




READ ME FIRST 
All computer software is subject to change, correction, or improvement as the manu­
facturer receives customer comments and experiences. Radio Shack has estab­
lished a system to keep you immediately informed of any reported problems with 
this software, and the solutions. We have a customer service network including rep­
resentatives in many Radio Shack Computer Centers, and a large group in Fort 
Worth, Texas, to help with any specific errors you may find in your use of the pro­
grams. We will also furnish information on any improvements or changes that are 
"cut in" on later production versions. 

To take advantage of these services, you must do three things: 

(1) Send in the postage-paid software registration card included in this manual 
immediately. (Postage must be affixed in Canada.) 

(2) U you change your address, you must send us a change of address card 
(enclosed), listing your old address exactly as it is currently on file with us. 

(3) As we furnish updates or "patches", and you update your software, you must 
keep an accurate record of the 1/urrent version numbers on the logs below. 
(The version number will be furnished with each update.) 

Keep this card in your manual at all times, and refer to the current version numbers 
when requesting information or help from us. Thank you. 

APPLICATIONS SOFTWARE 
VERSION LOG 

OP. SYSTEM 
VERSION LOG 





Read 
Carefully 

In order for us to notify you of modifications or updates to this program you MUST 
complete this card and return it immediately. This card gets you information only and 
is NOT a warranty registration. Register one software package per card only. The 
registration card is postage paid-it costs you nothing to mail. 
Two change of address cards have been included so that you may continue to re­
ceive information in the event that you move. Copy all address information from the 
Registration Card onto them prior to sending the Registration Card. They must show 
your "old address" exactly as you originally registered it with us. 

Software 
Registration 
Card 

Name __ _ 

Company __ _ 

Address _________ _ 

City __ 

State ____________________ _ 

9 
Cat. No. _x_,.✓-------"""'~i_• 
Version __ 

) --------- - -------------------

--------- Zip ______________ _ 
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BUSINESS REPLY MAIL 
FIRST CLASS PERMIT NO. 138 FORT WORTH, TEXAS 

POSTAGE WILL BE PAID BY ADDRESSEE 

Software Registration 
Data Processing Dept. 
P.O. Box 2910 
Fort Worth, Texas 76113-9965 

NO POSTAGE 
NECESSARY 

IF MAILED 
IN THE 

UNITED STATES 



Narne ........... - ....... - .. -· ................ _ .... -........... --~ ...... _ ... _ ...................................................................... __ 

Address ................... -------·--.. -----.................... ___ ............................ - .............. _ .. ., ................ __ _ 

) . -.-................. ~ 

Company ........................ _ ... - ...................... _______ ........................................... ,. ............................... .. 

Addreiss ....................................... _. . ... -- .............................................. _______ .... ___ ··--....................... .. 

City---·---· ............................................ __ Phone ( ) .. ____ • ............ -···--· 

Statil.ll ...................................... -............................... __ ... ··--··---... Zip ............. ,. .......................................... ---.................. ., .... . 

Name ........................................................................................................ ___ ................... _ .. _ ............. ,. ............................................ ., ...... .. 

Company ......... ·--··-- .................. ·-·-·-.. -·-·, ............. --··-·--·-·---................................................. ~ .. .. 

Address ........... ·----- .. ··--·--

City ...................... ··-·-----•• .. --.. -- Phone ( .. , ....................................................... . 
State-··---- .. ··--·· ................... ____ Zip ______ . ________ .... -................ __ 

Company -·-·--------- ··--·-·---··----- ___ .......................................... .. 
Adaress ................... -....................... . ... ,. ............ _....... ... ....... ·----....... --•-------- ..... - ........... - ................... . 

City ............... ·-·--·· .. ·---· ........................ __ __ ... Phone ( } ................... • ............................ .. 

Stat~ ........................................ , ................... _ ..................................................... _ .. __ Zip ......... ___ ··•- .. ------··· .... --
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Data Processing Dept. 
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Fort Worth, Texas 76113-9965 

Software Registration 
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P.O. Box 2910 
Fort Worth, Texas 76113-9965 

PLACE 
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Payroll, Cat. No. 26-1543 

Important Note to Model III Owners 
This package contains the Model 4 Payroll diskettes. Model III 
diskettes are available from Radio Shack at no additional cost. To get 
your Model Ill Payroll diskettes for use with either floppy systems or 
hard disk, order catalog number 700-2242 from your local Radio Shack 
store or dealer. 

875-9429 





II. 

Ill. 

IV. 

V. 

VI. 

TERMS AND CONDITIONS OF SALE AND LICENSE OF TANDY COMPUTER EQUIPMENT AND SOFJWARE 
PURCHASED FROM RADIO SHACK COMPANY-OWNED COMPUTER CENTERS, RETAIL STORES ANO 

RADIO SHACK FRANCHISEES OR DEALERS AT THEIR AUTHORIZED LOCATIONS 

LIMITED WARRANTY 
CUSTOMER OBLIGATIONS 

A. 

8. 

CUSTOMER assumes full responsibility that this computer hardware purchased (the "Equipment"), and any copies of software included 
with the Equipment or llcensed separately (the "Software") meets the specifications, capacity, capab1l1ties, versatility, and other 
requirements of CUSTOMER. 
CUSTOMER assumes full responsibility for the condition and effectiveness of the operating environment in which the Equipment and 
Software are to !unction, and for its installallon. 

LIMITED WARRANTIES AND CONDITIONS OF SALE 

A. For a period of ninety (90) calendar days from the date of the Radio Shack sales document received upon purchase of the Equipment. 
RADIO SHACK warrants to the original CUSTOMER that the Equipment and the medium upon which the Software is stored is free from 
manufacturing defects. TIiis warrantv Is only applicable to purchases of Tandy Equipment by the original customer from Radio Shack 
company-owned computer centers, retail stores, and Radio Shack franchisees and dealers al their authorized locallons. The warranty 
is void il the Equipment's case or cabinet has been opened, or if the Equipment or Software has been subiected to improper or abnormal 
use. If a manulacturing defect is discovered during the stated warranty penod, the defective Equipment must be returned to a Radio Shack 
Computer Center, a Radio Shack retail store, a participating Radio Shack franchisee or a participating Radio Shack dealer for repair, along 
with a copy of the sales document or lease agreement. The original CUSTOMER'S sole and exclusive remedy in the event ol a defect Is 
limited to the correction of the defect by repair, replacement, or refund of the purchase price, at RADIO SHACK'S election and sole 

B. 

C. 

D 

expense. RADIO SHACK has no obligation to replace or repair expendable items. 
RADIO SHACK makes no warranty as to the design, capability, capacity, or suitability !or use of the Sottware, except as provided in this 
paragraph. Software is licensed on an "AS IS" basis, without warranty. The original CUSTOMER'S exclusive remedy, m the event ol a 
Software manufacturing detect, is its repair or replacement within thirty (30) calendar days of the date of the Radio Shack sales documen.t 
received upon license of the Software. The defective Software shall be returned to a Radio Shack Computer Center, a Radio Shack retail 
store, a participating Radio Shack franchisee or Radio Shack dealer along with the sales document. 
Except as provided herein no employee, agent, franchisee, dealer or other person is authorized to give any warranties of any nature on 
behalf of RADIO SHACK. 
EXCEPT AS PROVIDED HEREIN, RADIO SHACK MAKES NO EXPRESS WARRANTIES, AND ANY IMPLIED WARRANTY OF 
MERCHANTABILllY OR FITNESS FOR A PARTICULAR PURPOSE IS LIMITED IN ITS DURATION TO THE DURATION OF THE WRITTEN 
LIMITED WARRANTIES SET FORTH HEREIN. 

E. Some states do not allow limitations on how long an implied warranty lasts, so the above timitation(s) may not apply to CUSTOMER. 

LIMITATION OF LIABILllY 

A. EXCEPT AS PROVIDED HEREIN, RADIO SHACK SHALL HAVE NO LIABILITY OR RESPONSIBILllY TO CUSTOMER OR ANY OTHER 
PERSON OR ENTllY WITH RESPECT TO ANY LIABILITY, LOSS OR DAMAGE CAUSED OR ALLEGED TO BE CAUSED DIRECTLY OR 
INDIRECTLY BY "EQUIPMENT" OR "SOF1WARE" SOLO, LEASED, LICENSED OR FURNISHED BY RADIO SHACK, INCLUDING, BUT NOT 
LIMITED TO, ANY INTERRUPTION OF SERVICE, LOSS OF BUSINESS OR ANTICIPATORY PROFITS OR CONSEQUENTIAL OAMAGES 
RESULTING FROM THE USE OR OPERATION OF THE ·"EQUIPMENT" DR "SOFTWARE." IN NO EVENT SHALL RADIO SHACK BE LIABLE 
FOR LOSS Of PROFITS, OR ANY INDIRECT, SPECIAL, OR CONSEQUENTIAL DAMAGES ARISING OUT OF ANY BREACH OF THIS 
WARRANTY OR IN ANY MANNER ARISING OUT OF OR CONNECTED WITH THE SALE, LEASE, LICENSE, USE OR ANTICIPATED USE Of 
THE "EQUIPMENT" OR "SOFTWARE." 

8. 
C. 

D. 

NOTWITHSTANDING THE ABOVE LIMITATIONS AND WARRANTIES, RADIO SHACK'S LIABILITY HEREUNDER FOR DAMAGES INCURRED 
BY CUSTOMER OR OTHERS SHALL NOT EXCEED THE AMOUNT PAID BY CUSTOMER FOR THE PARTICULAR "EQUIPMENT" OR 
"SOFTWARE" INVOLVED. 
RADIO SHACK shall not be liable for any damages caused by delay in delivering or furnishing Equipment and/or Software. 
No action arising out of any claimed breach of this Warranty or transactions under this Warranty rnay be brought more than two. (2) years 
atter the cause of action has accrued or more than four (4) years after the date of the Radio Shack sates document for.the Equipment or 
Software, whichever first occurs. 
Some states do not allow the limitation or exclusion of incidental or consequential damages, so the above limitation(s) or exclusion(s) may 
not apply to CUSTOMER. 

SOFTWARE LICENSE 

RADIO SHACK grants to CUSTOMER a non-exclusive, paid-up license to use the TANDY Software on one computer, sub1ect to the following 
provisions: 
A. Except as otherwise provided in this Software License, applicable copyright laws shall apply to the Software. 
8. Title to the medium on which the Software is recorded (cassette and/or diskette) or stored (ROM) is transferred to CUSTOMER, but not 

title to the Software. 
C. CUSTOMER may use Software on one host computer and access that Software through one or more terminals if the Sottware permits this 

function. 
D. CUSTOMER shall not use, make, manufacture, or reproduce copies ol Software except for use on one computer and as is specilically 

provided in this Software License. Customer is expressly prohibited from disassembling the Software. 
E. CUSTOMER is permitted to make additional copies of the Software only for backup or archival purposes or 11 additional copies are required 

in the operation ot one computer with the Software, but only to the extent the Software allows a backup copy to be made. However, for 
TRSDOS Software, CUSTOMER is permitted to make a limited number of additional copies for CUSTOMER'S own use. 

F. CUSTOMER may resell or distribute unmodified copies of the Software provided CUSTOMER has purchased one copy of the Software for 
each one sold or distributed. The provisions ol this Software License shall also be applicable to third parties receiving copies of the 
Software from CUSTOMER. 

G. All copyright notices shall be retained on all copies of the Sottware. 

APPLICABILllY OF WARRANTY 

A. 

8. 

The terms and conditions of this Warranty are applicable as between RADIO SHACK and CUSTOMER to either a sale of the Equipment and/ 
or Software License to CUSTOMER or to a transaction whereby Radio Shack sells or conveys such Equipment to a third party for lease to 
CUSTOMER. 
The limitations of liability and Warranty provisions herein shall inure to the benefit of RADIO SHACK, the author, owner and or licensor of 
the Software and any manufacturer of the Equipment sold by Radio Shack. 

STATE LAW RIGHTS 
The warranties granted herein give the original CUSTOMER specific legal rights, and the original CUSTOMER may have other rights which vary 
from state to state. 
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HOW TO USE 
THIS MANUAL 

This manual is both a learning aid and a reference tool. It is 
divided into several sections that give you a thorough knowledge of 
Payroll. Some sections are for those just starting out with Payroll, 
and others are for those who are familiar with the package. 

If you have never used Payroll, we suggest that you read the 
Introduction first. Then back up your diskettes, following the 
instructions in Appendix A. The Sample Session steps you through 
some of Payroll's basic features to help you learn how to use the 
package. The Conversion section helps you set up Payroll. When 
you are ready to enter your own data, read the Summary of Tasks 
and Reference Sections. Once you are experienced in running 
Payroll, you can use these two sections almost exclusively and the 
other sections when you need special help. 

About the Sections 

Introduction - lists Payroll's features, maximum capacities, and 
required equipment, discusses other Model 4 accounting 
packages you can use with Payroll, and discusses making 
copies of your diskettes. 

Sample Session - presents step-by-step examples to help you 
become comfortable with running Payroll. 

Conversion - discusses how to transfer your present payroll 
system to Model 4 Payroll. 

Summary of Tasks - lists the tasks that must be performed each 
day, week, and month to maintain accurate Payroll 
information on the Model 4. 

Reference - explains each aspect and function of Payroll in 
detail. 



Appendices - includ€ detailed instructions on creating backups, 
solutions for common problems and error messages, a glossary 
of specialized terms used throughout the manual, and sample 
copies of each form and report Payroll produces. 

An index to the manual follows the appendices. 

Conventions Used 
in This Manual 

When instructed to "enter" information, type the information on 
the computer keyboard, and then press the (ENTEfi) key. 

Information displayed on the screen is printed in r il:'!t 
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IMPORTANT NOTE TO 
PAYROLL MANAGERS 

Throughout this manual, references appear noting that "history" 
totals may not be changed after Payroll has been processed once. 
These history totals appear in i~:'L /\CCO ~fl M/'.dl\lT[illl1NCF, r,t\\ 

co D t:: S /::., \! D· ·r j\ ~ii.... F ~-; 1 Ei:\ F~'. \I l I\:'.,; S A f>j Di:: D l; CTIO 1,1 S, and 
EMPLOYEE H.i'.STO'-;·/. 

You may change history totals if absolutely necessary by using 
Cfil!I.EI.l 8 at the 1\ l\i Y C :·ii\~! G ::·_ S 7 1 Y:'~I) prompts in each of the 
above menu selections, excluding Fi\'i LC)Y[E HE,TOff{. To change 
L iV; U:: H f '.3 i OH totals, press (SHIFT) 8 at the iJ'! [_ ;:<: 

'..~"'.I.. F C: i' i O 0! prompt. 

We suggest that you remove this page from the manual and keep it 
separate so that only you have access to this information. Allowing 
indiscriminate changes to history totals may result in 
out-of-balance ledgers. 
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BENEFITS 
AND FEATURES 

Payroll provides a complete payroll system for your small business. 
It keeps track of earnings, deductions, and taxes for each of your 
employees, as well as all employer contributions such as FICA, 
FUI, SUI, and many more. Payroll lets you manage with ease and 
assurance the usually tedious and confusing job of paying 
employees. 

Payroll offers these features: 

• Lets you customize your system in accordance with local, 
state, and federal tax laws 

• Handles payroll tasks for up to three states at the same time 

• Lets you define tax code entries that handle all state and 
most local tax laws, including such taxes as state disability 
insurance 

• Tax table definition avoids duplicate entries for states that 
use the sam<~ tables for different tax codes 

• Earning/Deduction types allow for changing amounts for each 
employee, either taxed or exempt 

• Lets you define employee categories for Fair Labor Standards 
Act and Equal Employment Opportunity Commission 
reporting 

• Keeps historical records by current period, quarter,, and year 
for all employee earning and deductions, plus all employer 
liabilities 

• Lets you design up to 5 different reports with up to 108 
different information items on each report 

• Prints special reports during critical processes to provide a 
complete audit tTail 
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I 
• 

• 

Runs as a stand-alone package or can integrate with Model 4 
General Ledger to speed posting and assure accuracy of your 
books 

Optional condensed printing for DMP series printers 

2 



SOFTWARE 
INTERFACING 

You can use Payroll by itself or with the General Ledger package 
of the Model 4 COBOL Accounting System. When these two 
packages are used together, the transactions you enter while 
running Payroll are automatically posted to General Ledger. For 
specific information on integrating Payroll and General Ledger, see 
"Interfacing Packages," in the Conversion section. 

To satisfy all your accounting needs, check with your local Radio 
Shack store or Computer Center for the other packages that 
complete the Model 4 COBOL Accounting System. 
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I 
APPLICATION 
CAPACITIES 

Payroll can process a maximum of: 

• 80 empioyees, each having up to 9 earnings categories and 9 
deductions categories 

• Three states in which employees work, each state having 
separate withholding taxes and employer taxes 

• One check per employee per pay period 

• 20 tax codes 

• 20 tax tables, each having up to 18 lines 

• 15 earnings categories 

• 15 deductions categories 

• 50 ledger accounts if not integrated with Model 4 COBOL 
General Ledger, or any percentage you choose of 
approximately 100 total accounts if integrated with General 
Ledger 

Note: These capacities (with the exception of the number of states 
in which employees work and number of checks per employee per 
pay period) will increase with the addition of a hard disk. 
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EQUIPMENT 

To use Payroll as a stand-alone system, you need: 

• A TRS-80 .Model 4 with 64K memory and two disk drives, or 

• A TRS-80 Model 4 with 64K memory, one disk drive, and a 
hard disk unit 

• A Tandy printer capable of printing at least 80 columns with 
an appropriate printer cable. 

