SDI SUI COUNTY LOCAL
TAXABLE <Y/N> A A A A A A A A
REPORTED <Y/N> A A A A

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

* Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.
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Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the state tax you want to withhold.

EXPENSE GL NUMBER. Appears if you selected General Ledger distribution during
application tailoring. Type in the general ledger expense account number you want to
debit with this other compensation. The account number must be in the General
Ledger Master file. You can override the information in this field through the Employee
Other Compensation/Payments file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

OFFSET CREDIT GL NUMBER. Appears and is required if you selected General
Ledger distribution during application tailoring. Type in the general ledger account
number to which you want to credit the other compensation amount, if it is not
included in the employee’s net pay. The account number must be in the General
Ledger Master file. You can override the information in this field through the Employee
Other Compensation/Payments file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

DEPARTMENT NUMBER

PRODUCTION FACILITY. Type in the department number and associated production
facility to you want to charge with this other compensation. You can override the
information in these fields through the Employee Other Compensation/Payments file.
If you leave these fields blank, the system charges other compensation to the
department and facility you defined for the employee in the Employee master file.

W2 REFERENCE CODE. Type in a reference code (A to Z or 1 to 6) indicating the W-
2 box in which this deduction will print. For more information on using the W-2
reference codes, see Appendix E.

TAXABLE (Y/N)

FIT, FICA, FUTA, STATE, SDI, SUI, COUNTY, LOCAL. Required. Type in Y (Yes) for
each taxing body category in which to include this other compensation in the gross
wages the system uses to calculate taxes. To exclude the other compensation from
wages before the system calculates taxes for that taxing body category, type in N
(No). See “Taxable and reported indicators” on page 2-44 for more information. You
can override the information in this field through the Employee Other Compensation/
Payments file.

REPORTED (Y/N)

FIT, STATE, COUNTY, LOCAL. Required. Type in Y (Yes) for each taxing body
category for which to report this other compensation in taxable gross amount. If you
do not want to report the other compensation for a taxing body category in the taxable
gross amount, type in N (No) for that specific taxing body category. You can override
the information in this field through the Employee Other Compensation/Payments file.

If a deduction is taxable for a taxing body category, it is reportable for that taxing body
category; however, you cannot define a deduction as taxable Y (Yes) and reported N
(No) for the same taxing body category. Taxable and reported indicators for a taxing
body category would commonly be the same.
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AMPSUB—Deduction Distribution (Code P) (Add, Change, Delete)

Use this display to enter descriptive data for Deduction Distribution records for other
payments (code P).

This display appears if you maintain the Deduction Distribution file for other payment
records.

'
DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPSUB  **
DEDUCTION DISTRIBUTION

COMPANY NUMBER **

DISTRIBUTION CODE * DESCRIPTION aaaaaaaaaaaalAls
DISTRIBUTION NUMBER ok k

EXPENSE GL NUMBER aaaaaaaaaaaalls

OFFSET CREDIT GL NUMBER aaaaaaaaaaaalls

DEPARTMENT NUMBER aah4

PRODUCTION FACILITY aah4 W2 REFERENCE CODE A

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o )

What to do

» Type in the information you need and press Enter. The Deduction Distribution
(Select) display (AMPSU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPSUZ2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPSU1 to appear again; no file updating
occurs.

Fields

See “AMPSU1-Deduction Distribution (Select)” on page 12-89 for descriptions of the
fields that appear on this display other than those that follow.

DESCRIPTION. Required. Type in a short description (not to exceed 15 characters)
for the state tax you want to withhold.



AMPM10, option 7

Contents

Index

Page 12-110

EXPENSE GL NUMBER. Appears and is required if you selected General Ledger
distribution during application tailoring. Type in the general ledger expense account
number you want to debit with this other payment. The account number must be in the
General Ledger Master file. You can override the information in this field through the
Employee Other Compensation/Payments file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

OFFSET CREDIT GL NUMBER. Appears and is required if you selected General
Ledger distribution during application tailoring. Type in the general ledger account
number to which you want to credit the other payment amount., if it is not included in
the employee’s net pay. The account number must be in the General Ledger Master
file. You can override the information in this field through the Employee Other
Compensation/Payments file.

IF IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

DEPARTMENT NUMBER

PRODUCTION FACILITY. Type in the department number and associated production
facility you want to charge for this other payment. You can override the information in
these fields through the Employee Other Compensation/Payments file. If you leave
these fields blank, the system charges the other payment to the department and
facility defined for the employee in the Employee Master file.

W2 REFERENCE CODE. Type in a reference code (A to Z or 1 to 6) indicating the W-
2 box in which this deduction will print. For more information on using the W-2
reference codes, see Appendix E.

AMPSU8—Deduction Distribution (Status)

Use this display to review the session status of the current file maintenance session.

This display appears if you maintain the Deduction Distribution file. The session status
shows the number of records you added, changed, or deleted during the current file
maintenance session.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE STATUS AMPSU8  **
DEDUCTION DISTRIBUTION

SESSION STATUS
RECORDS ADDED ok ko ko kK RECORDS DELETED ** %%k %%%
RECORDS CHANGED  ***%*%*%*

ENTER TO CONTINUE
F24 END OF JOB

o /

What to do

To end the session, use F24. The Deduction Distribution Maintenance listing is
scheduled to print.

Function keys

F24 END OF JOB ends Deduction Distribution file maintenance and schedules the
Deduction Distribution Maintenance Listing to print.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.

Option 8. Union Master (AMPM10)

Use this option to add, change, or delete a union deduction record in the Union
Master file. Because this file uses information from the Deduction Distribution file, be
sure that file is up to date before you add or change a record in the Union Master File.

What information you need: None.
What reports are printed: Union Master Maintenance list (AMPZU).
What forms you need: PR-09
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AMPZU1—Union Master (Select)

Use this display to set up and maintain a Union Master file record for each type of
union deduction you want to withhold from an employee’s pay.

This display appears if you select option 8 (Union Master) from the File Maintenance
menu (AMPM10). Before adding or changing records, be sure a corresponding record
for the union deduction exists in the Deduction Distribution file.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPZU1  **
UNION MASTER

COMPANY NUMBER nn
UNION DISTRIBUTION NUMBER nnn
UNION DEDUCTION TYPE <1-9> n
ACTION CODE <A/C/D> A

F24 DISPLAY STATUS

o /

What to do

Type in the information requested and press Enter. The Union Master (Add, Change,
Delete) display (AMPZU2) appears.