To use Payroll with the General Ledger package, you need an 
additional 40-track disk drive or a hard disk unit. 

Optional equipment includes: 

• A Tandy printer capable of printing 132 columns with an 
appropriate printer cable or an 80-column printer capable of 
printing 132 columns in condensed print mode with an 
appropriate printer cable. 
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BEFORE YOU 
START 

Four diskettes are supplied with your Payroll package: one setup 
diskette, one processing diskette, one data diskette, and one 
diskette containing sample data. Before you run Payroll for the 
first time, make "backups" (copies) of these diskettes. Never run 
Payroll with the original diskettes - use them only for making 
working copies. Run Payroll with the working copies. Store the 
originals in a safe place, away from dust, magnetic fields, or 
anything else that might damage them. For specific instructions on 
backing up diskettes and suggestions on building a "library" of 
backups, see Appendix A, "Backup Procedures." 
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HOW TO USE THE 
SAMPLE SESSION 

This section is designed to help you become more familiar and at 
ease with Payroll. 

A safe and easy way to try out Payroll is to step through "Running 
Payroll," using backups of the setup, processing, and sample data 
diskettes. Your sample data diskette contains all the information 
needed to process the payroll for a fictitious company, AAA 
Hardware. The session lasts approximately one hour. 

If you want to experiment further after you complete "Running 
Payroll," continue using the backups. This lets you try every 
feature of Payroll without affecting your company's actual records. 

Special Note for DMP 
Series Printer Owners 

If you are using a DMP series printer capable of condensed printing 
to print reports, you should complete a preliminary step before you 
use the Sample Session so that your sample reports can be printed 
on 80-column paper. 

Turn on your computer system and your printer. Insert a backup of 
the setup diskette into Drive 0 and a backup of the sample data 
diskette into Drive 1. Press the reset button. Type 03/31/83 (l~ill) 
to answer the date question, and press (fNTERJ in response to the 
time prompt. When Tr:";; Re,1.d,e appears, type PRS4 (f_NTfil'i). 

In a few moments, the System Setup/Maintenance Menu is 
displayed. Press CD for COl\,11-'AN 1 :·n P!'v:,~ Oi\i. The Company 
Information screen is displayed. At the F TEF< EL::c:THJi',l line? 
press a) to change information. 

AAA Hardware's company information is displayed. Press (fl\ltfBJ 
until the cursor is at the CC DE :,ED PF'f F:t:Y0:'1.T/i "f/N 
line. Answer this question by pressing (YJ. Press ctfillR) twice to 
bypass the next two questions. 
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:viPANY !i'fr()i;>i\f,J',Ti(Jr'J Cil.,~"JGED appears at the bottom of the 

screen, and the cursor returns to [ '\I T F !,;, S E i __ LC r 1 0 . Press (TI) to 
display the System Setup/Maintenance Menu. At this menu, press 
(TI) again. n-, .~; ,ie:it"1y is displayed. 

Your reports now print on 80-column paper. You may proceed with 
the Sample Session. It is not necessary to press the reset button or 
answer the date and time questions again. 
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RUNNING PAYROLL 

Turn on the computer as instructed in your Model 4 Owner's 
Manual. Insert a backup of the setup diskette into Drive 0 and a 
backup of the sample data diskette into Drive 1. Press the reset 
button. 

Type 03/31/83 f~J~8) when you are asked for the date. Press ~J)IJJ_fl) 
to answer the time question. 

When lliSDOS Ready appears, type PRS4 Cl81fID. Your screen 
shows: 

Looking at 
Employee Records 

AAA Hardware has hired a new employee, Ed Butler. You need to 
add Ed to your file of employees, but first you should look at a few 
employee records to see the type of information you need to enter. 
At the System Setup/Maintenance Menu, press CID for ~: l 1JY t: 
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1\l C Your screen shows: 

Before you add Ed to the file, look at the other employee records 
you have. Press CI) to inquire about employees. The cursor moves 
toF Pl fC/ft. 

Four employees are already on file. To see the first employee 
record, type 01 (ENTER). The screen shows: 
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Each employee record has three sections: the demographic 
screen (which is displayed now), a pay status screen, and an 
earnings/deductions screen. To see the rest of Harold 
Johnson's record, press CY). 

The pay status section of his record is displayed. Notice that 
it lists all taxes to which he is subject, along with the number 
of exemptions and dependents he claims. Press CY) again to 
see the final section of his record. 

This sections shows you Harold Johnson's earnings, 
deductions, and dollar amounts for his salary, his credit union 
deduction, and his health insurance deduction. 

Notice that the prompt at the bottom of the screen has 
changed. You have reached the end of Harold Johnson's 
record and may now review the next employee record. Press 
CY) to see the record for Kimberly Harrison. 

Kimberly's employee identification number is 02. There are four 
employees on file, 01-04. At the D l ':' F·' :. ,1,, Y •\1 F >< ·T S" i,, E f:: l'i · and 
D h U\ 1( \J f: T f:: '·' C/, Ji'.[1 ;' prompts, press CY) until you reach the 
earnmgs/deductions screen of Raoul Lagueruela's record. At the 
DI.::,, L .1.\ ;., E > T f,: EC. 0 F,) u ·.· prompt, press (][). 

The screen clears, and the cursor returns to the Et,J l'.:::f, ::,[LFCT!l.:,:-,J 
prompt at the bottom of the screen. Press Cf:D, and the System 
Setup/Maintenance Menu is displayed. 

Reviewing Employee Categories 

Before you add Ed Butler to the Employee File, you can see where 
some of the information in his record originates. 
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The System Setup/Maintenance Menu should be displayed. At this 
menu, press rnJ for EMP U: TEGURl.E'.i. Next, press to see 
all categories that are set up. Your screen shows: 

L 

The first section of the screen shows you the several positions that 
employees might hold in the company. In an employee record, these 
positions are referred to by their identifying numbers. For example, 
an employee in a clerical position has the number "5" in the 
r:1 0.',lTW\, category on the record. 

The second section describes the ethnic races to which employees 
belong. Like positions, ethnic races are identified by their numbers 
in an employee record. 

The third section of the screen shows the workers compensation 
categories to which employees might belong. These categories are 
for an estimation of AAA Hardware's workers compensation 
liability. 

Look at the first category. The "W" means that Category 1 is based 
on "W"ages earned and is estimated at the rate of 1.25% of an 
employee's wages. 

'l'he second category is based on "H"ours worked and is estimated 
at the rate of .225 multiplied by the number of hours worked by an 
employee. 
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Workers compensation categories are also identified by their 
numbers i.n an employee record. 

Each of these categories is used in adding employees to the 
Employee File. Now that you've seen them, press (£J) to return to 
the System Setup/Maintenance Menu. 

Adding an Employee 
to the File 

You are. ready to add Ed Butler to your files. Ed is single and lives 
at 2608 Hollow Glen Drive in Macon, Georgia 45092. His phone 
number is 617-425-6713, and he was born on May 31, 1956. AAA 
Hardware hired him on March 22, 1983 for a professional position 
at its home office in Macon. 

Press ~J for f: .. fV1 f" ~ 0 '{ ET M f1J T F N l, iii E:. A blank employee record 
appears. Press ([) to add an employee to the file. 

E ?L .. i.D # 

Since there are already four employees on file, Ed is the fifth. 
For Ed's identification number, type 05 (l;JffEB). The computer 
creates a record for him and displays: 
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As you fill in the information needed, the cursor moves from one 
"field" to another on the screen. Below are the prompts and 
responses for the demographic section of Ed's employee record. 

Prompt: 

~ .. ~oc, S[C. 

i\1 /.\ !\/l 1-: 

Response: 

449-81-3741 (ENTER) 

BUTLER, EDWARD 0. (ENTER) 

2608 HOLLOW GLEN DR. 
(ENTER) 

MACON (ENTER) GA (ENTER) 45092 
(ENTER) 

617-425-6713 (ENTER) 

053156 (ENTEiD (no slashes 
between month, day, and year) 

032283 (ENTER) 

(ENTER) (There have been no 
performance reviews for Ed yet. l 

(ENTER) (Ed has received no 
raises because he is a new 
employee.) 

(EJITEH) (He has not terminated 
employment.) 

(Ed Butler is a professional, 
#2 in the list of Job 
Positions on the Employee 
Categories screen.)_ 

CI) (for Single l 

00 (for Male) 

CD (Ed is white, #1 in the 
list of Ethnic Races on the 
Employee Categories screen.) 
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VVORi< ClTY 

CD (Ed falls under the first 
workers compensation category 
on the Employee Categories 
screen.) 

MACON (ENTER) 

GA (ENTER) 

After you press (ENTER), the screen changes to display: 

This section of the record is for recording Ed's tax information. The 
cursor is at the line for '.i l\ TU"'. 

U\ TU U\/l) 

Ed is on the active payroll, so press CA). 

Press 00 to show that Ed does not receive tips as part of his 
wages. 

P/\'/ Ft~FQU Ef\i CY 

Ed is a salaried employee and is paid once per month, or 12 
times per year. You should enter the number of times per 
year that an employee is paid, so type 12 (ENTER). 
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1/1>< CODE 

The cursor moves to the line for tax codes, in the F C !',: A 1. 
column. Several tax codes have been set up for you. The 
federal tax code for single persons is called FDS. Type FDS 
l_ENTEB) to show that Ed's federal income tax is calculated 
using this tax code. 

Ed claims only one exemption, himself. Type 1 ~TEB). 

This prompt lets you enter a dollar amount to be deducted 
from an employee's wages in addition to the federal tax 
withheld. Ed does not want extra tax withheld, so press 
l.ENllID to skip this space. 

Notice that the rest of the categories in the H:. D t fV, 1 column 
contain asterisks. These categories do not apply to federal taxes. 
For example, there is no dollar adjustment to taxable wages for 
determining federal tax table income, so the $· ;\ D . .! U ST line is not 
available for entering data. 

t /\.>'. CODt. 

The cursor moves back to the tax code line, but now it is in 
the ::: r p. Tr: column. State tax information is entered here. 
The tax code for single persons paying Georgia's state income 
tax is called GAS. Type GAS (ENTER) to show that Ed's state 
income tax is calculated using this tax code. 

Type 1 (ENTifi) to claim one exemption to state income tax. 

Since Ed is single, he has no dependents to claim. Press 
LENUID to skip this line. 
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At this prompt, you can enter a dollar amount to suhtn:ict 
from an employee's wages for determining tax table income. 
Press (.fflTEH) to skip this line. 

:b.-C.P:[D!T 

Ed could also receive a state tax credit. If he did. you would 
enter the dollar amount to Rubtract. from his calcula!:t~d 1:1tate 
tax as a credit. However, he does not receive state tax cn.,"llit 
of any kind, so press (!NfER). 

Likewise, a tax credit could be figured on a percentage basis, 
but since Ed receives no state tax credit, press (ENilfl). 

Ed wants an extra $12.50 per paycheck withheld for state 
income tax. At this line, type 12.50 (ENTER). If this had been 
an even dollar amount, such as $10.00, you could have typed 
10 (ENTER) - you do not have to enter decimal points for even 
dollar amounts. 

i'/\X CODE 

The cursor moves back to the ·:-1.\X CODE. line, but now it is 
under the CIT',' column. Macon has no city income tax, so 
press (ENTER) to skip this line. Since there is no city tax, the 
cursor skips the rest of the lines in the ,:: cr-r column. 

The cursor moves to the EiC (Earned Income Credit) column. 
Ed has not filed for advanced Earned Income Credit, so press 
(ENTER). 

The bottom of the screen shows various taxes and wage deductions 
from which Ed might be exempt. Each of these has a "default" of N 
for Not Exempt. If you press CENIEID instead of OD or CT), Payroll 
automatically assumes an N answer. 

F lC/\ 

Press CElITEID to show that Ed is not exempt from FICA tax. 
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Press (ENTER), since Ed is not exempt from federal 
unemployment insurance tax. 

Press (ENTER) to show that Ed is not exempt from state 
unemployment insurance tax. 

One category, E i?, is left. "Other" taxes are state taxes such as 
supplemental disability insurance. Georgia has no other taxes, so 
the cursor skips this space. 

The information you just entered is recorded in Ed's employee 
record, and the screen changes to display: 

Several "codes" for earnings and deductions have been set up for 
you: 

Earnings 

BN - Bonus Plan 
HR - Hourly Wages 
OT - Overtime Wages 
SK -Sick Pay 
SL - Salaried Wages 
VC - Vacation Pay 
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Deductions 

CR - Credit Union 
IN - Health Insurance 
UN - Union Dues 



This part of the employee record lets you enter earnings and 
deductions that apply to an employee. Notice that the three 
deductions on the screen are deductions that apply to every 
employee of the company. They appear on every employee record. 
You only need to add earnings and deductions that may or may not 
apply to a particular employee. 

The cursor is at the first line of the f: /\ I'.;/ ii\! c; :, column. You 
need to enter the earnings Ed collects. On the first line, type 
SL (ENTER). This is the code for salaried wages. 

Ft-JTEP FlX D U1\l-r 

Salaried wages are fixed amounts. Ed's salary is $1,833.00 
per month (each time he is paid), so type 1833 (ENTER). 

f' f\i T E R F f< E: C) U E CY 1_ t 

A frequency cycle tells Payroll that you want to apply an 
earning or deduction a specified number of times per year. 
Ed's salary is applied to his earnings each time he is paid. 
The code set up for applying an earning each time an 
employee is paid is "l." Type 1 (ENTER). 

Now the cursor moves to the second line in the i CS column. 
Enter one more earning for Ed. The information you need follows. 

EID CODE = BN (Bonus Plan) 
FREQUENCY CYCLE = 4 (once per year) 

Press (ENTER) until the cursor moves to the fourth line in the 
DE DU C Tl O :-,; S column. Other than federal and state income tax and 
FICA, Ed is a member of the company's credit union and group 
health insurance plan. You need to enter these two deductions to 
his employee record. The information is the same type as Earnings 
information, using similar prompts. The information you need 
follows. 

CREDIT UNION 

EID CODE= CR 
PERCENTAGE = 10 
FREQUENCY CYCLE 1 

HEALTH INSURANCE 

EID CODE= IN 
AMOUNT = $25.50 
MAX LIMIT = $500.00 
FREQUENCY CYCLE = 2 (once per 

month) 
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II 
When you have entered the two deductions, the cursor should be on 
Line 6 in the DfDUCTtOi\iS column. You have finished adding Ed 
Butler's employee record to the file. Press (f2) to store the record. 

The bottom of the screen displays !? EC:) RU ~,DD I: D. Next, the screen 
clears, and you are ready to add another employee record. Since Ed 
is the only new employee, press cm to exit the Add function. 

The cursor returns to the bottom of the screen. Your options are 
once again displayed. Leave the employee file and return to the 
System Setup/Maintenance Menu by pressing cm again. 

Printing a List of 
Employees 

The rest of the work you do in this part of the Sample Session is 
from the Processing diskette. Press cm at the System 
Setup/Maintenance Menu to exit the setup portion of Payroll. When 
Tf<S 1)0S R,:;ady appears, remove the setup diskette from Drive 0. 
Insert a backup of the processing diskette into Drive 0, and type 
PR4 (ENTER). Your screen shows: 
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Press 00 for P 1\ \' IW L :_ FE [·' C !~.TS. The screen displays: 

[,• ./.· 

An employee mailing list can be printed from the User Defined 
Reports. Reports printed using this selection were set up during 
System Setup/Maintenance. We have formatted two reports for you. 

Press CD. The screen displays this message: 

f,' l:: f' 0 fl 

The Employee Mailing List is Report #1. Type 1 (ENTER). 

PR[r•J 1·r:i;i R[A,D'/ 7 (Y/f•il 

This prompt should appear at the bottom of the screen. The 
name of the report, 'VIPLUY E M/\lL, should appear just 
beneath the RE Porn I\, fMJ::: prompt. 

To print the employee list, make sure that your printer is 
properly connected, on-line, and loaded with 132-column 
paper. Press CY), and the list of employees prints. 
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II 
If you cannot get the printer ready, press OD. The Payroll 
Reports Menu appears. Check the connections and make sure 
that you are ready to print the report. Press CI) for ~; C Fl 
::, ::: i:· r ED ~ff f' 0 f? TS, and follow the instructions again. 

Once the report has printed, the Payroll Reports Menu appears. 

Processing a Payroll 

Printing a Time Card Worksheet 

The first step in processing a payroll is to plan what you'll enter 
into the computer. Printing a time card worksheet helps you do 
your planning and work more efficiently. To print the worksheet, 
press(]) at the Payroll Reports Menu. 

After the screen shows that Payroll is reading valid 
earning/deduction codes, your screen displays: 

Pay frequencies are defined in Employee Maintenance. You added 
Ed Butler to your employee file earlier and gave him a pay 
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frequency of"l2." (He is paid 12 times per year.) You should enter 
the pay frequency for employees to be paid this pay period. 

Assume that it is the end of the month. You have employees who 
are paid once per month and also some who are paid once each two 
weeks. In the first blank for pay frequencies, type 12 (ENTER). The 
cursor moves to the second blank. Here, type 26 (ENTER) (for 
employees paid every other week). 

When the cursor moves to the third blank, press (ENTER), since you 
want to pay only monthly and biweekly pay frequencies. 

EID frequencies are code numbers you assign to tell Payroll how 
often each earning or deduction for each employee should be 
processed. You assigned frequency codes for Ed's salary, bonus 
plan, credit union, and health insurance. 

You want to apply earnings and deductions that have a frequency 
cycle code of "l" (for AAA Hardware, the code number meaning 
"every time a payroll is processed") and "2" (AAA Hardware's code 
for "once per month"). In the first blank, type 1 (ENTER). In the 
second blank, type 2 (ENTER). 

At the third blank, press (ENTER), since you have finished entering 
earnings/deductions frequency codes. 

E.S (Ylt·J) 

This prompt appears at the bottom of the screen. Look over 
the screen and make sure that you have entered the 
frequency codes correctly. If there are errors, press CD, and 
correct them. 

If everything looks correct, press (][). 

This prompt appears at the bottom of the screen. To print the 
Time Card Worksheet, make sure that your printer is 
properly connected, on-line, and loaded with 132-column 
paper. Press CD, and the worksheet prints. 

If you cannot get the printer ready, press CID. The Payroll 
Reports Menu appears. Check the connections and make sure 
that you are ready to print the worksheet. Press W for r i fv! c 
c:: 1\ RD 'NOR H CT, and follow the instructions again. 
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II 
Once the worksheet has printed, the Payroll Reports Menu appears. 
Press (f:D to return to the Payroll Main Menu. 

Look over the worksheet. Payroll has found and printed every 
employee with a pay frequency of 12 or 26 and an earning or 
deduction having a frequency code of 1 and 2. The worksheet shows 
you the date, the company name (AAA Hardware), and the pay and 
earnings/deductions frequencies you specified. 

Next, employees are listed in order of employee identification 
number. The first employee on the list should be Harold Francis 
Johnson. Beside his name, all earnings with frequency codes of 1 
and 2 that apply to him are listed. Only one earning should appear: 

!;:/. Blanks are supplied for you to fill in either the number of 
hours worked or the amount of the SAL earning. 

Deductions appear beneath earnings. The deductions listed for 
Harold Johnson should be F[ STT/,)(, F.IC/,, Ci~E~H, and 
! i\J S U F:. Blanks are also supplied for you to fill in amounts for these 
deductions. 

Take each employee separately, and fill in the information by hand 
for each earning and deduction. To get you started, Harold 
Johnson's worksheet is taken step-by-step: 

The first blank you need to fill in is the F ,t\Y f'.' [ r, HJ D !\i DI i'.J 

D/1.1 F. Assume that it is March 31, 1983, and write 03/31/83 in this 
blank. 

The next blank you see is for a S,\LF:Y AMOU T. Write 0 in this 
blank. Harold Johnson worked 80 hours in the past two weeks, so 
write 80.00 in the S/\LJ:Y H lJ RS blank. When you enter this into 
the computer, you pay Mr. Johnson his normal salary for two 
weeks. 

Deductions are next. Payroll automatically calculates the amounts 
to deduct from wages for federal tax, state tax, FICA, credit union, 
and health insurance. Write 0 in each of these blanks. 
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Continue writing the following information on the time card 
worksheet: 

Harrison, Kimberly Ann: 

Barclay, Eva L.: 

Lagueruela, 
Raoul Ramone: 

PAY PERIOD ENDING DATE -
03/31/83 
HOURS- AMOUNT = 0 

HOURS = 80.00 
OVRTM- AMOUNT = 0 

HOURS = 0 
HRV AC- AMOUNT = 0 

HOURS = 0 
FEDTX - AMOUNT = 0 
STTAX - AMOUNT = 0 
FICA - AMOUNT = 0 
INSUR - AMOUNT = 0 

PAY PERIOD ENDING DATE-
03/31/83 
SALRY - AMOUNT = 0 

HOURS = 160.00 
FEDTX - AMOUNT = 0 
STTAX - AMOUNT = 0 
FICA - AMOUNT = 0 
CREDT - AMOUNT = 0 
INSUR - AMOUNT = 0 

PAY PERIOD ENDING DATE 
- 03/31/83 
HOURS- AMOUNT = 0 

HOURS = 40.00 
OVRTM- AMOUNT = 0 

HOURS = 2.50 
HRV AC- AMOUNT = 0 

HOURS = 40.00 
HRSCK - AMOUNT = 0 

HOURS = 0 
FEDTX - AMOUNT = 0 
STTAX - AMOUNT = 0 
FICA - AMOUNT = 0 
INSUR - AMOUNT = 0 
UNION - AMOUNT = 10.00 
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Butler, Edward 0.: PAY PERIOD ENDING DATE-
03/31/83 
SALRY - AMOUNT = 386.56 

HOURS = 32.00 
FEDTX - AMOUNT = 0 
STTAX -AMOUNT = 0 
FICA - AMOUNT = 0 
CREDT - AMOUNT = 0 
INSUR - AMOUNT = 0 

When the time card worksheet has been completed, it should look 
similar to the sample on the next page. If your filled in numbers do 
not match the ones on the sample, correct your worksheet, then 
continue with the next part of the Sample Session. 
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DATE:03/31/83 AAA HARDWARE COMPANY PAGE: I 
PAYROLL 
TIME CARO WORKSHEET 

PAY FREQUENC l ES: 11,026,000,000,000 EID FREQUENCIES: 1,2,0,0,0 

EMPL. EMPLOYEE EARNINGS A N D DEDUCTIONS 
ID. NAME 

01 JOHNSON, HAROLD FRANC JS EARNINGS SALRY 

AMOUNT .. ii( .. , 
PAY PERIOD ENDING DATE l'~/31/YJ HOURS .I~,,;/!, 

DEDUCTIONS FEDTX STTAX FICA CREDT INSUR 

AMOUNT .. .(f. .. .. .,6. .. . . p,. .. .. ~ ... "a,. .. 
------- --- -------- ----- -------- ----- ------ ------ ---- ------------ ---- ----
02 HARRISON, KIMBERLY ANN EARNINGS HOURS OVRTM HRVAC 

AMOUNT /IS .. ~- .. .. IL. 
PAY PERIOD ENDING DATE ff!3/NIJ'3 HOURS J.~:.iii>: .. .'I... .. J(; ... 

DEDUCTIONS FEDTX STTAX FICA INSUR 

AMOUNT "A'. .. .. ,,e; .. .. ,(IJ ... ...fi .. 
------- ---------- -- ----------- - -- -- --- -- -- ----- ------ -- ------- ------ -- -. 

i:-.., I 
03 BARCLAY, EVA L. EARNINGS SALRY 

..;i 
AMOUNT .. ~ ... 

PAY PERIOD ENDING DATEa,3/31/ .1'3 HOURS /1,41,~ 

DEDUCTIONS FEOTX STTAX FICA CREOT INSUR 

AMOUNT ... ~ .. ... , ... .. I! ... . .. I.J... ...?, .. 
- ------------ ----- ----- - ------- --- ----- --- -- ----- ------ ------ --- --- ------ --------- -------

04 LAGUERUELA, RAOUL RAMONE EARNINGS HOURS OVRTM HRVAC HRSCK 

AMOUNT ... \!': .. ".i'f ... ... ~ ... . .. ?;, ... 
PAY PERIOD ENDING DATE r,13/31/f.5 HOURS . 'l:1'.·.tJ,11 .'i',f.¢. . . ":f:f,,~ ... '11 .. 

DEDUCTIONS FEOTX STTAX FICA lNSUR UNION 

AMOUNT ... <;(; ... .... 'A. . .. ¢. .. .. .¢ ... Itri: ?fl! 
--- ---- ---- --------- ----- --- ---- ------ -------- ---- ------- -- --- --------,. ---------

05 BUTLER, EDWARD O. EARNINGS SALRY 

AMOUNT !586.5'1, 
PAY PERIOD ENDING DATEa,.3/31/33 HOURS j.fi,~ 

DEDUCTIONS FEOTX STTAX FICA CREDT INSUR 

AMOUNT ... 11. .. .... ~ .. . . ~ ... ...'/> ... ..,fl ... 
-- -- ---- -- ------- -- ----- ---- ------ -- -- ---- --- -- -- -- --------- -- ------ --- ---- ----------- -- --

********** ENO OF REPORT 



Time Card Entry 

Press (I) for P,t,YFWU f·iOCF::SSH.IG at the Main Menu. Your 
screen displays the Payroll Processing Menu. Since you have filled 
out a time card worksheet, you now need to enter the information 
you collected into the computer for processing. Press (I) for n [ 
(>V< f:'!\iT:~Y. Your screen shows: 

·1;) gr: l'/r..!) 

\' 

The screen looks similar to the one you saw for time card 
worksheets. This first question lets you decide whether you 
want Payroll to automatically find the employees to be paid 
this period or you want to go through the employee file 
manually, choosing employees you want to pay. For the 
Sample Session, press (A) for Automatic mode. 

You want to pay employees who are usually paid once per 
month and once every two weeks, so type 12 (lffiEffi, then 26 
(ENTER), and press CEID'.EID once more. 

f,J'rF:F~ E/CJ rr,:E.QU[:\iCIES ro BE us D 

Type 1 (EfH.IB), then 2 (ENTER), and press (~_NTER) again, since 
you want to use only the earnings and deductions with 
frequency codes of 1 and 2. 
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Look over the screen. The only pay frequencies appearing 
should be 1? and ?6, and the only EID frequencies displayed 
should be I and 2. If numbers other than "0" appear in the 
other blanks, press CY), and correct the screen. 

When the entries are correct, press Of). The screen displays: 

·_;t,U<Y 
\~:.'lfV:i N/f.1 

:11 ir!\1,JR 
\(, 

:.6 

The cursor is at PI,Y P[R:CJD END ,\,G DATE. 

The date shown should be vnn VE 3. If it is not, type 033183 
(ENTER). If the date is correct, press (ENTER). 

The cursor moves to the first line in the E,\R'.,JINC,S column, and 
the bottom of the screen displays C r1: TEP !\! r·Jifl E P '.) F OU fl S. 
Refer to the time card worksheet you filled out. Harold Johnson 
should be paid for 80 hours, so type 80 Cfilil:IBJ at this space. 

The only other earning listed is the BO Mu PU\ N. Notice that i\,11'. 
appears beside it it is not applicable to Harold Johnson, because 
you are not paying bonuses this pay period. 

The deductions listed are automatically calculated by Payroll. You 
should have 0s on the time card worksheet for these categories. 
They do not require an entry here. 
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The cursor moves to EID N U MB ER. You'll see how this works in a 
few minutes. For now, press (ENTER) (as the instruction at the 
bottom of the screen suggests). 

The :)/\ L line in the l:i\ 1;: NIN C :, column should look like 
this: 

If it does not, press CY) and correct your entry. When it is 
correct, press OD for No changes. RECO U ,\DDED appears, 
and the time card for Kim Harrison is displayed. 

Follow the time card worksheet for entering this employee's 
time card into the computer. Press (ENTER) if the pay period 
ending date is 03/31/83. 

Type 80.00 (ENTER) at this blank. She should be paid for 80 
hours (two weeks work). 

PTM 

Press (ENTER) at this line. She worked no overtime in the past 
two weeks. 

H A:· 

Press (ENTER) at this line for no vacation pay. 

All deductions are automatically calculated for you. Press (ENIEID 
for no exceptions to the standard earnings and deductions at the 
l'/D N MBFF? prompt. 

V H.1\l\!Gf:·_:_S'?' i.'V/i\}) 

Press OD when the information is correctly entered. 

Next is Eva Barclay's time card. Press (ENTER) to keep the 03/31/83 
ending date. 
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Eva is a salaried employee who is paid once per month, so she 
should be paid for 160 hours. Type 160 (ENTER). 

The other earnings and deductions either do not apply to Eva or 
are calculated for you. Press (ENTER) at the E./ D N U B ~:~ prompt. 

i\j'y CH/\NGE.S? {Y/N} 

Press OD when the entry is correct. 

Raoul Lagueruela's is the next time card to appear. Press (ENTER) for 
the pay period ending date. Raoul's time is a bit different. He 
worked 40 hours, worked 2 hours and 30 minutes overtime, and 
took a week of his vacation. This information is entered as follows: 

HOU RS 

Type 40 (ENTER) for the number of hours. 

0\/R·rt\/\ 

Type 2.5 ®IT.EID to show 2 hours 30 minutes ( .50 of one hour) 
overtime. 

H F:{V/\C 

Type 40 (ENTER) to show 40 hours of vacation time taken. 

H f<SCI<, 

Raoul has not taken any sick leave, so press (ENTER) to leave 
this line blank. 

Raoul pays $10.00 per month in union dues, so type 10 (JNTER) 
to deduct $10.00 from his wages for dues owed this month. 

Press (ENTER) to bypass the f::./ D I\; U t'JI D t R prompt and show no 
exceptions to the standard earnings and deductions. 

Again, check to make sure that the information has been 
entered correctly. Then, press OD to display the next time 
card. 

31 

II 



II 
The last time card entry is for your new employee, Ed Butler. Press 
(ENTER) at the P /\ V PERIOD F ND! ~j D t\ E prompt if the date is 
correct. 

Ed has only been with AAA Hardware long enough to work 
32 hours this month. He should not receive a full month's 
salary; however, Payroll automatically calculates the entire 
amount of a "fixed amount" earning. You'll see how this is 
taken care of in a minute. Right now, type 32 (ENTER) at this 
line to show that he has only worked 32 hours so far. 

E./D NUfVlBER 

The cursor skips to this prompt, and the message at the 
bottom of the screen tells you to Pr~ ES S E i\J TE F: If' rW 
EXCEPTICHJ M,tiOUNTS. Since Ed should not be paid for a full 
month, you need to change his salary amount for this pay 
period. Type 01 (ENTER) (for Line 01). 

E)<C[PT.IOi\! P,iV!OUf\iT 

For the length of time he has worked for the company, Ed 
should be paid $386.56 for his time so far. Type 386.56 
(ENTER). Note what happens to the screen: the Std.RY line 
changes to show the exception amount, and an E appears to 
let you know that the line contains an exception. Ed's normal 
pay calculation is overridden when an exception exists for an 
earning or deduction. 

The cursor returns to the [/ D N U !\il 8 E ;,c prompt. Press CENTER), since 
there are no more exceptions to standard earnings and deductions. 

b,fll H/~il:G['.;? (Y/i\!) 

Press 00 when the screen shows the exception amount to 
Ed's salary. 

A Blank time card appears. This is the Manual mode of Time Card 
Entry. You can add another employee's time card to the open file if 
you like. For this session, press CU). The Payroll Processing Menu 
is displayed. 

32 



Printing the Time Card Register 

Just to make sure that you have entered everything correctly, you 
should print a Time Card Register. This register should be identical 
to the worksheet you filled out before you started entering time 
cards into the computer. 

Press CD at the Payroll Processing Menu for n M 
iF'GI f?. Your screen shows that it is reading valid 
earnings/deductions codes, and next asks: 

PF~! i\JTE:·< REA[)Y'? t\r'/J\:) 

Make sure that your printer is loaded with 132-column paper, that 
everything is properly connected, and that the printer is on-line. 
Press CY) to print your register. 

If you cannot get the printer ready, press(][). The Payroll 
Processing Menu appears. Do not print the Time Card Register 
before your printer is ready. 

After the register prints, the Payroll Processing Menu is displayed. 
Look at the register. It should contain the same entries you have in 
your Time Card Worksheet. If it does not, you should return to 
Time Card Entry and correct any errors. After corrections are 
made, print another Time Card Register. 

If the register shows the same numbers as the worksheet, continue 
with the Sample Session. 

You can see the Time Card Register in Appendix D. 

Calculating a Payroll 

Now you'll calculate paychecks for the employees whose time cards 
you just entered. Press (3) for P/-1Yf~CL!_ C!'d ... CU! ... A.TION at the 
Payroll Processing Menu. After the screen shows that Payroll is 
reading valid earnings/deductions codes, a new prompt appears at 
the bottom of the screen: 

Now that you have a matching Time Card Worksheet and 
Time Card Register, you can calculate payroll for your 
employees. Press CY). Make sure that your printer is ready to 
print before you calculate payroll. If you cannot get your 
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ready, press Of). Never calculate payroll unless your 
printer is ready: otherwise, calculations may not be 
completed. 

The displayed date should be 7,::.;rn/b3. If it is not, type 
033183. If the date is correct, press ((NHfl). This tells Payroll 
what date to print on checks when you finally print them. 

The screen tells you that Payroll is processing employees and lists 
their ID numbers as it calculates them. This process takes a few 
minutes. 

When all paychecks have been calculated, you should print an 
Earnings Register. This register shows all checks and 
earnings on file. You can see the Earnings Register for this 
pay period in Appendix D. Press (ENHJ!) after you check your 
printer to make sure that it is ready. (You can leave 
132-column paper in the printer, although the register 
requires only 80-column paper.) 

Once the register has printed, the Payroll Processing Menu is 
displayed. 

Printing Checks 

Now that you have calculated Payroll and seen an Earnings 
Register, you can print paychecks. Press CID at the Payroll 
Processing Menu for CH f: C 1' i;: i\i T. Several prompts appear on the 
screen: 

TI ,·,I lJ f:, ( V ;r,J ·, 

Press Ct) to start preparations for printing checks. 

Since this is a sample 8ession, you do not have to use actual 
pre-printed checks. You can continue using the type of paper 
currently in your printer. Make sure that the printer is 
properly connected and on-line, and press Ct) to continue. 
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If you cannot get your printer ready, press 00, and return to 
the Payroll Processing Menu. Do not try to print checks if 
your printer is not working properly. 

Since you are not using actual checks, you do not need to 
print an alignment check. When you actually use the CH F C !( 
-.:i P rn T option, you should print an alignment check. This 
makes sure that information prints in the correct place on 
your checks. 

Press 00 to skip printing an alignment check. 

Check identification numbers are shown on the register. To 
start printing checks from the first check I.D. number listed 
on the register, press CEJ:U.IB). 

Press (ENTER) to print through the last check I.D. number 
listed on the register. 

You can print a short message of up to 20 characters on each 
check if you like, but for the sample session, press (ENTER) to 
skip this line. 