Function keys

F24 DISPLAY STATUS causes the Union Master (Status) display (AMPZU4) to
appear. The display shows the status of the file maintenance session.

Fields

COMPANY NUMBER. Appears and is required if you selected multiple company
support during application tailoring. Type in the company number whose union
deductions you want to maintain.

UNION DISTRIBUTION NUMBER. Required. Type in the 3-digit distribution number
used in the Deduction Distribution file to identify the union and associated union
deduction types.

UNION DEDUCTION TYPE (1-9). Required. Type in the number (1 to 9) used in the
Deduction Distribution file to identify the type of union deduction for the union
specified. You can define up to nine deduction types for each union.
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Union deduction type O (zero) is reserved for the union name defined in the Deduction
Distribution file.

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:

A Add a record
C Change a record
D Delete a record.

AMPZU2—Union Master (Add, Change, Delete)

Use this display to enter detailed data for the union deduction.

This display appears during Union Master file maintenance.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPZU2  **
UNION MASTER

COMPANY NUMBER * k
UNION DISTRIBUTION NUMBER *kk
UNION DEDUCTION TYPE *x
DEDUCTION DESCRIPTION aaaaaaaaaaaaAls
DEDUCTION FREQUENCY <0-9> n
EMPLOYEE/EMPLOYER PAID <E/R> A
TAXABLE/NON-TAXABLE <T/N> A
REGULAR HRS RATE nnn.nnnn
OVERTIME HRS RATE nnn.nnnn
OTHER HRS RATE nnn.nnnn
% OF GROSS RATE nn.nnn
FIXED AMOUNT nnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

- /

What to do

» Type in the information you need and press Enter. The Union Master (Select)
display appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPZU2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPZU1 to appear again; no file updating
occurs.
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Fields
COMPANY NUMBER. The company number whose deduction you want to maintain.

UNION DISTRIBUTION NUMBER. The unique 3-digit number used in the Deduction
Distribution file to identify the union deduction.

UNION DEDUCTION TYPE. A number from 1 to 9 that identifies the deduction type
within the union. Type 0 is reserved for the union name.

DEDUCTION DESCRIPTION. Type in the union deduction description (not to exceed
15 characters) to be used when printing union reports.

DEDUCTION FREQUENCY (0-9). Required. Type in one of the following deduction
frequency codes:

0 Deduction not taken automatically and must be entered on display AMPAH2
during adjustment data entry

Deduction taken during pay cycle 1
Deduction taken during pay cycle 2
Deduction taken during pay cycle 3
Deduction taken during pay cycle 4
Deduction taken during pay cycles 1 and 3
Deduction taken during pay cycles 2 and 4
Deduction taken during every pay cycle

0 N OO g A~ WON -

Deduction taken during pay cycles 1 through 4

©

Deduction taken during every pay cycle except pay cycle 9.

Note: The pay cycle taken corresponds to the pay cycle number entered during
time/adjustment entry.

EMPLOYEE/EMPLOYER PAID (E/R). Required. Type in one of the following codes:
E The employee pays the deduction; assumed if blank

R The employer pays the deduction.

TAXABLE/NON-TAXABLE (T/N). Required. Type in one of the following codes:

T Deduction is taxable; assumed if blank

N Deduction is nontaxable.

The taxable/nontaxable code applies only to R (employer-paid) deductions. You
cannot specify employee-paid, nontaxable deductions. For E type, leave the code
blank.

From the preceding deduction and taxable codes, the following combinations are
available:

ET Employee-paid taxable deduction
RT Employer-paid taxable adjustment to the employee’s gross earnings
RN Employer-paid nontaxable adjustment to the employee’s gross earnings.

These are not included in gross pay since this is an employer expense.
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Type in one or more of the following fields to use when the system calculates the
union deduction amount. Leave these fields blank to reserve a number for one-time
deductions.

REGULAR HRS RATE (Regular hours rate). Type in the rate the system multiplies
by the number of regular hours worked and the number of holiday and vacation hours.

OVERTIME HRS RATE (Overtime hours rate). Type in the rate the system
multiplies by the number of overtime hours worked.

OTHER HRS RATE (Other hours rate). Type in the rate the system multiplies by the
number of other hours (TH, DT, TR, DH, S, and P) worked.

% OF GROSS RATE (Percent of Gross Rate). Type in the percentage the system
multiplies by gross earnings to determine the deduction amount.

FIXED AMOUNT. Type in a fixed dollar amount to use as the deduction amount.

AMPZU4—Union Master (Status)

Use this display to review the status of the current file maintenance session.

This display appears during file maintenance. The session status shows the number
of records that you added, changed, or deleted during the current file maintenance
session.

a )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE STATUS AMPZU4  **
UNION MASTER

SESSION STATUS
RECORDS ADDED koK ok okok ok ok ko RECORDS DELETED  ***%%%%%%
RECORDS CHANGED KKk Kk Kk

ENTER TO CONTINUE
F24 END OF JOB

. /

What to do

To end the session, use F24. The Union Master Maintenance listing is scheduled to
print.
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Function keys

F24 END OF JOB ends Union Master file maintenance and schedules the Union
Master Maintenance Listing (AMPZU) to print.

Fields
RECORDS ADDED. The number of records added during this session.
RECORDS DELETED. The number of records deleted during this session.

RECORDS CHANGED. The number of records changed during this session.

Option 9. Employee Termination/Activation (AMPM10)

Use this option to terminate an employee record or to active a previously terminated
employee record. Before you activate a previously terminated employee record,
ensure that the record still exists in the following files:

* Employee Master
» Employee State/County/Local
* Employee Miscellaneous Deduction.

What information you need: None.
What reports are printed: Employee Termination/Activation report (AMPQ5).
What forms you need: PR-10.

AMPQ41—Employee Terminate/Activate (Select)

Use this display to place a terminate or activate code in master file records for an
employee.

This display appears if you select option 9 (Employee Termination/Activation) from the
File Maintenance menu (AMPM10).
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPQ41 **
EMPLOYEE TERMINATE/ACTIVATE

EMPLOYEE NUMBER nnnnn
TERMINATE DATE nnnnnn
ACTION CODE <T/A> A

F24 DISPLAY STATUS

o /

What to do

» Type in an action code and other requested information and press Enter.