Assume that the first check loaded in the printer has the 
number 1052 printed on it as its check number. Type 1052 
(ENTER). 

Press 00 to start printing checks. The screen shows the check 
I.D. number of the check that is printing. Five checks should 
print. When the checks have finished printing, the Payroll 
Processing Menu is displayed. 

You can see Harold Johnson's check in Appendix D. 
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When you actually use Payroll, you might want to print another 
Earnings Register at this point. If you printed one after printing 
checks, it would show pre-printed check numbers as well as all 
earnings information. For this session, you will not print an 
Earnings Register. 

You have paid your employees, but you are not finished with your 
payroll processing. Next, you will update records and prepare for 
the next pay period. 

Updating Files 

Press C1J for Pf., ,w L U I' DI-\ TE at the Payroll Processing Menu. 
Your screen shows: 

:, ,ll. I' f, I} 1 l U ? 0 

The screen also lets you know that Payroll is Fff:AD! 1,iG various 
records in preparation for updating them. After records have been 
read, the bottom of the screen shows: 

.t-\LL. CH[CK,S/TT!V!EC,~PD:3 vvr:.t RE. DELETED 
(;Ot~ l,ll:. 

First, make sure that your printer is properly connected, 
on-line, and loaded with paper at least 80-columns wide. If 
you cannot get the printer ready, press (NJ to return to the 
Payroll Processing Menu. Do not try to update records unless 
your printer is working properly. 
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After you check your printer, press CT). All five timecards you 
entered are deleted from Payroll, as well as the five checks 
that printed. 

The posting date should be March 31, 1983. If it is not, type 
033183 (ENTER). If the date is correct, press (ENTER). 

Press CID for No changes. Payroll begins updating records, 
showing you the type and number of record it is updating. 
When it is finished, the next prompt appears. 

Press (ENTER), and a report prints, showing you account 
numbers, descriptions, and debit and credit amounts of all 
your ledger accounts. You can see the GIL Recap for this pay 
period in Appendix D. 

After the report prints, the Payroll Processing Menu is displayed. 
Press (fl) to return to the Main Menu. 

Closing a 
Pay Period 

After you process a payroll, you need to close out the period and 
print a few reports for reference. To begin closing this pay period, 
press CID for PE RlOD SUM r,y at the Main Menu. Your screen 
displays another menu for summary operations. 

Printing an Employee Tax Summary 

The first step in closing a period is to print reference reports. At 
the Period Summary Menu, press CO to print the Employee Tax 
Summary. This report lists all information needed for employee 
W-2 forms. Payroll asks several questions: 
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Make sure that your printer is properly connected, on-line, 
and loaded with at least 80-column paper. If you cannot get 
the printer ready, press OD to return to the Period Summary 
Menu. 

Press CY) when your printer is ready. 

You want to print a report listing all employees. Pressing 
(ENTER) tells Payroll to start with the first employee LD. 
number. Press (ENTER). 

Di G [!VlPLOYE:t: 

Press CEJll.ffil to tell Payroll to print through the last employee 
I.D. number on file. 

The report prints, and the Period Summary Menu appears when 
printing is complete. You can see the Employee Tax Summary for 
this pay period in Appendix D. 

Printing an Employer Tax Summary 

Next, you'll print an Employer Tax Summary, showing all of AAA 
Hardware's payroll activity for this pay period. Press W for 
EM PL Fi ·; /i.X :; UM at the Period Summary Menu. 

The only question you are asked is whether your printer is ready. 
Make sure that the printer is properly connected, on-line, and 
loaded with paper. If you cannot get the printer ready, press OD to 
return to the Period Summary Menu. 

Press CY) when the printer is ready, and the summary report 
prints. You return to the Period Summary Menu when the report is 
completed. To see the Employer Tax Summary for this pay period, 
refer to Appendix D. 

Printing a Payroll Performance Report 

The next step in closing a period is printing a Payroll Performance 
Report. This report lists current, quarterly, and yearly totals of 
earnings for each employee and grand totals of all earnings. Press 
(1) at the Period Summary Menu. 
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The screen first displays that Payroll is ',! ,;; /1. L D 
f: 1,, l\i) r,! CS and shows which earnings records are being read. 

Next, you are asked whether your printer is ready. Make sure that 
the printer is properly connected, on-line, and loaded with paper. If 
you cannot get the printer ready, press Cff) to return to the Period 
Summary Menu. 

Press CD, and the report begins printing. After the report is 
completed, the Period Summary Menu appears. 

See Appendix D for this period's Payroll Performance Report. 

Closing the Pay Period 

All of your work for the pay period ending March 31, 1983, is done. 
Reports have been printed, and you can now close the period. Since 
March 31 also ends the first quarter of AAA Hardware's fiscal year, 
you'll close not only this period but also this quarter. 

Press@) for Vi:f<iOU L'JSlNG at the Period Summary Menu. Your 
screen shows that F'eJOD TOT/,LS LL i:lt t.'EFU)l'U and asks if 
you want to continue. Press 00. 

You do not have to close the pay period and quarter 
separately. Type Q crnffffl for Quarter, and the quarter and 
current pay period are closed. 

Payroll gives you a final chance to change your mind about 
closing a period. Press (yJ for Yes to continue closing the 
period and quarter. 
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II 
The screen displays: 

As Payroll ends the current period and quarter, it displays the 
name or number of the record it is updating. Once all records are 
updated, totals in the employee, earning/deduction, tax, and 
general ledger files are zeroed, and the Period Summary Menu is 
displayed. Return to the Main Menu by pressing (ff). 

You have now added an employee, processed a payroll, and closed a 
pay period and quarter. If you want to experiment with other 
Payroll options, continue using your backups of the Setup, 
Processing, and Sample Data diskettes. You can use the Summary 
of Tasks and Reference sections to help you try out Payroll on your 
own. 

We suggest that you practice setting up your state tax codes (if 
your state collects taxes) using the Sample Data diskette. This way, 
you can see how Payroll calculates taxes for your state and correct 
any discrepancies between the information you enter and your 
state's tax formulas. For help in setting up complicated tax codes, 
see Appendix E. 

When you are ready to start your company's actual payroll system, 
use new backups of the Setup, Processing, and Data diskettes. Do 
not try to use the same diskettes you have been using in the 
Sample Session. 
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HOWTOUSE 
THE CONVERSION 

SECTION 

This section explains how to change from your present payroll 
system to Model 4 Payroll. Follow the instructions exactly. Setting 
up Payroll improperly can lead to an inoperative or inaccurate 
system. Take your time. 

The Conversion section is divided into three main parts: 

1. Decision-Making - Outlines the various decisions you 
need to make before you begin entering information into 
the computer. 

2. Conversion Procedures - Gives step-by-step 
instructions for the setup procedure. Follow these 
instructions ve:ry carefully. Details are provided to help 
you check the information you enter. 

3. Interfacing Packages - Provides valuable tips and 
shows you the steps necessary for inteifacing Payroll 
with General Ledger. 

Forms are provided at the end of this section to help you gather 
and organize your information. A complete guide to setup 
procedures can be found in the Reference section. 
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CONVERSION 
DECISION-MAKING 

The following information outlines the decisions you must make 
before converting from your present payroll system to the 
computerized Payroll system. 

Date of 
Conversion 

The date of conversion is the date you begin using Payroll. It must 
be a date that begins a pay period. Use your previous method of 
record-keeping to record all transactions that occur before the date 
of conversion. After Payroll is set up, record information using both 
Payroll and your previous system for a short time. This verifies the 
accuracy of your records and helps keep potential problems to a 
minimum as you become familiar with Payroll. 

When deciding the date of conversion, allow plenty of time to 
organize records and set up Payroll. A good way to select the date 
of conversion is to estimate the date you expect to complete all the 
necessary tasks, add one week, and choose the first day of the pay 
period following that date as the date of conversion. Remember to 
keep using your manual system as well as Payroll until you are 
sure that Payroll is performing exactly as you want. 

Interfacing 

You can enhance Payroll by using it in conjunction with the Model 
4 General Ledger package. Interfacing these two systems lets you 
post payroll transactions directly to General Ledger. You can start 
out using Payroll as a "stand-alone" system and later convert to 
"interfacing" with General Ledger, but you can never convert from 
interfacing to stand-alone. Keep in mind that if you later decide to 
interface with the General Ledger package, the account numbers 
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you set up in Payroll must match those that have been set up in 
General Ledger. 

If you decide to interface Payroll with General Ledger, you need a 
third disk drive (or a hard disk unit) and the General Ledger 
package (Cat. No. 26-1540). Instructions for interfacing can be 
found later in this section, in "Interfacing Packages." 

G/L Account 
Maintenance 

CAUTION: Do not use this feature when Payroll is 
interfaced with the General Ledger package. 

If you are not using Payroll with the General Ledger package, you 
must define accounts for Payroll's internal ledger. One account is 
required in the Payroll system, your net Payroll account. You must 
define this account, but you may also define up to 49 optional 
accounts, according to your business needs. Work with your 
accountant to evaluate your present accounts and decide if you 
need more. 

Account numbers and descriptions must be assigned to all required 
and optional accounts. A form is provided at the end of this section 
to help you assign account numbers. 

Keep in mind that if you intend to interface Payroll with General 
Ledger at a later date, the account numbers in Payroll must match 
those that have been set up in General Ledger. 

Earnings and 
Deductions 

You may define up to 30 total earnings/deductions for your 
company's payroll. Ten of these may be classified as "other" 
earnings - those taxable but not directly payable to an employee. 

43 

1111 



Each earning/deduction should be assigned to one of the following 
categories: 

• earning 
• deduction 
• tip 
• supplemental earning 
• other earning 

Each earning/deduction will be calculated according to one of the 
following methods: 

• a percentage of an employee's gross wages 
• a fixed amount 
• an hourly rate 
• an amount input at the time that time cards are figured 

The part of this section entitled "Conversion Procedures" contains 
the steps necessary for setting up earnings/deductions. 

Custom Reports 

You have the option of creating up to five custom reports, 
depending upon your business needs. You might want to create a 
report such as an employee mailing list that includes names, 
addresses, home phone numbers, social security numbers, and 
active/inactive status information. Each report lists any employee 
information you choose from 45 categories, such as employee name 
or total FICA withheld for the current year. 

You may choose the order in which you want any custom report's 
information listed. You can make the information list in order of 
the states in which employees work, employee I.D. numbers, or 
employee names. 

The layout of each report is entirely your choice. A detailed 
explanation of creating custom reports is found in the Reference 
Section. A sample report layout is reviewed in "Converting to 
Payroll," in the Sample Session. 
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Employee 
Maintenance 

Before you set up employee records, you should decide upon the 
types of earnings and deductions that apply to your employees and 
assign a "frequency cycle code" to these earnings/deductions. 

A frequency cycle code is a number from 1 through 9, specifying 
that an earning or deduction should be applied to a specific 
employee at "x" frequency. The code numbers do not, in themselves, 
represent the actual number of times per year that an earning or 
deduction is applied. Rather, they merely serve as labels for any 
frequency value you want to use. 

The values you assign to frequency cycle codes are not entered in 
the computer. You should keep a written list of the code values as a 
reminder. Frequency cycle codes should be planned carefully. A 
form is provided at the end of this section to help you keep track of 
the values you assign to each frequency cycle code. 

Following is an example of frequency cycle codes as decided upon 
by a nonexistent company. The codes will be used in an example 
involving a fictitious employee, Ed Butler. 

Frequency 
Cycle Code 

1 
2 
3 
4 
5 

6 

Earned or Deducted 
How Often 

each time payroll is calculated 
every other time payroll is calculated 
once per month 
once per year 
twice per year 
once per quarter ( four times per year) 

Ed Butler earns a salary and is eligible for the employee bonus 
plan. He also carries group health insurance and is a member of 
the employee credit union. You could assign frequency cycle codes 
to his earnings and deductions like this: 

Earning/ 
Deduction 

Salary 
Bonus Plan 
Health Insurance 
Credit Union 

Frequency 
Cycle Code 

1 (each time he is paid) 
4 (once per year) 
3 (once per month) 
6 (once per quarter) 
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CONVERSION 
PROCEDURES 

The next few pages explain, in step-by-step order, the procedures 
for completing conversion forms, entering Payroll setup information 
into the computer, and checking your information to be sure that it 
has been correctly entered. To make sure that conversion from your 
present payroll system to Payroll is smooth, follow the instructions 
in this section carefully. Make sure that you have copies of all 
completed conversion forms for reference. 

Completing 
Conversion Forms 

Make copies of the conversion forms provided at the end of this 
section. After completing the forms, you may use them for reference 
as you enter information in Payroll. 

l. List your company information on Conversion Form # 1. 

2. List all required and optional account numbers and 
descriptions on Conversion Form #2. 

3. List your federal tax information on Conversion Form #3. 

4. List your state tax information on Conversion Form #4. 

5. List all taxes withheld for the current pay period, quarter, 
and year on Conversion Form #5. 

6. List all tax table information on Conversion Form #6. 

7. List all tax code information on Conversion Form #7. 

8. Define all earnings/deductions on Conversion Form #8. 

9. List all job positions, ethnic races, and workers compensation 
categories on Conversion Form #9. 
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10. List all frequency cycle codes on Conversion Form #10. 

11. List all demographic, pay status, and earnings/deductions 
information for each employee on Conversion Form #11. 

12. List dollar amounts of earnings/deductions of each employee 
for the current pay period, quarter, and year on Conversion 
Form #12. 

Entering 
Information 

Note: Use your conversion forms throughout these procedures. 
They contain every item necessary for setting up Payroll. 

1. Insert a backup of your Payroll Setup/Maintenance diskette 
. into Drive 0 and a backup of your Payroll data diskette into 
Drive 1. Press the reset button, and enter the date and time. 
Type PRS4 (ENTER) at R'3DG~; Heady. 

2. Select option 1, COM V l ;: 0 RM .t\; from the System 
Setup/Maintenance Menu. Press ([). Enter your company 
information as instructed in the Reference Section, using 
Conversion Form #1. Press (TI) until the System 
Setup/Maintenance Menu appears. 

3. If you are using Payroll as a stand-alone system, select option 
2, (,/L t,,CCCi,.iNT fJi/\lNI f\i CE, from the System 
Setup/Maintenance Menu. (If Payroll is interfaced with 
General Ledger, this option is not available for your use.) 
Press aJ. Enter account numbers, descriptions, and current, 
quarterly, and yearly totals as instructed in the Reference 
Section, using Conversion Form #2. Press (['1) until the 
System Setup/Maintenance Menu appears. 

4. Select option 3, S r Di:f'· i•HTJON, from the System 
Setup/Maintenance Menu. Press CC). Enter federal system 
information as im;tructed in the Reference Section, using 
Conversion Form #3. Enter up to three states' system 
information as instructed in the Reference Section, using 
Conversion Form #4. Enter current, quarterly, and yearly 
withholding totals as instructed in the Reference Section, 
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using Conversion Form #5. Press (EI) until the System 
Setup/Maintenance Menu appears. 

5. Select option 4, TAX CODES AND T,\BLES, from the System 
Setup/Maintenance Menu. Select option 1, M; LE 
Df:TI,\!TJON, from the Tax Codes and Tables Menu. Press Q[l. 
Define tax codes as instructed in the Reference Section, using 
Conversion Form #6. Press (EI) until the Tax Codes and 
Tables Menu appears. Select option 2, CODE 
D f:F !i\l lTIO N, from the Tax Codes and Tables Menu. Press Q[l. 
Define tax codes as instructed in the Reference Section, using 
Conversion Form #7. Press (EI) until the System 
Setup/Maintenance Menu appears. 

6. Select option 5, E/;RNrn AND Dl:D CT!C!i\lS, from the 
System Setup/Maintenance Menu. Press 00. Define all your 
company's earnings and deductions as instructed in the 
Reference Section, using Conversion Form #8. Press (EI) until 
the System Setup/Maintenance Menu appears. 

7. Select option 6, EMPLOYE:E C:J\TEGORlF:S, from the System 
Setup/Maintenance Menu. Press ©. Define job positions, 
ethnic categories, and workers compensation categories as 
instructed in the Reference Section, using Conversion Form 
#9. Press (EI) until the System Setup/Maintenance Menu 
appears. 

8. Select option 8, EiV1PLOVF.E i\!1A!NTENPd1J c., from the System 
Setup/Maintenance Menu. Press Q[l. Enter demographic, pay 
status, and earnings/deductions information for each of the 
company's employees as instructed in the Reference Section, 
using Conversion Form #s 10, 11-A, 11-B, and 11-C. Press 
CE]) until the System Setup/Maintenance Menu appears. 

9. Select option 9, EMPLOYEE. HISTORY, from the System 
Setup/Maintenance Menu. Press©. Enter current, quarterly, 
and yearly earning/deduction history totals for each of the 
company's employees as instructed in the Reference Section, 
using Conversion Form #12. Press (EI) until the System 
Setup/Maintenance Menu appears. 

10. (optional) Select option 7, REPORT FOf~l\.l!ATTER, from the 
System Setup/Maintenance Menu. Press (A). Define any 
custom reports you need as instructed in the Reference 
Section. Press CE]) until the System Setup/Maintenance Menu 
appears. 
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Checking Entered 
Information 

1. Select option 1, CO!VIFf~,NY fffORfJiAn,::~J, from the System 
Setup/Maintenance Menu. Press CI). Compare Conversion 
Form #1 to the information on the screen. Make sure that all 
information matches. Press CU) until the System 
Setup/Maintenance Menu appears. 

2. If you are using Payroll as a stand-alone system, select option 
2, Gil /,CCOUWf !l\!Tt /\NCE, from the System 
Setup/Maintenance Menu. (If Payroll is interfaced with 
General Ledger, this option is not available for your use.) 
Press CI). Inquire about all defined accounts as instructed in 
the Reference Section, comparing each account number, 
description, and current, quarterly, and yearly totals with 
Conversion Form #2. Press CU) until the System 
Setup/Maintenance Menu appears. 

3. Select option 3, SYSTEM DEFH{/TION, from the System 
Setup/Maintenance Menu. Press CI). Inquire about federal 
and state system information as well as current, quarterly, 
and yearly withholding totals as instructed in the Reference 
Section. Compare this information with Conversion Form #s 
3, 4, and 5. Press CU) until the System Setup/Maintenance 
Menu appears. 

4. Select option 4, H,;< CODES/\ D TJ\81..ES, from the System 
Setup/Maintenance Menu. Select option 1, T /',;,< T /1, BL. E 
D tT .i N l ON, from the Tax Codes and Tables Menu. Press CI). 
Inquire about each tax table you defined as instructed in the 
Reference Section. Compare each tax table to Conversion 
Form #6. Press (fl) until the Tax Codes and Tables Menu 
appears. 

5. Select option 2, TAX CODE DEFFffllO , from the Tax Codes 
and Tables Menu. Press CI). Inquire about each tax code you 
defined as instructed in the Reference Section. Compare each 
tax code to Conversion Form #7. Press (fl) until the System 
Setup/Maintenance Menu appears. 

6. Select option 5, C:AFH~rniGS D DE:DUCTlOf•lS, from the 
System Setup/Maintenance Menu. Press CI). Inquire about 
each earning/deduction you defined as instructed in the 
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I 
\ Reference Section. Compare each earning/deduction to 

Conversion Form #8. Press Cl]) until the System 
Setup/Maintenance Menu appears. 

7. Select option 6, Eilf:f~LOYF:T C1\!E Rli::S, from the System 
Setup/Maintenance Menu. Press CD. Compare job position, 
ethnic race, and workers compensation information with 
Conversion Form #9. Press Cril until the System 
Setup/Maintenance Menu appears. 

8. Select option 8, L PLC>Yr:. F ilJ!i\l'\fl U~ bl\JC[, from the System 
Setup/Maintenance Menu. Press CD. Inquire about 
demographic, pay status, and earning/deduction information 
for each defined employee as instructed in the Reference 
Section. Compare each employee record to Conversion Form 
#s 11-A, 11-B, and 11-C. Press Cril until the System 
Setup/Maintenance Menu appears. 

9. Select option 9, [MF' i:.E d!3T Fl'>, from the System 
Setup/Maintenance Menu. Press CD. Inquire about current, 
quarterly, and yearly earning/deduction history totals for 
each defined employee as instructed in the Reference Section. 
Compare each record to Conversion Form #12. Press CU) until 
the System Setup/Maintenance Menu appears. 

10. (optional) Select option 7, f!:'TO f'Cf FUR !V:P. ! TC r.;:, from the 
System Setup/Maintenance Menu. Press ®· Print a hardcopy 
of each custom report's format to make sure that information 
is listed the way you want. Press (f1) until ·,· F?::'t!OS ,:;,2:'.HlY 
appears. 

11. At this point, make a backup of your Payroll 
Setup/Maintenance diskette and data diskette. Store the 
backups in a safe place. In case of system failure, you can use 
the backups. 
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Conversion 
Period 

You may now start using Payroll. During at least the first pay 
period, continue using your previous payroll system. At the end of 
the pay period, all Payroll information and reports should match 
the figures in your previous system. If they do not, locate and 
correct the errors, whether they are in your old system or in 
Payroll. 

You can continue using your previous payroll system until figures 
for several consecutive pay periods match. Keep using the old 
system until you feel comfortable with Payroll, and switch over to 
using the computer whenever you wish. By using your old system 
and Payroll concurrently for a time, you preserve the integrity of 
your records while learning the Payroll system. 
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INTERFACING 
PACKAGES 

Payroll is designed to operate as a "stand alone" system (by itself) 
or as an interface to the General Ledger package. Interfacing 
means that Payroll will automatically transfer the amounts for 
each account used in Payroll to the General Ledger files. 

If you decide to run Payroll without General Ledger, be sure you 
answer 00 to l !\JT F RF E \NtT H E rJ fV\I... U' DG C Fl:' in the 
Company Information screen of System Setup/Maintenance. Then 
you should define your own accounts to be used with Payroll. 

Instructions for 
Interfacing 

If you choose to interface Payroll with General Ledger after you 
have used Payroll as a stand-alone system, run General Ledger 
independently, until you are sure that both packages are running 
smoothly and accurately. You may choose to set up Payroll as an 
interfaced system from the outset. To interface, follow these 
instructions: 

1. Set up General Ledger corr,pletely. See your General Ledger 
manual for instructions. 

2. If you are setting up Payroll for the first time, after General 
Ledger is set up, answer CY) to .l lT FU: M: [: V,' i T H CF ER;\ L 
LED G ER :, in the Company Information screen of Payroll. If 
you have been running Payroll, proceed with Step 3. 

3. Using your Payroll Processing diskette and Data diskette, 
print a G/L Distribution Report. This report lists all the 
accounts you have defined. Make sure that any account in 
Payroll has an identical account in General Ledger. If some of 
your Payroll accounts are not defined in General Ledger, run 
General Ledger and define those accounts. 
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4. 

5. 

Once all your accounts have been defined in General Ledger, 
insert your Payroll Setup diskette into Drive 0, your Payroll 
Data diskette into Drive 1, and your General Ledger Data 
diskette into Drive 2. 

At Tf?Si)OS r<:ec.cy, type UPGRADE (ENTE.fl). In a few 
moments, a message appears at the bottom of the screen: 

LPG 1·~th.Dt~ U I t,J E RF,b\C S \/ST F fV1 i\/!l'tY i'JOT f_;[ Ft 1~~.\/ F. SE D 
/I.I~ YUU Uf<L. 7 (Y 

If you do not want to upgrade to an interfaced system right 
now, press 00 to return to T~:~:ocs Heady. To start interfacing 
your system with General Ledger, press CY). 

Your screen shows: 

' ' ~,,. L 

f!\1TEf~F;\C'.E 0?Cf~/\D 

;\CCT . .ff DESCf~IPTIOf\! 

Also shown is your first earning/deduction identification code, 
its description, a note showing it as either a debit (DR) or 
credit (CR), and the account number to which it is debited or 
credited in Payroll. 

6. The cursor is at the four-digit main account number. If you 
want to post the earning/deduction to this account number in 
General Ledger, press (ENTER). The cursor moves to the 
two-digit sub-account number. To keep this sub-account 
number, press (ENTER) again. A description of the account in 
General Ledger appears, and the bottom of the screen 
displays: 

f\C('.OU COHl~t:c·-: .. ? "i'1i'N 

Press CY) to change the Payroll account to the General Ledger 
account shown. 

If the account shown is not correct, press Of). The cursor 
returns to the main account number. You can change the 
account to which you want this earning/deduction posted. 
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Type the new main account number and press (ENTER), then 
type the new sub-account number and press (ENTER). 

When the correct General Ledger account is displayed, press 
CY) to change the Payroll account. 

7. If an earning code was defined as the type, "Other," its debit 
account number is displayed first. Change its debit account, 
and its credit account number should be displayed next. 
Remember that all earnings defined as "Other" post to both 
debit and credit accounts. 

8. After all earning/deduction codes are changed, tax codes are 
displayed for changing, and finally, system records are 
displayed. Continue changing accounts until all records have 
been changed over to General Ledger. 

When the Upgrade program has finished, U f' G F ,\ D t 
displayed, after which FSDU~) i?eady appears. 

We suggest that you change all your Payroll accounts to General 
Ledger in one sitting. However, if you must stop in the middle of 
the Upgrade program, press (EI) to exit the program and return to 
Ti?S DG'.-: PeJcJy. When you run Upgrade again, you start from the 
beginning. Any accounts you changed to General Ledger are 
displayed with their new account numbers before more Payroll 
accounts are displayed for changing. You cannot run Payroll again 
until the upgrade operations are completed. After finishing the 
upgrade operation, you can use Payroll with the General Ledger 
package. 

Notes on Interfacing 

Be sure that the General Ledger Data diskette is always in Drive 2 
when you use Payroll, so that totals can properly post to the correct 
accounts. 

You can never return to using Payroll as a stand-alone system once 
it has been interfaced with General Ledger. 
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CONVERSION 
FORMS 

The following pages contain conversion forms to help you gather 
information needed for setting up Payroll properly. On the back of 
each form is a list of definitions clarifying the information required 
on the form and the entry to be made in the Payroll system. Gather 
and record your information carefully to ensure accuracy. 
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Conversion Form #1 
Company Information 

(System Setup/Maintenance option 1) 

Company Name: 

Street Address: ------------------­

City, State, Zip: 

Condense Print on Reports? (Yes/No) __________ _ 

Print Check Numbers on Checks? (Yes/No) ________ _ 

Print Company Name and Address on Checks? (Yes/No) ___ _ 

Interface with General Ledger? (Yes/No) _________ _ 



Conversion Form #1 
Definitions 

Company Name (up to 30 characters) - Your company's name as 
you want it to appear on reports and/or paychecks. 

Street Address /up to 30 characters) - The street address of your 
company's location. 

City, State, Zip (up to 20 characters for City; two-character state 
abbreviation; up to 10 characters for Zip) - The city, state, 
and zip code of your company's location. 

Condense Print on Reports - You may choose to condense 
132-column reports to fit onto paper formatted for 80 columns 
if you are using a DMP series printer. 

Print Check Numbers on Checks - You may choose to have 
Payroll print check numbers on checks or use check numbers 
already printed on your checks. 

Print Company Name and Address on Checks - You may 
choose to have Payroll print your company's name and 
address on paychecks or use your own pre-printed checks. 

Interface with General Ledger - You may choose to use Payroll 
in conjunction with the General Ledger package or as a 
stand-alone system. 



Conversion Form #2 
G/L Account Maintenance 

NOTE: This Form for use only if you are using Payroll as a. stand­
alone system. 

Account Description Total Amount Posted for Current: 
Number of Account Pay Period Quarter Year 

Net Payroll Account 



Conversion Form #2 
Definitions 

Account Number (four or six digits: xxxx or xxxx-xx) - A 
number assigned to all required and optional payroll 
accounts. 

Description of Account (up to 25 characters) - A description of 
the type of account being defined. 

Total Amount Posted for Current Pay Period (seven digits 
before decimal; two digits after decimal) - The dollar amount 
posted to the account being defined for the current pay period. 

Total Amount Posted for Current Quarter (seven digits before 
decimal; two digits after decimal) - The dollar amount 
posted to the account being defined for the current quarter. 

Total Amount Posted for Current Year (seven digits before 
decimal; two digits after decimal) - The dollar amount 
posted to the account being defined for the current year. 



Conversion Form #3 
Federal System Definition 

(System Setup/Maintenance Menu option 3) 

Net Payroll Account Number: 

Company Federal Tax LD. Number: 

Federal Minimum Wage Limit: 

FICA Deduction % Rate per Employee: __________ %1 

To Maximum Amount of: $ ____________ _ 
Credit Account Number: 

FICA Company Contribution % Rate per Employee: _____ % 

To Maximum Amount of: $ ____________ _ 
Credit Account Number: _____________ _ 
Debit Account Number: _____________ _ 

FUI Company Contribution % Rate per Employee: ______ % 
To Maximum Amount of: $, ____________ _ 

Credit Account Number: 
Debit Account Number: _____________ _ 

Supplemental Earning Deduction % Rate per Employee: ___ % 



Conversion Form #3 
Definitions 

Net Payroll Account Number (four or six digits) - The ledger 
account number you will use as your net payroll account. 

Company Federal Tax I.D. Number (up to 20 characters) -
Your company's identification number for paying federal tax. 

Federal Minimum Wage Limit - The current federal minimum 
wage. 

FICA Deduction % Rate per Employee - The percentage of 
each employee's earnings that should be withheld for FICA. 
To Maximum Amount Of - The maximum dollar amount 

allowed as the FICA employee withholding. 
Credit Account Number - The account number to which 

employee FICA withholding should be credited. 

FICA Company Contribution % Rate per Employee - The 
percentage (per employee) of earnings that should be 
contributed to FICA by your company. 
To Maximum Amount Of - The maximum dollar amount 

(per employee) of your company's FICA contribution. 
Credit Account Number - The account number to which 

your company's FICA contribution should be credited. 
Debit Account Number - The account number to which 

your company's FICA contribution should be debited. 

FUI Company Contribution % Rate per Employee - The 
percentage (per employee) of earnings that should be 
contributed by your company to FUI. 
To Maximum Amount Of - The maximum dollar amount 

(per employee) of your company's FUI contribution. 
Credit Account Number - The account number to which 

your company's FUI contribution should be credited. 
Debit Account Number - The account number to which 

your company's FUI contribution should be debited. 

Supplemental Earning Deduction % Rate per Employee - The 
federal rate at which employee earnings are taxed for 
supplemental earnings. 



Conversion Form #4 
State System Definition 

(System Setup/Maintenance Menu option 3J 

Note: Complete a copy of this form for each state in which 
employees of your company work. 

State Identification Code: 

Company State Tax I.D. #: ______________ _ 

SUI Company Contribution % Rate per Employee: _____ % 

To Maximum Amount of: $ ____________ _ 
Credit Account Number: _____________ _ 
Debit Account Number: _____________ _ 

Supplemental Earning Deduction % Rate per Employee (if 
calculated at different rate than state income tax): ___ % 

Company Other State Tax Liability % Rate: 
Figured on Basis of Hours or Wages (H/W): 
Other State Tax Deduction Rate per Employee: _____ % 
Credit Account Number: _____________ _ 
To Maximum Amount of: $ ____________ _ 



Conversion Form #4 
Definitions 

State Identification Code (two characters) - The identification 
code you wish to assign to a state in which employees work. 

Company State Tax I.D. # (up to 20 characters) - Your 
company's identification number for paying state taxes. 

SUI Company Contribution % Rate per Employee - The 
percentage (per employee) of earnings that should be 
contributed by your company to SUI. 
To Maximum Amount Of - The maximum dollar amount 

(per employee) of your company's SUI contribution. 
Credit Account Number - The account number to which 

your company's SUI contribution should be credited. 
Debit Account Number - The account number to which 

your company's SUI contribution should be debited. 

Supplemental Earning Deduction % Rate per Employee (for 
use only if supplemental earnings are taxed at a rate 
different than state income tax) - The state percentage at 
which employee earnings are taxed for supplemental 
earnings. 

Company Other State Tax Liability Rate (for use only if Other 
earnings are taxed by this state) - The percentage (per 
employee) or hourly rate of your company's total liability for 
Other earnings. 
Figured on Basis of Hours or Wages - The basis upon 

which state taxes on Other earnings are figured. Mark 
H for hours worked or W for wages earned. 

Other State Tax Deduction % Rate per Employee (for use 
only if this state allows your company to withhold a 
portion of its Other tax liability from employee wages) 
- The percentage (per employee) or hourly rate, if the 
basis is hourly, of earnings withheld by your company 
for its Other state tax liability. 

Credit Account Number - The account number to which 
employee Other state tax withholdings should be 
credited. 

To Maximum Amount Of - The maximum dollar amount 
(per employee) that your company may withhold from 
employees for its Other state tax liability. 



Conversion Form #5 
Current, Quarter, and Year 
Withholding Totals 

(System Setup/Maintenance Menu option 3) 

Tax 
Total $ Amount Withheld for Current: 

Pay Period Quarter Year 

Employee FICA 

Company FICA 

Company FUI 

Company SUI #1 

Employee State 
Other Tax #1 

Company SUI #2 

Employee State 
Other Tax #2 

Company SUI #3 

Employee State 
Other Tax #3 



Conversion Form #5 
Definitions 

Employee FICA - The total current, quarterly, and yearly dollar 
amounts of all earnings withheld from employees for FICA. 

Company FICA - The total current, quarterly, and yearly dollar 
amounts of your company's FICA contribution. 

Company FUI - The total current, quarterly, and yearly dollar 
amounts of your company's FUI contribution. 

Company SUI #1 - The total current, quarterly, and yearly 
dollar amounts of your company's SUI contribution for one 
state in which your company has employees. 

Employee State Other Tax #1 - The total current, quarterly, 
and yearly dollar amounts withheld from employee earnings 
for state Other taxes in one state in which your company has 
employees. 

Company SUI #2 - The total current, quarterly, and yearly 
dollar amounts of your company's SUI contribution for a 
second state in which your company has employees (if 
applicable). 

Employee State Other Tax #2 - The total current, quarterly, 
and yearly dollar amounts withheld from employee earnings 
for state Other taxes in a second state in which your company 
has employees (if applicable). 

Company SUI #3 - The total current, quarterly, and yearly 
dollar amounts of your company's SUI contribution for a t)1ird 
state in which your company has employees (if applicable). 

Employee State Other Tax #3 - The total current, quarterly, 
and yearly dollar amounts withheld from employee earnings 
for state Other taxes in a third state in which your company 
has employees (if applicable). 



Conversion Form #6 
Tax Table 

(System Setup/Maintenance Menu option 4; Tax Code and Table 
Menu option 1) 

Note: Complete a copy of this form for each tax table you use. 

Tax Table Identification Code: _____________ _ 

Description of Tax Table: 

Line Tax in$ Tax in% On Earnings Over 

1 (7J 

2 
3 
4 
5 

6 
7 

8 

9 

10 

11 

12 
13 
14 
15 
16 
17 

18 



Conversion Form #6 
Definitions 

Tax Table Identification Code (three characters I -- A code by 
which you want to identify this tax table. If this is a state tax 
table, we suggest that you use the two-letter state 
abbreviation as the first two characters of the code. 