* To end the session or review the session status, use F24.
Function keys

F24 DISPLAY STATUS cases the Employee Terminate/Activate (Status) display
(AMPQ44) to appear. That display shows the status of the file maintenance session.

Fields

EMPLOYEE NUMBER. Type in the employee number to identify the employee record
you want to terminate or activate.

TERMINATE DATE. For ACTION CODE T, type in the effective termination date.

ACTION CODE (T/A). Type in one of the following codes:

T Terminate
A Activate.

AMPQ42—Employee Terminate/Activate

Use this display to review the status of the current file maintenance session.

This display appears during Employee Terminate/Activate file maintenance. The
session status shows the number of records you terminated or activated during the
current file maintenance session.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE TERMINATE AMPQ42 **
EMPLOYEE TERMINATE/ACTIVATE

EMPLOYEE NUMBER * Kk Kk

TERMINATE DATE kK kK ok ok
NAME Kok ok ok ok ok ok ok ok ok ok kK k ok k ok ok ok ok ok k kK HIRE DATE  ***%%%%%
STREET Khkkkkkkkkkkkkkokkkkkk TERM DATE Sk k kK kk K
CITY/STATE dhkkhkkkhkkhhkhkhkkhkkhhkk

COMPANY ** DEPT **** PROD FAC ***** OCCUPATION  ****kdkkxk*

ENTER TO ACTIVATE
ENTER TO TERMINATE
F19 RETURN TO SELECT

o /

What to do

* Press Enter to terminate or activate the employee record. The Employee
Terminate/Activate (Select) display appears.

» To cancel what you have done on this display, use F19.
Function keys

F19 RETURN TO SELECT causes display AMPQ41 to appear again; the system
takes no action on the records for that employee.

Fields

EMPLOYEE NUMBER. The number of the employee whose records you want to
activate or terminate.

TERMINATE DATE. The date you want to terminate the employee records as entered
on display AMPQ41.

NAME

STREET

CITY/STATE. The employee’s home address as it appears in the Employee Master
file.

HIRE DATE. The date the employee was hired.

TERM DATE (Termination Date). Contains data only when you activate a previously
terminated employee record and shows the termination’s effective date.

COMPANY. The company number for which the employee works.

DEPT (Department). The employee’s home department as shown in the Employee
Master file.
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PROD FAC (Production Facility). If used, the employee’s home production facility.

OCCUPATION. A description of the employee’s occupation.

AMPQ44—Employee Terminate/Activate (Status)

Use this display to review the status of the current file maintenance session.

This display appears during Employee Terminate/Activate file maintenance. The
session status shows the number of records you terminated or activated during the
current file maintenance session.

4 )

DATE ** /%% /%% PAYROLL FILE MAINTENANCE STATUS AMPQ44  **
EMPLOYEE TERMINATE/ACTIVATE

SESSION STATUS
TERMINATE RECORDS  *** ¥k &xk
ACTIVATE RECORDS ok kK kok kK k

ENTER TO CONTINUE
F24 END OF JOB

- J

What to do

To end the session, use F24. The Employee Termination Report or the Employee
Activation Report is scheduled to print.

Function keys

F24 END OF JOB ends Employee Termination/Activation. The Employee Activation/
Termination Report (AMPQ5) is scheduled to print. This report shows the information
required to prepare a W-2 form manually and to refund any balances or any
miscellaneous deductions.

Fields

TERMINATE RECORDS. The number of records terminated in this file maintenance
session.

ACTIVATE RECORDS. The number of previously terminated records you activated in
this file maintenance session.
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Option 10. Employee Other Compensation/Payments (AMPM10)

Use this option to set up and maintain an employee’s other compensation/payments
record.

What information you need: None.

What reports are printed: Employee Other Compensation and Other Payments
Maintenance listing (AMPOU)

What forms you need: PR-11.

AMPOU1—Employee Other Compensation/Payments (Select)

Use this display to set up and maintain an Employee Other Compensation/Payments
record for an individual employee.

This display appears if you select option 10 (Employee Other Compensation/
Payments) from the File Maintenance menu (AMPM10).

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE SELECT AMPOU1  **
EMPLOYEE OTHER COMPENSATION/PAYMENTS

COMPANY NUMBER nn
EMPLOYEE NUMBER nnnnn
OTHER COMP/PAYMENT TYPE <O/P> A
DISTRIBUTION NUMBER nnn
ACTION CODE <A/C/D> A

DO YOU WANT TO SEE PRIVILEGED DATA? <Y/N> A

F24 DISPLAY STATUS

o /

What to do

» Type in the information requested and press Enter. The Employee Other
Compensation/Payments (Add, Change, Delete) display (AMPOU2) appears.

* To end the session or review the session status, use F24.

Function keys

F24 DISPLAY STATUS causes the Employee Other Compensation/Payments
(Status) display AMPOU3 to appear. That display shows the status of the file
maintenance session.
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Fields

COMPANY NUMBER. Appears and is required if you selected multiple company
support during application tailoring. Type in the number of the company for which the
employee works.

EMPLOYEE NUMBER. Required. Type in the number used to identify the employee
as assigned in the Employee Master file.

OTHER COMP/PAYMENT TYPE (O/P). Type in one of the following codes to indicate
the type of record:

o Other compensation
P Other payment.

DISTRIBUTION NUMBER. Required. Type in the distribution number used in the
Deduction Distribution file to identify this other compensation or payment.

ACTION CODE (A/C/D). Required. Type in one of the following codes to identify the
type of maintenance you want to perform:

A Add a record
C Change a record
D Delete a record.

DO YOU WANT TO SEE PRIVILEGED DATA (Y/N). This field appears if a you need
a user ID authorized for privileged data. Type in YES to enter or review quarterly
information. Enter this information when you first create the record. The Payroll
application updates this information. After you create the file and activate the
privileged security level, only a user ID authorized for privileged information can
access that information.

AMPOU2—Employee Other Compensation/Payments (Add, Change,

Delete)

Use this display to type in descriptive data for an employee’s other compensation and
payment record. See “Taxable and reported indicators” on page 2-44 for more
information. This is the second display to appear during Employee Other
Compensation/Payments file maintenance for an employee’s other compensation and
payments records.

The second line of the display heading reads either EMPLOYEE OTHER
COMPENSATION TYPE—O, or EMPLOYEE OTHER PAYMENTS TYPE—P,
depending on the type of record you selected on display AMPOU1.
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4 N

DATE ** /%% /xx PAYROLL FILE MAINTENANCE CHANGE AMPOU2  **
EMPLOYEE OTHER COMPENSATION/PAYMENTS
EMPLOYEE OTHER COMPENSATION TYPE - O

COMPANY NUMBER *E

EMPLOYEE NUMBER * ok ok ok ok khkkkhkhkhkhkhkkkkhkhkhdhkhhkkkkhkkkk
DISTRIBUTION NUMBER * ok ok dokokokok ok okokokkokokok ok ok
INCLUDE IN NET PAY? <Y/N> A
*** OTHER COMPENSATION AMOUNT *** PAYROLL FREQUENCY <0-9> n
FIXED AMOUNT nnnnn.nn OVERRIDE GL EXPENSE aaaaaaaaaaaalAls
PERCENT OF GROSS nn.nnn OFFSET CREDIT GL aaaaaaaaaaaaAls
RATE PER HOUR nn.nnn DEPARTMENT NUMBER aah4
MAXIMUM ANNUAL AMOUNT nnnnnnn.nn HOME PROD FACILITY aaaAb
MAXIMUM LIFE AMOUNT NNNNNNN . NN LIFE TO DATE AMOUNT aaaAb
FIT FICA FUTA STATE SDI SUI COUNTY LOCAL
TAXABLE <Y/N> A * A * A * A * A * A * A * A *
REPORTED <Y/N> A * A * A * A *
QTR 1 QTR 2 QTR 3 QTR 4
AMOUNT ACCUMULATED nnnnnnn.nn nnnnnnn. nn nnnnnnn.nn nnnnnnn.nn

F18 REFRESH SCREEN
F19 RETURN TO SELECT

o /

What to do

» Type in the information you need and press Enter. The Employee Other
Compensation/Payments (Select) display (AMPOU1) appears.

» To see the display as it was before you typed anything in the fields, use F18.

» To cancel what you have done on this display, use F19.
Function keys

F18 REFRESH SCREEN causes display AMPOU2 to appear again with the values
shown prior to the current file maintenance session.

F19 RETURN TO SELECT causes display AMPOU1 to appear again; no file updating
occurs.

Fields
COMPANY NUMBER. The company number you typed in on AMPOU1.
EMPLOYEE NUMBER. The employee number you typed in on AMPOU1.

Employee Name. The name of the employee that corresponds to the employee
number.

DISTRIBUTION NUMBER. The distribution number in the Deduction Distribution file
that identifies this employee other compensation or payment.

Distribution Description. The distribution description that corresponds to the
distribution number in the Deduction Distribution file.

INCLUDE IN NET PAY (Y/N). Required. Type in Y (Yes) to include the other
compensation or payment value in net pay; otherwise, type in N (No).
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OTHER COMPENSATION/PAYMENTS AMOUNT. The heading OTHER
COMPENSATION AMOUNT or OTHER PAYMENTS AMOUNT appears, depending
on the record type you selected on display AMPOU1.

PAYROLL FREQUENCY (0-9). Type in one of the following payroll frequency codes
to determine when the system processed the other compensation or payment record
for an employee:

0 Record not processed automatically and must be entered on display
AMPAH2 during adjustment data entry

Record processed during pay cycle 1
Record processed during pay cycle 2
Record processed during pay cycle 3
Record processed during pay cycle 4
Record processed during pay cycles 1 and 3
Record processed during pay cycles 2 and 4
Record processed during every pay cycle

Record processed during pay cycles 1 through 4

© 00 N OO g A WON -

Record processed during every pay cycle except pay cycle 9.

The pay cycle added corresponds to the pay cycle number you entered during time/
adjustment entry.

FIXED AMOUNT. You must type information in this or one of the following fields
unless the payroll frequency is 0 (zero):

» Percent of gross

* Rate per hour

Type in an amount the system should add if the other compensation or payment is a
constant amount.

OVERRIDE GL EXPENSE. Type in the general ledger expense account number you
want to debit for this adjustment amount, if not the general ledger expense account
number in the Deduction Distribution file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.

PERCENT OF GROSS. You must type information in this or one of the following fields
unless the payroll frequency is 0 (zero):

* Fixed amount
* Rate per hour

Type in the percentage the system multiplies by gross earnings. The system adds the
resulting amount as indicated by the frequency.

OFFSET CREDIT GL. If the other compensation is not included in net pay, type in the
general ledger account you want to credit for this other compensation or payment, if
not the general ledger account number in the Deduction Distribution file.

If IFM is interfacing, UNIT/NATURE appears instead of GL account numbers.
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RATE PER HOUR. You must type information in this or one of the following fields
unless the payroll frequency is 0 (zero):

* Fixed amount
» Percent of gross

Type in the hourly rate the system multiplies by total hours worked. The system adds
the resulting amount as indicated by the frequency.

DEPARTMENT NUMBER. Type in the department number to be charged for this
other compensation or payment, if other than the department number in the Deduction
Distribution file.

MAXIMUM ANNUAL AMOUNT. Type in the maximum amount you will pay for the
year for this other compensation or payment.

HOME PROD FACILITY (Home production facility). Type in the facility
identification associated with the other compensation or payment, if other than the
production facility in the Deduction Distribution file or the Employee Master file.

MAXIMUM LIMIT AMOUNT. Type in the maximum amount you will pay for this other
compensation or payment, for the life of this record.

LIFE TO DATE AMOUNT. Type in the amount for this other compensation or
payment accumulated to date by this employee. Once you install your payroll system,
the Payroll application updates this information.

The system does not reset when you select option 12 (Reset Other Compensation/
Payments Balances) from the Quarter/Year-end Processing menu (AMPMO08).

TAXABLE (Y/N)

FIT, FICA, FUTA, STATE, SDI, SUI, COUNTY, LOCAL. Required and appears only
for an other compensation/payment type of O (other compensation). A default value,
the taxable indicator for the overall other compensation code defined in the Deduction
Distribution file, appears to the right.