Description of Tax Table (up to 20 characters) - A description of 
this tax table. 

Lines 1-18 - Up to 18 difforent pay levels may be defined for this 
tax table. 

Tax in $ - The dollar amount that should be added to any tax at a 
certain pay level. 

Tax in % - The percentage of tax table income to be added to Tax 
in$. 

On Earnings Over - The dollar amount that tax table income 
must exceed to be calculated at a certain pay level. Note that 
0 is fixed in Pay Level l's On Earnings Over column. You 
cannot change this number. 



Conversion Form #7 
Tax Code Definition 

(System Setup/Maintenance Menu option 4; Tax Codes and Tables 
Menu option 2) 

Note: Complete a copy of this form for each tax code you use. For 
help with complicated tax codes, see Appendix F, "Tax Code 
Formatting." 

Tax Code I.D.: ___________________ _ 
Description: ____________________ _ 

Post to Account Number: 
Type of Tax: (check one) _ Federal _ State _ City _ EiC 
Calculation Based on: (check one) _% OF Gross Wages 

_% of Federal W /H Tax 
$ Value Deductible for Each Exemption: $ _________ _ 
$ Value Deductible for Each Dependent: $ _________ _ 

Tax Table Used by This Tax Code: 

If based on % of gross wages, complete this section of the form. 

% of Gross Wages to be Taxed: _____________ % 
Up To Maximum$ Amount of: $ __________ _ 
% Applied to Gross Wages Exceeding Max Amount: ___ % 

% of Federal W/H Tax Deductible from Gross Wages: _____ % 

Up To Maximum$ Amount of: $ __________ _ 

% of FICA Deductible from Gross Wages: _________ % 
Up To Maximum$ Amount of: $ __________ _ 

Standard Deduction $ Amount Allowed: $ _________ _ 

Standard Deduction % of Gross Wages Allowed: _______ % 
On Gross Wages Less Than: $ ___________ _ 
And On Gross Wages More Than: $ _________ _ 

% of State Tax Deductible from Gross Wages: _______ % 
Up To Maximum$ Amount of: $ __________ _ 

For all tax codes, complete this section of the form. 

Total $ Amount Withheld from Employees Under This Tax Code 
for: 

Current Pay Period: $ ____________ _ 
Current Quarter: $ ____________ _ 
Current Year: $ ____________ _ 



Conversion Form #7 
Definitions 

Tax Code I.D. (three characters) - A code by which you wish to 
identify this tax table. If this is a state tax code, we suggest 
that the first two characters be the state's two-letter 
abbreviation. 

Description (up to 20 characters) - A description of this tax code. 

Post to Account Number (four or six digits) - The account 
number to which this tax should be posted. 

Type of Tax - Specify the type of tax that this is: federal, state, 
city, or Earned Income Credit. 

Calculation of Tax Based On - Specify whether this tax is based 
upon a percentage of gross wages earned or a percentage of 
federal income tax withheld. 

$ Value Deductible for Each Exemption - The dollar amount 
deductible from this tax per exemption. 

$ Value Deductible for Each Dependent - The dollar amount 
deductible from this tax per dependent. 

Tax Table Used by This Tax Code (three characters) - The 
identification code of the tax table to which this tax code 
should refer for calculation. 

If this tax is calculated based upon a percentage of gross wages 
earned, read the following section of definitions. 

% of Gross Wages to Be Taxed - The percentage of gross wages 
to be taxed. 
Up to Maximum Amount Of - The maximum dollar 

amount of wages taxable. 

% Applied to Gross Wages Exceeding Maximum Amount -
The percentage rate at which gross wages exceeding the 
maximum amount should be taxed. 



% of Federal W/H Tax Deductible from Gross Wages - The 
percentage of federal withholding tax that is exempt from this 
tax. 
Up to Maximum Amount Of - The maximum dollar 

amount of federal withholding tax exempt from this tax. 

% of FICA Deductible from Gross Wages - The percentage of 
FICA employee withholding that is exempt from this tax. 
Up to Maximum Amount Of - The maximum dollar 

amount of FICA employee withholding that is exempt 
from this tax. 

Standard Deduction $ Amount Allowed - If applicable, the 
dollar amount allowed as a standard deduction from taxable 
wages. 

Standard Deduction% of Gross Wages Allowed - If 
applicable, the percentage of gross wages allowed as a 
standard deduction from taxable wages. 
On Gross Wages Less Than -The maximum dollar 

amount of gross wages to which this standard deduction 
percentage applies. 

And On Gross Wages More Than - The minimum dollar 
amount of gross wages to which this standard deduction 
percentage applies. 

% of State Tax Deductible from Gross Wages - If this is a city 
tax, specify the percentage of state tax (if any) exempt from 
this tax. 
Up to Maximum $ Amount Of - The maximum dollar 

amount of gross wages to which this state tax deduction 
percentage applies. 

For all tax codes, read the following section of definitions: 

Total$ Amount Withheld From Employees Under This Tax 
Code For: 

Current Pay Period - The total dollar amount withheld 
from all employees under this tax code for the current pay 
period. 
Current Quarter - The total dollar amount withheld from 
all employees under this tax code for the current quarter. 
Current Year - The total dollar amount withheld from all 
employees under this tax code for the current year. 





Conversion Form #8 
Earning/Deduction Definition 

(System Setup/Maintenance Menu option 5) 

Note: Complete one copy of this form for each earning and 
deduction your company uses. 

Identification Code: _________________ _ 
Description: 
Abbreviated Description: _______________ _ 
Type (check one) _ Earning _ Deduction _ Tip 

_ Supplemental Earning _ Other Earning 
Post to Account Number: ________ _ 
If Type is Other Earning, 

Credit Account Number: 
Debit Account Number: _______ _ 

If Earning, 
Type of Tax Exempt? 

Yes 

Federal Income Tax 

FICA 

FUI 

State Income Tax 

SUI 

City Income Tax 

Other State Tax 

Workers Compensation 

Calculated on Basis of: (check one) 
_ Percentage of Gross Income 
_ Fixed Amount 
_ Hours Worked 

No 

_ $ Amount Manually Entered into Computer 

If Deduction, 
Taken 

Before After 

Maximum$ Limit on this Earning/Deduction?_ Yes _ No 

Total $ Amount Earned/Deducted for Current: 

Pay Period I Quarter I Year 

I I 



Conversion Form #8 
Definitions 

Identification Code (two characters) - A code by which you wish 
to identify this earning/deduction. 

Description (up to 15 characters) - A full description of this 
earning/deduction. 

Abbreviated Description (five characters) - An abbreviated 
description of this earning/deduction. 

Type - Specify the type as either an earning, deduction, tip, 
supplemental earning, or other earning. 

Post to Account Number - The account number to which this 
earning/deduction should be debited or credited. 

If Type is "Other Earning," Credit Account Number - The 
account number to which this Other earning should be 
credited. 
Debit Account Number - The account number to which 

this Other earning should be debited. 

If Earning, Exempt - Check the Yes or No column to specify 
whether this earning is exempt from federal income tax, 
FICA, FUI, state income tax, SUI, city income tax, Other 
state tax, or workers compensation withholding. 

If Deduction, Taken - Check the Before or After column to 
specify whether this deduction is taken before or after federal 
income tax, FICA, FUI, state income tax, SUI, city income 
tax, Other state tax, or workers compensation withholdings 
are figured. 

Calculated on Basis Of - Specify the basis upon which this 
earning/deduction is calculated: a percentage of gross income, 
a fixed amount, a number of hours worked, or a dollar 
amount to be entered in the computer when time cards are 
figured. 

Maximum $ Limit on This Earning/Deduction - Check Yes or 
No to specify whether or not there is a maximum dollar 
amount on this earning/deduction. 



Total $ Amount Earned/Deducted for Current: 
Pay Period - The total dollar amount earned by or 

deducted from all employees for the current pay period. 
Quarter - The total dollar amount earned by or deducted 

from all employees for the current quarter. 
Year - The total dollar amount earned by or deducted from 

all employees for the current year. 





Conversion Form #9 
Employee Categories 

(System Setup/Maintenance Menu option 6) 

Job Positions 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

Ethnic Races 

1. 

2. 
3. 

4. 

5. 

Workers Compensation Categories 

Based on Rate Max 
Hours or Wages (%OR$) Limit 

1. 

2. 

3. 

4. 

5. 

Limit 
Type 



Conversion Form #9 
Definitions 

Job Positions (up to 10 characters) - Describe up to nine 
different job positions held by employees of your company. 

Ethnic Races (up to 10 characters) - Describe up to five different 
ethnic groups of which your company's employees are 
members. 

Workers Compensation Categories - Define up to five rates at 
which your company's workers compensation liability is 
estimated by providing the following information: 
Based on Hours or Wages - Note H if the rate calculation 

is based upon hours worked or W if the rate calculation 
is based upon a percentage of gross wages earned. 

Rate (% or $) - If the rate is based upon hours worked, note 
the dollar amount per unit at which the liability is 
calculated. If the rate is based upon a percentage of 
gross wages, note the percentage per dollar at which the 
liability is calculated. 

Maximum Limit - If there is a limit placed on earnings 
subject to workers compensation premiums, note the 
maximum yearly limit of hours or wages to be applied 
to workers compensation insurance. 

Limit Type - Note C if the limit is Current. A current limit 
applies to one pay period. Subject wages are determined 
by the current earnings for any given employee or the 
current limit - whichever is lowest. Note Y if the limit 
is Yearly. This type of limit specifies that wages for any 
employee are subject to workers compensation 
premiums until the yearly earnings reach the maximum 
limit. 



Conversion Form #10 
Frequency Cycle Codes 

Frequency Cycle Code Earned or Deducted How Often? 

1 

2 

3 

4 

5 

6 

7 

8 

9 



Conversion Form #10 
Definitions 

Earned or Deducted How Often - Note the meaning you wish 
to assign to frequency cycle codes 1-9. Remember that these 
numbers' meanings are never entered in the computer, so this 
form should be kept as a reference. 



Conversion Form # 11 
Employee Maintenance 

(System Setup/Maintenance Menu option 8J 

Note: Complete all three parts of this form for each employee on 
your payroll for the current year, including all inactive and 
terminated employees. 

This form is in three parts: 11-A, 11-B, and 11-C. Form 11-A is for 
noting demographic information, such as address, marital status, 
and similar data. For 11-B deals with the pay status of employees, 
and Form 11-C notes earnings/deductions data for employees. 

11-A: Demographic Data 

Employee I.D. #: ______ Social Security#·-_____ _ 

Employee Name: ___________________ _ 

Address: ______________________ _ 

City-State-Zip: ___________________ _ 

Phone Number_· ___________________ _ 

Birth Date: _______ _ Hire Date: _______ _ 

Last Review Date: _____ _ Last Raise Date: _____ _ 

Termination Date: ____ _ Job Position 0-9): ____ _ 

Marital Status (SIM): ___ _ Sex (M/Fl: _______ _ 

Ethnic Race (1-5): _____ _ Workers Comp Class 0-5): __ 

Work City: _______ _ Work State: ______ _ 



Conversion Form #11-A Definitions 

Employee I.D. # (two alphanumeric characters) - Your 
company's identification code for this employee. 

Social Security# - This employee's social security number. 

Employee Name (up to 30 characters) - The employee's name. 
List last name first, first name, then middle name or initial. 

Address (up to 25 characters) - The street address of this 
employee's residence. 

City-State-Zip - This employee's city of residence (up to 20 
characters); state of residence (two characters); and zip code 
(up to 10 digits). 

Phone Number (up to 12 digits) - This employee's home 
telephone number, including the area code and any necessary 
hyphens. 

Birth Date (six digits) - The month, day, and year of this 
employee's birth. Use two digits each for the month, day, and 
year in this and all dates. 

Hire Date (six digits) - The month, day, and year on which this 
employee was hired. 

Last Review Date (six digits) - The month, day, and year on 
which this employee was last reviewed for performance. 

Last Raise Date (six digits) - The month, day, and year on which 
this employee last received a raise in salary. 

Termination Date (six digits) - The month, day, and year on 
which this employee terminated employment by your 
company. 

Job Position (1-9) (one digit) - The position in which this 
employee works. The number you specify should correspond to 
one of the positions you defined on Conversion Form #9. 

Marital Status (S/M) (one character) - Specify S if this employee 
is single, divorced, or widowed. Specify M if this employee is 
married or separated. 



Sex (M/F) (one character) - Specify M if this employee is male or 
F if this employee is female. 

Ethnic Race (1-5) (one digit) - The ethnic group of which this 
employee is a member. The number you specify should 
correspond to one of the ethnic races you defined on 
Conversion Form #9. 

Workers Comp Class (1-5) (one digit) - This employee's workers 
compensation classification. The number you specify should 
correspond to one of the workers compensation categories you 
defined on Conversion Form #9. 

Work City (up to 10 characters) - The city in which this employee 
works. 

Work State (two characters) - The abbreviation for the state in 
which this employee works. 





11-B: Pay Status Data 

Is this employee active or inactive? ____________ _ 

Does this employee receive tips'? _____________ _ 

How many times per year is this employee paid? _______ _ 

Federal State City EIC 

Tax Code 

# of Exemptions 

# of Dependents 

$ Adjustment for 
Determining Tax 
Table Income 

$ Amount of Tax 
Credit 

% Rate of Tax 
Credit 

Extra $ Withheld 
for This Tax 

Exempt From Yes No 

FICA 

FUI 

SUI 

Other State Tax 



Conversion Form #11-B Definitions 

Is This Employee Active or Inactive (one character) - Specify A 
if this employee is on the active payroll or I is this employee 
is inactive (such as terminated or on a leave of absence). 

Does the Employee Receive Tips (one character) - Specify Y is 
this employee receives and reports tips or N if this employee 
receives no tips. 

How Many Times Per Year is This Employee Paid ( up to three 
digits) - Specify the number of times per year that this 
employee's pay is calculated. 

Tax Code (three characters) - Specify the tax codes - federal, 
state, city, and/or Earned Income Credit - that apply to this 
employee. Use the I.D. codes you defined on Conversion Form 
#7. 

# of Exemptions (up to two digits) - The number of exemptions 
claimed by this employee for federal, state, and/or city taxes. 

# of Dependents (up to two digits) - The number of dependents 
claimed by this employee for state and/or city taxes. 

$ Adjustment for Determining Tax Table Income - The dollar 
amount to be added to or subtracted from this employee's 
taxable wages for determining tax table income. 

$ Amount of Tax Credit - The dollar amount to subtract from 
this employee's calculated state and/or city tax for tax credit. 

% Rate of Tax Credit - The percentage rate of tax credit (in 
addition to or instead of the $ Amount of Tax Credit) to be 
subtracted from this employee's calculated state and/or city 
tax. 

Extra $ Withheld For This Tax - The dollar amount of any 
extra money this employee wishes deducted from wages for 
state and/or city tax withholding per pay period. 

Exempt From - Specify whether or not this employee's wages are 
exempt from FICA, FUI, SUI, or Other state tax withholding. 



11-C: Earnings and Deductions Data 

Earnings 

I.D. Code Amount, Percentage, Maximum Frequency 
or Hourly Rate $ Limit Cycle Code 

Deductions 

I.D. Code Amount, Percentage, Maximum Frequency 
or Hourly Rate $ Limit Cycle Code 



Conversion Form #11-C Definitions 

Earnings (Up to nine earnings may be specified for this 
employee.) 

I.D. Code (two characters) - An identification code for any 
earning that applies to this employee. The code you specify 
should correspond to one of those you defined on Conversion 
Form #8. 

Amount, Percentage, or Hourly Rate - Depending upon the 
way the earning is calculated, specify either the fixed dollar 
amount, the percentage of wages, or the hourly rate at which 
this earning is calculated. 

Maximum $ Limit - If the earning has a maximum limit, specify 
the limit's dollar amount. 

Frequency Cycle Code (one digit) - Note the code, 1-9, of the 
frequency at which the earning is applied to this 8mployee. 
Refer to Conversion Form #10 for the meanings you assigned 
to frequency cycle codes. 

Deductions (Up to nine deductions may be specified for this 
employee.) 

I.D. Code (two characters) - A code for any deduction that applies 
to this employee. The code you specify should correspond to 
one of those you defined on Conversion Form #8. 

Amount, Percentage, or Hourly Rate - Depending upon the 
way the deduction is calculated, specify either the fixed dollar 
amount, the percentage of wages, or the hourly rate at which 
this deduction is calculated. 

Maximum $ Limit - If the deduction has a maximum limit, 
specify the limit's dollar amount. 

Frequency Cycle Code (one digit) - Note the code, 1-9, of the 
frequency at which the deduction is applied to this employee. 
Refer to Conversion Form #10 for the meanings you assigned 
to frequency cycle codes. 



Conversion Form #12 
Employee History 

(System Setup/Maintenance Menu option 9) 

Note: Complete this form for the current pay period, quarter, and 
year for each employee in your payroll system. 

Is This History Current, Quarter, or Year? _________ _ 

Employee I.D. #: __________________ _ 

Total Amount Earned or Deducted in this Period/Quarter/Year for: 

Earning #1 I.D. $ Number of Hours: __ 
Earning #21.D. $ Number of Hours: __ 
Earning #3 I.D. $ Number of Hours: __ 
Earning #4 I.D. $ Number of Hours: __ 
Earning #5 I.D $ Number of Hours: __ 
Earning #6 I.D. $ Number of Hours: __ 
Earning #7 I.D. $ Number of Hours: __ 
Earning #8 I.D. $ Number of Hours: __ 
Earning #9 I.D $ Number of Hours: __ 

Deduction #1 I.D. $ 
Deduction #2 I.D. $ 
Deduction #3 I.D $ 
Deduction #4 I.D. $ 
Deduction #5 I.D. $ 
Deduction #6 I.D $ 
Deduction #7 I.D. $ 
Deduction #8 I.D. $ 
Deductfon #91.D. $ 

Wages Subject to Federal Tax: $, _______ _ 
Wages Subject to State Tax: $. _______ _ 
Wages Subject to City Tax: $ _______ _ 
Wages Subject to FICA: $. _______ _ 
Wages upon Which Company FICA Contribution is Based:$ __ _ 

Number of Hours_· ________________ _ 
Wages Subject to FUI: $ _______ _ 
Wages Subject to SUI: $ _______ _ 
Wages upon Which Company Workers Compensation is Based: $_ 
Wages Subject to State Other Tax: $ ___________ _ 

Number of Hours: ________________ _ 



Conversion Form #12 
Definitions 

Is This History Current, Quarter, or Year - Specify whether 
the earning/deduction history you are completing for this 
employee is for the current pay period, quarter, or year. 

Employee I.D. # (two characters) - Your company's identification 
number for this employee. 

Total Amount Earned or Deducted in This 
Period/Quarter/Year - Circle the type of history you are 
completing. 

Earning #x I.D. - Note the identification codes of all applicable 
earnings for this employee. 
$ - Note the dollar amount earned by this employee for each 

particular earning you list. 
Number of Hours - Note the total number of hours worked 

by this employee for each particular earning you list. 

Deduction #x I.D. - Note the identification codes of all 
applicable deductions for this employee. 
$ - Note the dollar amount deducted from this employee's 

wages for each particular deduction you list. 

Wages Subject to Federal Tax - The total dollar amount of this 
employee's wages (in the period, quarter, or year you are 
completing) taxable by the federal government. 

Wages Subject to State Tax -The total dollar amount of this 
employee's wages (in the period, quarter, or year you are 
completing) taxable by the state. 

Wages Subject to City Tax - The total dollar amount of this 
employee's wages (in the period, quarter, or year you are 
completing) taxable by the city. 

Wages Subject to FICA - The total dollar amount of this 
employee's wages (in the period, quarter, or year you are 
completing) subject to FICA withholding. 

Wages Upon Which Company FICA Contribution is Based -
The total dollar amount of this employee's wages (in the 
period, quarter, or year you are completing) upon which your 
company's FICA contribution is based. 



Wages Subject to FUI - The total dollar amount of this 
employee's wages (in the period, quarter, or year you are 
completing) subject to FUI withholding. 

Wages Subject to SUI - The total dollar amount of this 
employee's wages (in the period, quarter, or year you are 
completing) subject to SUI withholding. 

Wages Upon Which Company Workers Comp Liability is 
Based - Note either the total number of hours or the total 
dollar amount of this employee's wages (in the period, 
quarter, or year you are completing) used in calculating your 
company's workers compensation liability. 

Wages Subject to State Other Tax - Note either the number of 
hours or the total dollar amount of this employee's wages (in 
the period, quarter, or year you are completing) subject to 
state Other tax withholding. 





ABOUT THIS 
SECTION 

One of the most important things you can do to help incorporate 
your Payroll package into your business successfully is to develop a 
schedule of routine procedures. This schedule will ensure that all 
necessary procedures are performed in a timely manner. 

The procedures outlined in this section are for tasks that are 
performed on demand, at the end of a pay period, at the end of a 
quarter, and at the end of a year. These procedures may be very 
similar to the ones you now perform; however, one significant 
difference is the computer, which relieves you of the drudgery of 
manually maintaining a payroll system and provides you with 
prompt, reliable information. 

Each task in an outlined procedure is identified, and step-by-step 
instructions for completing the task are given. You may adapt 
these steps to fit your business needs, but remember that following 
a set of routine procedures assists you in getting the most from 
your Payroll system. 



lV 
ON DEMAND 
TASKS 

Finding or Changing 
Company Information 

1. Using a backup of the Setup/Maintenance diskette, select 
COMPMJY INFORMATION from the System 
Setup/Maintenance Menu. You may change your company's 
name, address, and city-state-zip. You may also change your 
condensed print option, the option of printing check numbers 
on paychecks, and the option of printing the company's name 
and address on paychecks. If you have interfaced Payroll with 
General Ledger, you cannot revert to using Payroll as a 
stand-alone system. 

2. If you like, you may review the last date on which 
transactions were posted to either Payroll's internal ledger or 
General Ledger (if you are interfaced), the number of 
employees you currently have in the system, the number of 
time card entries stored since the last update, the number of 
earnings and deductions currently defined, the number of tax 
codes currently defined, and the number of internal ledger 
accounts defined in Payroll (if you are not interfaced with 
General Ledger). 

Changing or Reviewing 
Federal and State System 
Information and History Totals 

1. Select SYS TE f<!1 DEF l ~I! n O i\! from the System 
Setup/Maintenance Menu, and select either C to change 
information or l to review information. The first screen that 
appears shows federal information set up for Payroll 
functions. You may change or review your net payroll account 
number; your company's federal tax identification number; 
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the federal minimum wage limit; percentage rates, maximum 
limits, and account numbers for employee FICA deductions, 
employer FICA contributions, and employer FUI 
contributions; and federal tax rates for supplemental 
earnings. 

2. Press CY) at the DISPLAY NEXT SCREEN prompt to change or 
review state system information, or press 00 and then (IT) to 
return to the System Setup/Maintenance Menu. For any 
defined state, you may change or review the state's 
abbreviation; your company's state tax identification number; 
your state unemployment insurance rate; and the percentage 
rate for supplemental earnings (if calculated at a rate 
different than normal state income tax). You may also change 
the employer percentage rate, basis on which calculated, 
employee withholding percentage rate, account number, and 
maximum amount of Other state taxes. 

3. Press CY) at the DISPLAY NEXT SCREEN prompt to change or 
review history totals of employee FICA withholdings, 
employer FICA contributions, employer FUI contributions, 
total SUI contributions (employer and employee), and Other 
state tax withholdings. Press CID and then (IT) to return to 
the System Setup/Maintenance Menu. 

Adding, Changing, Deleting, 
or Reviewing Tax Tables 

1. To add, change, delete, or review a tax table, select 1 AX 

CODES AND TABLES from the System Setup/Maintenance 
Menu. From the Tax Codes and Tables Menu, select T A.X 
T1\BLE D[Flf1HTJON. 

2. Add the new tax table by pressing CA). Press ~ when 
definition is complete. Press (IT) three times to return to the 
System Setup/Maintenance Menu. 

3. Change an existing tax table by pressing W and typing over 
old tax table information. Press ~ when changes are 
complete. Press (IT) three times to return to the System 
Setup/Maintenance Menu. 
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IV 
4. Delete an existing tax table by pressing C[) at the F NT ER 

SELECTION prompt. A tax table may not be deleted ifit is 
currently being used by any tax code in the system. Delete 
the tax table, and press CE]) three times to return to the 
System Setup/Maintenance Menu. 

5. Review a tax table by pressing CD. You may review any tax 
table's information. Press CE]) three times to return to the 
System Setup/Maintenance Menu. 

Adding, Changing, Deleting, 
or Reviewing Tax Codes 

1. To add, change, delete, or review a tax code, select T,t,X 
CODES .AND TABLES from the System Setup/Maintenance 
Menu. At the Tax Codes and Tables Menu, select TA,X CODE' 
DEF[ ~J IT ION. 

2. Add a new tax code by pressing (A). Add the new tax code. 
Press CE]) three times to return to the System 
Setup/Maintenance Menu. 

3. To change an existing tax code, press ©, and enter the 
identification code of the tax code you wish to change. Type 
over old tax code information until necessary changes have 
been made. Press CE]) three times to return to the System 
Setup/Maintenance Menu. 

4. To delete a tax code, press ([), and enter the identification 
code of the tax code you wish to delete. Answer CD to 
DELETE THIS RECORD?, and the tax code is automatically 
deleted from the system. Press CE]) three times to return to 
the System Setup/Maintenance Menu. 

5. To inquire about a tax code, press CD, and enter the 
identification code of the tax code you wish to query. You may 
also review a history of the tax code, showing amounts 
withheld under the tax code for the current period, quarter, 
and year. After reviewing a tax code, press CE]) twice to 
return to the System Setup/Maintenance Menu. 
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Adding a New Employee 
to the Payroll 

1. A new employee may be added to the system at any time, not 
just at the end of a pay period. Start by selecting CID, 
EMPLOYEE 1\/IA.irJTENANCE, at the System 
Setup/Maintenance Menu. 

2. Press 00 to add an employee. Fill in the necessary 
information - demographic, pay status, and 
earning/deduction assignments. When all information is 
complete, the employee's record is stored. Press CU) to return 
to the System Setup/Maintenance Menu. 

Changing Employee 
Information 

1. Any type of employee information may be changed, but not if 
the employee currently has an active time card (a time card 
in the midst of processing). Wait until after a pay period is 
closed to change employee information. 

2. Select@, EMPLOYEE lf'JH)RM/Ji from the System 
Setup/Maintenance Menu. Press (!;J to change employee 
information, and enter the identification number of the 
employee whose record you wish to change. 

3. When the employee's record is displayed, make any necessary 
corrections to the three parts of the employee record. If a 
particular section of a record needs no change, press (r.2) to 
move to the next section. 

4. When all parts of the record are corrected, press ([fl twice to 
return to the System Setup/Maintenance Menu. 
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IV 
Terminating an 
Employee 

1. An employee may be terminated only if he has no active time 
card. Start by selecting CID, EMPLOYEE MA.INTENANCE, at 
the System Setup/Maintenance Menu. 

2. Press C() to change the employee's record, and enter the 
appropriate employee identification number. In the 
demographics section of the record, enter a termination date. 
Move to the pay status section of the screen, and change the 
status from active to inactive. 

3. No changes are required in the earnings/deductions section of 
the record, so press CE1) at this point. The employee's record is 
changed. Press (f]) twice to return to the System 
Setup/Maintenance Menu. 

Deleting an 
Employee 

1. Employees may be deleted only after the pay year is closed 
and all system balances are 0. Terminated employees must 
remain on the payroll during the year to maintain a correct 
audit trail. 

2. Select CID, EMPLOYEE MAINTENANCE, from the System 
Setup/Maintenance Menu. Press CID to delete an employee 
record. 

3. Enter the employee's identification number. When the record 
appears, answer DELETE THIS RECORD? with CY). The record 
is deleted. Press (f]) twice to return to the System 
Setup/Maintenance Menu. 
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Printing an 
Advance Check 

1. For any of several reasons, you may have to print a check to 
pay an employee at a time other than when normal paychecks 
are issued. To do this, select OJ, PAYROLL PROCESSING, at 
the Payroll Main Menu. 

2. Select OJ, TIME CARD ENTRY, from the Payroll Processing 
Menu. 

3. When the Time Card Entry screen appears, press CI) for 
Manual Time Card Entry. At ENTER EID FREQUENCIES TO 
8 E USED, specify the frequency cycle codes applicable for any 
earnings/deductions on the handwritten check. Answer 00 to 
ANY CHANGES when the EID frequencies are correct. 

4. When the Time Card Entry screen appears, press 00 to add a 
time card to the system. Enter the appropriate employee 
identification number. Next, enter the pay period ending date 
and numbers of hours or dollar amounts for each earning or 
deduction that should be on the time card. 

5. Enter any exception amounts, and when everything is correct, 
answer the ANY CH AN CE S 7 question with 00. Press (Il) until 
the Payroll Processing Menu appears. 

6. Select a), PAYROLL CALCULATION, from the Payroll 
Processing Menu. Press CY) to answer CONTINUE?, and enter 
the date you wish to appear on the check. 

7. Print an Earnings Register by pressing (ENTER) after the time 
card has been calculated. After the Earnings Register prints, 
the Payroll Processing Menu returns to the screen. 

8. Select CID, CH EC I< PRINT, from the Payroll Processing Menu. 
Make sure that your printer is loaded with checks and ready 
to print, and answer CY) to CONT IN U E?. Press CY) to answer 
the PRINTER READY? question. You may or may not wish to 
print an alignment check. 

9. Answer the remaining questions appropriately, and the 
advance check prints, after which the Payroll Processing 
Menu is displayed. 
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IV 
10. Press Wat the Payroll Processing Menu to update your 

records and post the advance check to the ledger. Answer the 
prompts appropriately, and press (ENTER) after updating is 
completed to print a GIL Posting Recap. 

11. After the recap prints, the Payroll Processing Menu is 
displayed. Press (tl) to return to the Main Menu. 

Entering Handwritten 
Checks 

1. If you have issued handwritten checks during a pay period for 
any purposes, you should make sure that those checks are 
properly entered into the system during the normal 
end-of-period payroll processing. First, select option CD, 
PiWROLL PFWCESSING, from the Main Menu. 

2. Go through the normal steps for processing a payroll: time 
card entry, printing an earnings register, calculating payroll, 
and printing checks. 

3. Before you update Payroll and post to the ledger, select option 
ffi, iv! /'.\Iii U A. L CH E Ct( E !\J TR v·, from the Payroll Processing 
Menu. 

4. Press CI) to add any manual checks (checks not generated by 
payroll processing). Using the stubs of any handwritten 
checks, complete the information requested for each check. 

5. When all manual checks have been entered, press (tl) twice to 
display the Payroll Processing Menu. 

6. Next, select W at the Payroll Processing Menu. Update your 
files, and print a G/L Posting Recap. 

7. Next, close your pay period and any other periods that may 
need closing. 
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Formatting and 
Printing a 
List of Employees 

1. To print a list of all company employees, active and inactive, 
use the Payroll Setup diskette, and choose option W, 
Fi':P(Y:n R!Vl.i\TTER, from the System Setup/Maintenance 
Menu. 

2. Press 00 to add a report format to Payroll. Assign the report 
a number, 1-5, and a name. Next, decide and specify whether 
you want the report to list employees in order of the state in 
which they work, their employee identification numbers, or 
employee last names. 

3. Follow the instructions in the Reference Section for 
formatting reports. For an employee list, you might want to 
show employee names, identification numbers, addresses, 
telephone numbers, social security numbers, and active or 
inactive status. The information you list and its location on 
the report are strictly your decisions. 

4. Press (IT), then press ® to print the report format. Specify 
the number of the report format you wish, and make sure 
that your printer i.s loaded with the appropriate paper and is 
ready to print. Answer the N!lNTEk !?EADY? question with 
00, and the report format prints. 

5. Make any necessary revisions to the report format, and print 
it. When you are satisfied with the layout of the report, press 
(IT) to return to the System Setup/Maintenance Menu. 

6. Exit the system, and replace the Setup diskette with the 
Processing diskette. When the Main Menu is displayed, press 
(]J for PNlROLL REPORTS. At the Payroll Reports Menu, 
press (]J for USU~ DEFINED REPORTS. 

7. Enter the number of the report formatted as an employee list, 
and make sure that your printer is loaded with paper and 
ready to print. Answer PRif\JTER REJ\DY? with CYJ Your 
employee report lists, after which the Payroll Reports Menu is 
displayed. Press (IT) to return to the Main Menu. 
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IV 
Printing Mailing or 
Time Card Labels 

1. You may print mailing labels or labels for use on time cards 
at any time during a pay period. At the Payroll Main Menu, 
press (ID for PAYROLL REPORTS. At the Payroll Reports 
Menu, press (ID for EMPLOYEE REPORTS. 

2. Select option aJ, MAILING LABELS. Make sure that your 
printer is ready to print and loaded with one-up labels, then 
answer the PRINTER READY? question with CTJ. You may 
print an alignment label if you wish. 

3. Enter the date you wish to appear on the labels, and printing 
begins. After printing is completed, the Employee Reports 
selections are displayed. Press (EI) twice to return to the Main 
Menu. 

Finding Information 
for EEOC Reporting 

1. For help in completing any EEOC reports you may be 
required to file, press (ID at the Main Menu for PAYROLL 
REPORTS. At the Payroll Reports Menu, select option@), 
CROSS CLASSIFICATION. (This report may be printed at any 
time.) 

2. Make sure that your printer is ready to print and loaded with 
paper. Press CTJ to answer the PRINTER READY? question. 
The report prints, showing the number of male, female, and 
ethnic groups assigned to all job classifications. 

3. When the report is printed, the Payroll Reports Menu is 
displayed. Press (EI) to return to the Main Menu. 
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Finding the Ledger 
Distribution of 
Payroll Accounts 

1. You may find the distribution of payroll accounts to the 
general ledger by printing a GIL Distribution Report. This 
report includes the total payroll expense for a given pay 
period, and may be printed only if you are using Payroll as a 
stand-alone system. Although you may print this report at 
any time, we suggest that you print it after updating Payroll 
and before closing a pay period. 

2. At the Main Menu, press CI) for PAYROLL REPORTS. At the 
Payroll Reports Menu, select option @, G1 L D l ST R lB UT lO N. 

3. Make sure that your printer is ready to print and loaded with 
paper. Answer the PRiNTER RU,DY? question with CY), and 
the report prints, showing the amounts posted to each account 
you have defined. When the report is complete, the Payroll 
Reports Menu is displayed. Press (fl) to return to the Main 
Menu. 

Finding the Total 
Workers Compensation 
Units Worked 

1. To find the actual estimation of your company's workers 
compensation liability for the current pay period, quarter, and 
year, print an Employer Tax Summary. This n:port should be 
printed after you update Payroll and before you close a 
period. 