To override the default value, type in Y (Yes) or N (No) in the field to the left for that
taxing body category. Y indicates this other compensation does not reduce the gross
taxable wages used as the basis for calculating taxes for that taxing body category. N
indicates to exclude other compensation from gross taxable wages before calculating
taxes for that taxing body category.

For other compensation to be exempt from taxes, both the override value and the
indicator for the taxing body in the Deduction Distribution file must be N. If either
record contains a Y, the system includes other compensation in taxable income for
that taxing body category.

REPORTED (Y/N)

FIT, STATE, COUNTY, LOCAL. Required and appears only for an other
compensation/payment type of O (other compensation). A default value, the reported
indicator for the overall other compensation code defined in the Deduction Distribution
file, appears to the right.

To override the default value, type in Y (Yes) or N (No) in the field to the left, for that
taxing body category. Y indicates to include this other compensation in reported
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taxable gross wages for that taxing body category. N indicates to exclude other
compensation in reported taxable gross wages for that taxing body category.

If other compensation is taxable for a taxing body category, you always report it for
that taxing body category; however, you cannot define other compensation as taxable
Y (Yes) and reported N (No) for the same taxing body category. Taxable and reported
indicators for a taxing body category would commonly be the same.

ACCUMULATED AMOUNTS. These fields appear if your user ID is authorized for
privileged information (if required), and the you answered Y for the privileged data
prompt on display AMPOU1.

Use these fields to create the Employee Other Compensation/Payments record if the
employee has accumulated monies. Once you install your payroll system, the Payroll
application updates this information.

AMPOU3—Employee Other Compensation/Payments (Status)

Use this display to review the status of the current file maintenance session.

This display appears if you maintain the Employee Other Compensation/Payments
file. The session status shows the number of records you added, changed, or deleted
during the current file maintenance session.

4 )

DATE ** /%% /xx PAYROLL FILE MAINTENANCE STATUS AMPOU3  **
EMPLOYEE OTHER COMPENSATION/PAYMENTS

SESSION STATUS
RECORDS ADDED ok ko ko kX RECORDS DELETED F ok kKX
RECORDS CHANGED ko ko ke k

ENTER TO CONTINUE
F24 END OF JOB

o /

What to do

To end the session, use F24. The Employee Other Compensation/Payments
Maintenance listing is scheduled to print.

Function keys

F24 END OF JOB ends Employee Other Compensation/Payments file maintenance
and schedules the Employee Other Compensation/Payments Maintenance Listing to
print.
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Fields
RECORDS ADDED. The number of records added in this file maintenance session.

RECORDS DELETED. The number of records deleted in this file maintenance
session.

RECORDS CHANGED. The number of records changed in this file maintenance
session.
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Chapter 13. File listings

If you are authorized to maintain files, use this menu to list files. If you have a
privileged user ID, use this menu to list files that contain information about protected
employees. You can print these file listings any time except when you tailor the Payroll
application or when you first load files.

You can make some changes to files after you request a listing but before the system
prints the listing. The system sends all listing requests through the job queue. Make
changes as you maintain files or through normal processing.

The figures on the listing represent the contents of the file when you requested the
listing and do not necessarily represent the current file contents.

Option 1. Employee Master (AMPMT1) ... 13-4
Option 2. Employee State/County/Local (AMPM11) ..., 13-6
Option 3. Employee Miscellaneous Deduction (AMPM11) ..., 13-8
Option 4. Labor Distribution (AMPM11) ... 13-11
Option 5. Tax Table (AMPM11) ...t e e 13-13
Option 6. General Ledger Chart of Accounts (AMPM11) ..., 13-14
Option 7. Deduction Distribution (AMPM11)......ooiiiiii e 13-16
Option 8. Union Master (AMPMT1)......ooiiiii e 13-18
Option 9. Check Reconciliation (AMPM11) .....ouiiiiiiiiie e 13-20
Option 10. Current Employee (AMPM11) ... 13-22
Option 11. Pension Deduction (AMPM11) .......ooiiiiie e 13-24
Option 12. Employee Other Compensation/Payments (AMPM11).........ccccoovnnee. 13-26

Use the options on this menu to list master files.

4 )
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MENU: AMPM11

PAYROLL
File Listings

1 Employee Master

2 Employee State/County/Local

3 Employee Misc. Deduction

4 Labor Distribution

5 Tax Table

6 General Ledger Chart of Accounts
7 Deduction Distribution

8 Union Master

9 Check Reconciliation

10 Current Employee

11 Pension Deduction

12 Employee Other Compensation/Payments
13 Return to Main Menu

Enter number nn For another application or menu,
enter program or menu name aaaaA6

. /

Option 1. Employee Master. Use this option to list the employee information in the
Employee Master (EMPMAS) file. You can select all or a range of employee numbers,
or protected or regular employees or both.
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Option 2. Employee State/County/Local. Use this option to list the employee
information in the Employee State/County/Local (EMPSCL) file. This option is
available if you selected state/county/local support during application tailoring. You
can select all or a range of employee numbers, or protected or regular employees or
both.

Option 3. Employee Misc. Deduction (Employee Miscellaneous Deduction). Use
this option to list the employee deductions information in the Employee Miscellaneous
Deduction (EMPDED) and the Employee Electronic Funds Transfer (EMPEFT) files.
You select all records or only records within a specific employee-number range. To
see a single employee’s record, type in the employee number as both the start and
the end record numbers. You can select all or a range of employee numbers, or
protected or regular employees or both.

Option 4. Labor Distribution. Use this option to list the department and production
facility information in the Labor Distribution (LABDIS) file. You can select all
departments/facilities or a range of departments/facilities. To see a single
department’s record, type the department number followed by five blanks as the start
department/facility number and the same department number followed by five nines
(99999) as the end department/facility number.

Option 5. Tax Table. Use this option to list the tax table information in the Tax Table
(TAXTBL) file. No display is associated with this option. When you select the option,
the Tax Table listing (AMPYL) is scheduled to print.

Option 6. General Ledger Chart of Accounts. Use this option to list the Chart of
Accounts in the General Ledger Master (GELMAS) file.

Option 7. Deduction Distribution. Use this option to list the distribution code
information in the Deduction Distribution (DISTRB) file. You can select all distribution
codes or a single distribution code. The valid codes are:

A State Unemployment Insurance
C Company information

» Electronic deposit support
« Employer Social Security and Medicare liability amounts
» Social Security tax account numbers
* Medicare tax account numbers
 Shift differentials
Directed deduction
Earned income credit
Federal

mmo

» Federal income tax
» Federal unemployment insurance
» Social Security tax
Medicare tax

State disability insurance
County

Local

Other compensation
Other payments

State

Union

Miscellaneous deduction

ScCovorx-—

» Cafeteria plan

¢ Individual retirement account

« Tax-deferred deduction

» Other (cyclic and noncyclic deductions).
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Note: F prints only when you select all companies or when you select
company 0 (zero).

Option 8. Union Master. Use this option to list the union and union types information
in the Union master (UNIMAS) file. This option is available if you selected union
support during application tailoring. You can list all union numbers and types or a
specific union number and type. To see a single union, type in the union number
followed by a zero (0) as the start union and type number, and the union number
followed by a nine (9) as the end union number and type.

Option 9. Check Reconciliation. Use this option to list the payroll checks
information in the Check Reconciliation (CHECKR) file.

Option 10.Current Employee. Use this option to list the current employee
information in the Employee Master (EMPMAS) file. If you have only one company
installed, no display appears for this option. Instead, when you select the option, the
Current Employee listing (AMPTL) is scheduled to print.

Option 11.Pension Deduction. Use this option to list the employee pension
deductions information in the Employee Miscellaneous Deduction (EMPDED) file. If
you have only one company installed, no display appears for this option. Instead,
when you select the option, the Pension Deduction listing (AMPUL) is scheduled to
print.

Option 12.Employee Other Compensation/Payments. Use this option to list the
employee other compensation/payments information in the Employee Other
Compensation/Payments (EMPBEN) file. You can select all other compensation and
payment records, or a range of other compensation and payment records. You can
also select other compensation or other payments or both. You can also see all of one
employee’s other compensation and payments records or a range of employees’
other compensation and payments records. To see one employee’s record, type in the
employee number as the start and end record numbers.
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Option 1. Employee Master (AMPM11)

Use this option to list the employees in your Employee master file.
What information you need:

+ Company number
» Employee numbers
+ Employee type

What reports are printed: Employee master listing (AMPTL)

What forms you need: None.

The basic steps to list the contents of the Employee master file follow each display.

AMPQS3-Employee Master Listing (Options)

Use this display to specify limits to print information from the Employee Master file.

This display appears if you select option 1 (Employee Master) from the File Listings
menu (AMPM11). You must have the proper user authority to print employee year-to-
date totals or print records for protected employees.

The system prints a partial Employee master listing (option 1) if you specify company
numbers, employee numbers, and employee type.

DATE **/**[** PAYROLL OPTIONS AMPQS3 **
EMPLOYEE MASTER LISTING
INCLUDE ALL COMPANIES <YES/NO> aA3
OR START COMPANY NO nn
END COMPANY NO. nn

INCLUDE ALL EMPLOYEE NUMBERS <YES/NO>  aA3

OR START EMPLOYEE NO. nnnnn
END EMPLOYEE NO. nnnnn

INCLUDE EMPLOYEE TYPE <R/P/B> A
R=REGULAR

P=PROTECTED
B=BOTH

F24 CANCEL THE JOB

. )

What to do

» Type in the information requested and press Enter. The Employee Master listing
is scheduled to print.

¢ To end the session, use F24.
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Function keys

F24 CANCEL THE JOB causes the File Listings menu (AMPM11) to appear; no report
prints.

Fields

INCLUDE ALL EMPLOYEE NUMBERS (YES/NO)

OR START EMPLOYEE NO.

END EMPLOYEE NO.. To print a full listing, type in YES to include records for all
employees for the companies selected. To print a partial listing, type in NO and then
type in starting and ending employee numbers.

INCLUDE ALL COMPANIES (YES/NO)

OR START COMPANY NO.

END COMPANY NO.. Appears if you selected multiple company support during
application tailoring. Type in YES to print a listing for all companies; otherwise, type in
NO and then type in starting and ending company numbers.

INCLUDE EMPLOYEE TYPE (R/P/B). Identify employee record types to print by
typing in one of the following codes:

R Regular
P Protected
B Both regular and protected.

Based on system security tailoring, you may restrict protected records to user IDs
authorized to see protected information.
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Option 2. Employee State/County/Local (AMPM11)

Use this option to list the employees in your Employee State/County/Local file.
What information you need:

» Company number
* Employee numbers
* Employee type

What reports are printed: Employee State/County/Local listing (AMPVL).
What forms you need: None.

The basic steps to list the contents of the Employee State/County/Local file follow
each display.

AMPQS5-Employee State/County/Local Listing (Options)

Use this display to specify limits for printing the information in the Employee State/
County/Local file. This option is available if you selected state/county/local support
during application tailoring.

This display appears if you select option 2 (Employee State/County/Local) from the
File Listings menu (AMPM11). You must have the proper user authority to print
employee year-to-date totals or print records for protected employees. Print a partial
listing by specifying company numbers, employee numbers, and employee type.

DATE **/**[** PAYROLL OPTIONS AMPQS5 **
EMPLOYEE STATE/COUNTY/LOCAL LISTING

INCLUDE ALL COMPANIES <YES/NO> aA3

OR START COMPANY NO. nn
END COMPANY NO. nn

INCLUDE ALL EMPLOYEE NUMBERS <YES/NO>  aA3

OR START EMPLOYEE NO. nnnnn
END EMPLOYEE NO. nnnnn

INCLUDE EMPLOYEE TYPE <R/P/B> A
R= REGULAR

P=PROTECTED
B=BOTH

F24 CANCEL THE JOB

- /

What to do

» Type in the information requested and press Enter. The Employee State/County/
Local listing is scheduled to print.

¢ To end the session, use F24.
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Function keys

F24 CANCEL THE JOB causes the File Listings menu (AMPM11) to appear; no report
prints.

Fields

INCLUDE ALL COMPANIES (YES/NO)

OR START COMPANY NO.

END COMPANY NO. Appears if you selected multiple company support during
application tailoring. Type in YES to print a listing for all companies; otherwise, type in
NO and then type in starting and ending company numbers.

INCLUDE ALL EMPLOYEE NUMBERS (YES/NO)

OR START EMPLOYEE NO.

END EMPLOYEE NO. To print a full listing, type in YES to include records for all
employees for the companies selected. To print a partial listing, type in NO and then
type in starting and ending employee numbers.

INCLUDE EMPLOYEE TYPE (R/P/B). To identify employee record types to print,
type in one of the following codes:

R Regular
P Protected
B Both regular and protected.

Based on system security tailoring, you may restrict protected records to user IDs
authorized to see protected information.
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Option 3. Employee Miscellaneous Deduction (AMPM11)

Use this option to list the employee deductions in your Employee Miscellaneous
Deduction file.

What information you need:

+ Company number
» Employee number
+ Employee type

What reports are printed: Employee Miscellaneous Deduction listing (AMPUL)
What forms you need: None.

The basic steps to list the contents of the Employee Miscellaneous Deduction file
follow each display.

AMPQS4-Employee Miscellaneous Deduction listing (Options)

Use this display to select employee records to print on the Employee Miscellaneous

Deduction listing, Pension Deduction listing, or the Employee Other Comp/Payments
listing. The title of the display changes to reflect the name of the option you selected

and the fields needed for that option appear.

The first display image appears if you select option 3 (Employee Miscellaneous
Deduction) from menu AMPM11.

The second display image appears if you selected option 12 (Employee Other
Compensation/Payments) from menu AMPM11.

The third display image appears if you select option 11 (Pension Deduction) from
menu AMPM11.

Print a partial Employee Miscellaneous Deduction listing (option 3) if you specify
company numbers, employee numbers, and employee record types.



Contents

Index

AMPM11, option 3
Page 13-9

INCLUDE ALL EMPLOYEE NUMBERS <YES/NO>

OR START EMPLOYEE NO. nnnnn
END EMPLOYEE NO. nnnnn

INCLUDE EMPLOYEE TYPE <R/P/B> A
R=REGULAR
P=PROTECTED
B=BOTH

F24 CANCEL THE JOB

DATE **/**[** PAYROLL OPTIONS AMPQS4 **
EMPLOYEE MISC. DEDUCTION LISTING
INCLUDE ALL COMPANIES <YES/NO> aA3
OR START COMPANY NO. nn
END COMPANY NO. nn

aA3

~

INCLUDE OC/OP <O/P/B>
O= OTHER COMPENSATION
P= OTHER PAYMENTS
B=BOTH

F24 CANCEL THE JOB

\_

INCLUDE ALL COMPANIES <YES/NO> A

OR START COMPANY NO. nn
END COMPANY NO. nn

F24 CANCEL THE JOB

)

What to do

» Type in the information requested and press Enter. The Employee Miscellaneous
Deduction listing is scheduled to print.

¢ To end the session, use F24.

Function keys

F24 CANCEL THE JOB causes the File Listings menu (AMPM11) to appear; no report

prints.

Fields

INCLUDE ALL COMPANIES (YES/NO)
OR START COMPANY NO.

END COMPANY NO.. Appears if you selected multiple company support during
application tailoring. These fields appear for options 3, 11, and 12. Type in YES to
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print a listing for all companies; otherwise, type in NO and then type in starting and
ending company numbers.

INCLUDE ALL EMPLOYEE NUMBERS (YES/NO)

OR START EMPLOYEE NO.

END EMPLOYEE NO.. To print a full listing, type in YES to include all deduction
records for all employees for the companies selected. To print a partial listing, type in
NO and then type in starting and ending employee numbers.

INCLUDE EMPLOYEE TYPE (R/P/B). Type in a code to identify the employee record
types to include:

R Regular
P Protected
B Both regular and protected.

Based on system security tailoring, you may restrict protected records to user IDs
authorized to see protected information.

INCLUDE OC/OP (OTHER COMP/PAYMENT) (O/P/B). Appears for option 12. Type
in one of the following codes to identify the adjustment record types to include:

(o) Other compensation
P Other payments
B Both other compensation and payments.
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Option 4. Labor Distribution (AMPM11)

Use this option to list the departments and production facilities in your Labor
Distribution file.

What information you need:

+ Company number
» Department/Production facility

What reports are printed: Labor Distribution listing (AMPXL)
What forms you need: None.

The basic steps to list the contents of the Labor Distribution file follow each display.

AMPQS7-Labor Distribution Listing (Options)

Use this display to specify limits to print information from the Labor Distribution master
file.

This display appears if you select option 4 (Labor Distribution) from the File Listings
menu (AMPM11). You may print a partial listing if you specify department and
production facility numbers for the companies selected.

~

DATE **/**[** PAYROLL OPTIONS AMPQS7 **
LABOR DISTRIBUTION LISTING

INCLUDE ALL COMPANIES <YES/NO> aA3

OR START COMPANY NO. nn
END COMPANY NO. nn

INCLUDE ALL RECORDS <YES/NO> aA3

OR START DEPT & PROD FAC aaA4 aaaA5
END DEPT & PROD FAC aaA4 aaaAb5

F24 CANCEL THE JOB

. )

What to do

» Type in the information requested and press Enter. The Labor Distribution listing
is scheduled to print.

¢ To end the session, use F24.
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Function keys

F24 CANCEL THE JOB causes the File Listings menu (AMPM11) to appear; no report
prints.

Fields

INCLUDE ALL COMPANIES (YES/NO)

OR START COMPANY NO.

END COMPANY NO.. Appears if you selected multiple company support during
application tailoring. These fields appear for options 3, 11, and 12. Type in YES to
print a listing for all companies; otherwise, type in NO and then type in starting and
ending company numbers.

INCLUDE ALL RECORDS (YES/NO)

OR START DEPT & PROD FAC

END DEPT & PROD FAC. To print a full listing, type in YES to include all records for
all departments or all department/production facility combinations (if you selected to
break labor costs down by production facility within department during application
tailoring). To print a partial listing, type in NO and then type in starting and ending
department numbers or department/production facility combinations.
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Option 5. Tax Table (AMPM11)

Use this option to list the tax tables in your Tax Table file.
What information you need: None.
What reports are printed: Tax Table listing (AMPYL).

What forms you need: None.

No displays appear for this option.

What to do

Select option 5 from the File Listings menu (AMPM11). The Tax Table listing is
scheduled to print.
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Option 6. General Ledger Chart of Accounts (AMPM11)

Use this option to list the accounts in your General Ledger master file.
What information you need:

Current accounts
Budget accounts
Last year accounts
Company numbers
To account

From account

What reports are printed: General Ledger Chart of Accounts (AMVO03).
What forms you need: None.

The basic steps to list the contents of the General Ledger Chart Of Accounts follow
each display.

AMV021-Chart of Accounts (Options)

Use this display to specify limits for the General Ledger Chart of Accounts.

This display appears if you select the appropriate option in Accounts Payable,
Accounts Receivable, General Ledger, Inventory Management, Payroll, and
Purchasing. You can print a partial listing if you specify account types and account
numbers to include in the listing for the company selected.

4 )

DATE **/**/
i OPTIONS AMV021 **
CHART OF ACCOUNTS

ENTER Y FOR EACH GL ACCOUNT TYPE NEEDED:

CURRENT ACCOUNTS A
BUDGET ACCOUNTS A
LAST YEAR ACCOUNTS A

COMPANY NUMBER nn
FROM ACCOUNT aaaaaaaaaaaalAls
TO ACCOUNT aaaaaaaaaaaa”Als

OR LEAVE BLANK FOR ALL ACCOUNTS

F24 CANCEL THE JOB

\ J
What to do

» To print the General Ledger Chart of Accounts report, type in the information
requested and press Enter. The system schedules the report for printing. The
previous menu appears. Select another option or return to the Main Menu.

« To cancel the session, use F24. You return to the Main Menu.
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Function keys

F24 CANCEL THE JOB causes the previous menu to appear again. No processing
occurs and no listing is printed.

Fields

CURRENT ACCOUNTS

BUDGET ACCOUNTS

LAST YEAR ACCOUNTS. These fields are required. Type in Y for each account type
for which you want a report. Type in N if you do not want a report for that account type.

COMPANY NUMBER. This field appears only if you specified multiple companies
during application tailoring. This field is required. If this field appears, type in the
company number.

FROM ACCOUNT. Type in the first general ledger account number to appear on the
report. The number must be equal to or less than the TO ACCOUNT number.

TO ACCOUNT. Type in the last general ledger account number to appear on the
report. To print information for only one account, enter the same number that is
entered for FROM ACCOUNT.
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Option 7. Deduction Distribution (AMPM11)

Use this option to list the distribution codes in your Deduction Distribution file.
What information you need:

+ Company number
+ Distribution codes

What reports are printed: Deduction Distribution listing (AMPSL)
What forms you need: None.

The basic steps to list the contents of the Deduction Distribution file follow each
display.

AMPQS2-Deduction Distribution Listing (Options)

Use this display to specify limits for printing information in the Deduction Distribution
file.

This display appears if you select option 7 (Deduction Distribution) from the File
Listings menu (AMPM11). Print a partial listing if you specify company numbers and a
single distribution code.

DATE **/**[** PAYROLL OPTIONS AMPQS2 **
DEDUCTION DISTRIBUTION LISTING
INCLUDE ALL COMPANIES <YES/NO> aA3
OR START COMPANY NO. nn
END COMPANY NO. nn

INCLUDE ALL DISTRIBUTION CODES <YES/NO> aA3

OR ENTER DISTRIBUTION CODE A
<A/C/D/E/F/IIKIL/O/PISIUI/W>

F24 CANCEL THE JOB

- /

What to do

» Type in the information requested and press Enter. The Deduction Distribution
listing is scheduled to print.

¢ To end the session, use F24.
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Function keys

F24 CANCEL THE JOB causes the File Listings menu (AMPM11) to appear; no report
prints.

Fields

INCLUDE ALL COMPANIES (YES/NO)

OR START COMPANY NO.

END COMPANY NO. Appears if you selected multiple company support during
application tailoring. Type in YES to print a listing for all companies; otherwise, type in
NO and then type in starting and ending company numbers.

INCLUDE ALL DISTRIBUTION CODES (YES/NO)

OR ENTER DISTRIBUTION CODE

(A/C/D/E/F/I/K/L/O/P/S/U/W). Type in YES to list all distribution codes; otherwise,
type in NO and specify one of the following codes:

A State Unemployment Insurance
C Company information

» Electronic deposit support

» Employer Social Security and Medicare liability amounts
» Social Security tax account numbers

* Medicare tax account numbers

» Shift differentials

Directed deduction
Earned income credit
Federal

mmo

» Federal income tax
» Federal unemployment insurance
» Social Security tax

* Medicare tax

State disability insurance
County

Local

Other compensation
Other payments

State

Union

Miscellaneous deduction

SCnHvorx-—

» Cafeteria plan

* Individual retirement account

» Tax-deferred deduction

+ Other (cyclic and noncyclic deductions).

Note: F prints only when you select all companies or when you select company 0
(zero).
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Option 8. Union Master (AMPM11)

Use this option to list the unions and union types in your Union master file.
What information you need:

+ Company number
* Union number
» Union type

What reports are printed: Union Master listing (APMZL)
What forms you need: None.

The basic steps to list the contents of the Union master file follow each display.

AMPQS9-Union Master Listing (Options)

Use this display to specify limits for printing the information in the Union Master file.
This option is available if you selected union support during application tailoring.

This display appears if you select option 8 (Union Master) from the File Listings menu
(AMPM11). Print a partial listing if you specify company numbers, union numbers, and
union deduction types.

DATE **/**[** PAYROLL OPTIONS AMPQS9 **
UNION MASTER LISTING
INCLUDE ALL COMPANIES <YES/NO> aA3
OR START COMPANY NO. nn
END COMPANY NO. nn
INCLUDE ALL RECORDS <YES/NO> aA3
OR START UNION NO & TYPE nnn nn
END UNION NO & TYPE nnn nn

F24 CANCEL THE JOB

. )

What to do

» Type in the information requested and press Enter. The Union Master listing
(AMPZL) is scheduled to print.

¢ To end the session, use F24.
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Function keys

F24 CANCEL THE JOB causes the File Listings menu (AMPM11) to appear; no report
prints.

Fields

INCLUDE ALL COMPANIES (YES/NO)

OR START COMPANY NO.

END COMPANY NO. Appears if you selected multiple company support during
application tailoring. Type in YES to print a listing for all companies; otherwise, type in
NO and then type in starting and ending company numbers.

INCLUDE ALL RECORDS (Y