2. At the Main Menu, select option W, PERIOD SUMMA.RY. At 
the Period Summary Menu, press CI) for EMPLOYER TAX 
SUMMARY. 

3. Make sure that your printer is loaded with paper and ready 
to print. Next, answer the PRINTER READY? question with 
CY). The report prints, and the Period Summary Menu is 
displayed. The information you need is in the last section of 
the report. 
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IV 
4. Press (fl) to return to the Main Menu. 

Finding Information for 
Completing 940 Forms 

1. The information you need for completing your company's 940 
form is contained in the Employer Tax Summary. This report 
should be printed after you update Payroll and before you 
close a period. 

2. At the Main Menu, select option a), PERIOD SUMMM~Y. At 
the Period Summary Menu, press (2) for EMPLOYER Tt,X 
SU iV1 fViP,RV. 

3. Make sure that your printer is loaded with paper and ready 
to print. Next, answer the PRINTER READ'{? question with 
CYJ. The report prints, and the Period Summary Menu is 
displayed. 

4. Press (fl) to return to the Main Menu. 

Finding the Total Hours 
Worked by an Employee 

1. You can see the number of hours worked for the current pay 
period, quarter, and year by each employee of your company 
by printing a Payroll Performance Report. Print this report 
after you update Payroll and before you close a period. 

2. Press a) at the Main Menu for PERIOD SU M1l,RY. At the 
Period Summary Menu, press a) for P/i,YROU 
PERFORIViAi\iCE. 

3. Make sure that your printer is loaded with paper and ready 
to print, then answer CO to PRHHl::.R READY 7. The report 
prints, including totals of all hours worked by all employees 
for the current pay period, quarter, and year. Next, the Period 
Summary Menu is displayed. Press (Ell to return to the Main 
Menu. 
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END-OF-PERIOD 
TASKS 

1. Complete all on-demand tasks desired. 

2. Print a Time Card Worksheet (Processing diskette, Main 
Menu option 2, Reports Menu option 3). 

3. Complete the Time Card Worksheet. (See "Printing a Time 
Card Worksheet," in the Sample Session.) 

4. Enter worksheet information into the computer (Processing 
diskette, Main Menu option 1, Processing Menu option l). 

5. Check your work by printing a Time Card Register 
(Processing diskette, Main Menu option l, Processing Menu 
option 2). Compare your worksheet with the register. If the 
entries do not match, correct any errors by returning to Step 
4. 

6. Back up diskettes, including the General Ledger data diskette 
if you are interfaced with General Ledger. Label these 
diskettes "Pre-Calculation." (See Appendix A, "Backup 
Procedures.") 

7. Calculate payroll and print an Earnings Register (Processing 
diskette, Main Menu option l, Processing Menu option 3). 

8. Enter any manual checks issued during the pay period 
(Processing diskette, Main Menu option l, Processing Menu 
option 4). 

9. Print another Earnings Register. This register shows all 
manual check entries in addition to items previously listed 
(Processing diskette, Main Menu option 1, Processing Menu 
option 5). 

10. Print paychecks (Processing diskette, Main Menu option 1, 
Processing Menu option 6). 

11. Make sure that all checks are for the correct amount, and 
print a final Earnings Register, which now shows check 
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numbers, manual check entries, and all previously listed 
items (Processing diskette, Main Menu option 1, Processing 
Menu option 5). 

12. Back up diskettes, including the General Ledger data diskette 
if you are interfaced with General Ledger. Label these 
diskettes "Pre-Update." (See Appendix A, "Backup 
Procedures.") 

13. Update records (post transactions), and print a G/L Recap 
(Processing diskette, Main Menu option 1, Processing Menu 
option 7). 

14. Print any user-defined reports desired (Processing diskette, 
Main Menu option 2, Reports Menu option 1). 

15. Print mailing/time card labels if desired, and print an 
Earning Deduction List (Processing diskette, Main Menu 
option 2, Reports Menu option 2, Employee Reports Menu 
options 1 or 2 as appropriate). 

16. Print a Cross-Classification Report, if desired (Processing 
diskette, Main Menu option 2, Reports Menu option 4). 

17. Print and retain a G/L Distribution Report if you are using 
Payroll as a stand-alone system (Processing diskette, Main 
Menu option 2, Reports Menu option 5). 

18. Print and retain an Employee Tax Summary (Processing 
diskette, Main Menu option 3, Period Summary Menu option 
1). 

19. Print and retain an Employer Tax Summary (Processing 
diskette, Main Menu option 3, Period Summary Menu option 
2). 

20. Print and retain a Payroll Performance Report (Processing 
diskette, Main Menu option 3, Period Summary Menu option 
3). 

21. Back up diskettes, including the General Ledger data diskette 
if you are interfaced with General Ledger. Label these 
diskettes with the number of the pay period just ending. (See 
Appendix A, "Backup Procedures.") 

22. Close the pay period. (Processing diskette, Main Menu option 
3, Period Summary Menu option 4). 
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END-OF-QUARTER 
PROCEDURES 

1. Complete any on-demand procedures desired. 

2. Complete all end-of-period procedures through Step 20. 

3. Make two sets of backups, including the General Ledger data 
diskette if you are interfaced with General Ledger. Label one 
set with the number of the pay period ending, and label the 
other set with the number of the quarter ending, plus the 
year. (See Appendix A, "Backup Procedures.") 

4. Close the quarter. Closing the quarter automatically closes 
the current pay period as well (Processing diskette, Main 
Menu option 3, Period Summary Menu option 4). 
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IV 
END-OF-YEAR 
PROCEDURES 

1. Complete all on-demand procedures desired. 

2. Complete all end-of-quarter procedures through Step 3. 

3. Close the year. Closing the year automaticaly closes the 
current pay period and quarter as well (Processing diskette, 
Main Menu option 3, Period Summary Menu option 4). 

4. Back up diskettes, including the General Ledger data diskette 
if you are interfaced with General Ledger. Label these 
diskettes with the year. (See Appendix A, "Backup 
Procedures.") 
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Loading 
Payroll 

Setting 
Up 

OVERVIEW 

To set up the Payroll system or add/change information, insert a 
backup of your Payroll setup diskette into Drive 0 and a backup of 
your Payroll data diskette into Drive 1. Press the computer's reset 
button, and type the date and time, pressing (EJ:{!];fi) after each 
entry. When rnSDGS appears, type PRS4 (~J!Bl. 

The System Setup/Maintenance Menu is displayed. To make a 
selection, press the number key corresponding to the selection you 
want. 

Note: The numbers that appear on the screen when you start up 
the computer .rr represent the version number, This 
number indicates how many and what type ofrevisions have 
been made to the program. Refer to it when requesting 
information or help from Radio Shack Do not be concerned 
if the number on the screen is not identical to the one in the 
manual. 

Regular 
Use 

To run Payroll on a daily basis, insert a backup of the Payroll 
Processing diskette into Drive 0 and a backup of the Pay1mll data 
diskette into Drive 1. Press the reset button, and type the date and 
time, pressing (E!IIffl) after each entry. When T 
appears, type PR4 (ENtfillJ. 

The Payroll Processing Menu is displayed, To make a selection, 
press the number key corresponding to the se.lection you want. 
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V 
Exiting 
Payroll 

When you finish using Payroll each day, exit the system by 
pressing Ct]) at each display, until TRSDOS Ready appears. Remove 
all diskettes from the disk drives, turn off the computer system, 
and turn off any other connected equipment such as printers or 
disk drives. 

Correcting 
Errors 

To correct an error in an entry screen before all data for the screen 
has been entered, use the ffi, CI), 8, and 8 keys to position the 
cursor over the error. Type the correct character(s). Move the cursor 
to the space after the last character in the corrected entry, and 
press (ENTER). 

To correct an error in an entry screen after i.t has been completed 
and stored, display the screen by making a menu selection. When 
the screen appears, use the([) (for Change) or OD (for Delete) 
options at the bottom of the screen. Press (ENTER) or use the arrow 
keys until the cursor appears at the line needing correction. Type 
the correct entry, and press (ENTER). Store your changes either by 
pressing (ENTER) until the cursor has moved through all entry lines 
or by pressing Ct2) after your corrections are made. 

If you make an incorrect selection, press Ct]) until the menu is 
displayed, and make the correct selection. 

To erase all entered data on a screen before the screen is 
completed, press Ct]). After the screen is completed, use the Change 
(©) or Delete (OD) options at the bottom of the screen. When you 
use the Change option, simply go through the screen, erasing all 
characters in each entry line with the space bar. 
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Record 
Storage 

Records are stored in alphanumeric order with blank spaces taking 
precedence, followed by numbers, and finally letters in alphabetical 
order. 

As an example, suppose that three tax tables are stored in the 
Payroll system: lNY, NMM, and _OK. The order in which these 
records are stored is: _OK, lNY, and NMM. 

Employee identification numbers should be defined as 01, 02, 03, 
and so forth rather than 1, 2, and 3. This assures that the records 
are stored in the order you intended when you set them up. 

Printing Forms 
and Reports 

Before you print any reports or forms, you are asked if the printer 
is ready. If you answer (Y) for Yes but the printer is not ready, the 
computer stops processing and waits until the printer is ready. To 
avoid this, always check the connections and make sure that the 
printer is loaded with paper and on-line. 

If you cannot get your printer ready, press OD. You are returned to 
the screen from which you made the selection for printing. 
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V 
SYSTEM 
SETUP/MAINTENANCE 
MENU 

Use 

Use the System Setup/Maintenance Menu to set up all information 
necessary for Payroll to be run and to make any necessary 
additions or changes throughout the payroll year. 

Instructions 

To display the System Setup/Maintenance Menu after turning on 
the computer, follow the instructions under "Loading Payroll, 
Setting Up," in the Overview of this section. The screen shows: 

1. E:NT t< S L.ECT(Or~ 

To set up Payroll, press the number key corresponding to the 
selection you want. 

To return to TF<'.SDDS •t2ady, press (Ill. 
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Use 

Use this option to: 

COMPANY 
INFORMATION 

• Record your company's name and address 

• Define whether or not you are using condensed printing for 
reports 

• Define whether or not you want Payroll to print check 
numbers and/or your company's name and address on 
paychecks 

• Define whether you are using Payroll as a stand-alone system 
or integrating it with Model 4 General Ledger 

• Find the date of the last posting to your general ledger 

• Find the number of current employees on file 

• Find the number of current records in time card entry since 
the last update 

• Find the number of checks calculated since the last update 

• Find the number of Earnings and Deductions on file 

• Find the number of tax codes on file 

• Find the number of accounts in your internal ledger if you 
are using Payroll as a stand-alone system 

• Examine or change any company information already on file 
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Notes 

Any data displayed below lN ,l"RF1\CE TD GE 1·1AL Le ER' .11\i 

cannot be changed. It is calculated by Payroll and is for 
informational purposes only. 

CAUTION:Afteryouanswerthe l THI E WITH GEi\iEi~AL. 
i F E question, you may not change the answer. A special 
program may be run if you wish to change from non-interfacing to 
interfacing with Model 4 General Ledger. See "Interfacing 
Packages," in the Conversion Section. You may never change from 
an interfaced system to a stand-alone system. 

Instructions 

Press CD for P /',}.,J'f Ti\! FOR at the System 
Setup/Maintenance Menu. Your screen shows: 

To enter company information or change company 
information previously entered, press ©. 
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To display, without changing, information previously entered, 
press CI). 

To return to the System Setup/Maintenance Menu, press CU). 

Enter your company's name as you want it to appear on all 
checks and reports using up to 30 characters. 

3. /\DDF,:ESS 

Enter your company's street address using up to 30 
characters. 

4. ClTVST/\ E-Z!P 

Enter the city using up to 20 characters. Type the two-letter 
state abbreviation, and enter the zip code using up to nine 
characters. 

5. COi\JDE SED Rii\JT ()f\i RCPOPTS Yi 

If you are using a DMP series printer and wish to condense 
printing to make reports fit on 80-column paper, press CD. If 
you are using any other type of printer, press CJD. 

Press CO if you want Payroll to print a check number on each 
paycheck it prints. If you are using prenumbered checks, 
press OD. 

Press CO if you want your company's name and address to be 
printed on paychecks. If you use preprinted, personalized 
checks, press CJD. 

If you are changing existing company information, ,\J 
.I 1J FOR iVi AT l O I~ CH A !\i GED appears at the bottom of the screen, 
and the cursor returns to Er'! E f~ SE L E CT i O ;1:. 

If you are adding information for the first time, continue with 
Step 8. 
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V 
8. 

Press CD if you are using Payroll in conjunction with Model 4 
General Ledger. If you are using Payroll as a stand-alone 
system, press 00. 

After you answer this question, CD Y .1 i\! Fi) F: f'✓I /0, 

CH.ANG ED is displayed at the bottom of the screen. 

Displays the last date on which transactions were posted to 
either Payroll's internal ledger or Model 4 General Ledger. If 
you are using Payroll with Model 4 General Ledger, this date 
should match the fiN DA F. · PF( date in General 
Ledger Company Information. 

Displays the current number of employees being stored. 

TIME C/\F~D Ei\JTRlES 

Displays the number of records being stored in time card 
entry since the last update. 

C tC!<S 

Displays the number of calculated checks being stored in 
payroll calculation since the last update. 

El~R I GS/DEDUCT!O S 

Displays the current number of earnings and deductions 
being stored in the Earnings/Deductions file. 

!AX CODES 

Displays the current number of tax codes being stored. 

C/L f.\CCOUi\iTS 

Displays the current number of accounts being stored in 
Payroll's internal general ledger. J\CCDU ~,; TS is used only 
if you are using Payroll as a stand-alone system. 
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Use 

G/LACCOUNT 
MAINTENANCE 

Use the /1,CCO i"fT :Vi/-\l/\JTEN Cl: option to: 

• Record account information when you set up Payroll's 
internal general ledger 

• Record current, quarterly, and yearly balances for accounts 
when you set up Payroll's internal general ledger 

• Change account information 

• Delete accounts 

• Add accounts 

• Inquire about account information 

Notes 

This option is available only if you answered 00 to HH E r 
\I\; H CiE\\lEf?_,r~,L \ __ [DCt~:R'? in the Company lnforn1ation entry 
screen. 

Current, quarterly, and yearly totals may be entered only if Payroll 
has not actually been run. After you run Payroll, these totals 
cannot be changed. They are maintained by the system and are .for 
informational pµrposes only. 

You can delete an account only if it has a zero balance and is not 
currently being used in Payroll. 
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V 
Instructions 

Press W for G•: .. ;\CCOUNT !ViAilflTl\i/\J,C at the System 
Setup/Maintenance Menu. Your screen shows: 

,:i. ( ,, '11 /1. N T ti .'~ r.' C 1:. 

Press CK) to add an account. 

Press © to change account information. 

Press Ci[) to delete an account. 

Press CI) to display, without changing, account information. 

Press (IT) to return to the System Setup/Maintenance Menu. 

2. 1,/L .l,CCOU f·J i 

To add or change an account, enter up to six numbers for the 
general ledger account number. 

To delete an account, enter the account number, and go to 
Step 8. 

To display information about an account, enter the account 
number, and go to Step 9. 
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3. U 

Enter up to 25 characters for a description of the account. 

Enter the current period's balance to be recorded in the 
internal ledger. 

5. UAFTEe 

Enter the current quarter's balance to be recorded in the 
internal ledger. 

6. if:/,,R 

7. 

Enter the current year's balance to be recorded in the 
internal ledger. 

Y CH E.S? ( 

Press CY) if you need to change any information on the 
screen, and make your corrections. If no corrections are 
needed, press 00. 

If you are adding accounts, r.nc: C F:il ,\DU'::) is displayed at 
the bottom of the screen, and the cursor returns to Gc'L 
t1cco !"F. Return to Step 2 to continue adding accounts. 
Press (rI) to quit adding accounts. 

If you are changing account information, ~~.E. c::rn D CH/.\ r,i U 
is displayed at the bottom of the screen, and the cursor 
returns to GIL ;, .. cco . Return to Step 2 to continue 
changing account information. Press (rI) to quit changing 
account information. 

To delete the account, press CY). Fi.ECUf<D El ETE is 
displayed at the bottom of the screen, and the cursor returns 
to ;;11_ l. Return to Step 2 to continue deleting 
accounts. Press (rI) to quit deleting accounts. 
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V 
9. DISPL~/\\/ E.x·r f~.ECO!~D? Y/N 

Press CY) to display the next account's information. When 
there are no more accounts to display, the cursor returns to 
EfJ-rE:.I\ St:L[CffON. 

Press (][1 to quit inquiring about account information. 
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Use 

SYSTEM 
DEFINITION 

Use the :SYSTEM DEf'[:\fTlC}r>] option to record, change, or review: 

• The ledger account number for your net payroll account 

• Your federal and state tax identification numbers and your 
federal minimum wage limit 

• The percentage rates, maximum limits, and ledger account 
numbers of employee FICA deductions, employer FICA 
contributions, and employer FUI contributions 

• The federal and state tax rates for supplemental earnings 

• The states in which employees are paid 

• The percentage rate, maximum limit, and ledger account 
numbers for employer SUI contributions 

• Other state tax rates (such as disability insurance), their 
bases of calculations, and their allowed withholding rates 

Notes 

STEM DEF 1 N 1. T consists of three screens: the first is for 
entering or reviewing federal information, the second is for 
entering or reviewing state information, and the third is for 
entering or reviewing current, quarterly, and yearly totals. 
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V 
Federal 
Information 

Instructions 

Press@ for Ervl DE!"l ITiON at the System 
Setup/Maintenance Menu. Your screen shows: 

Press CC] to enter federal tax information or change federal 
tax information previously entered. 

Press W to inquire about federal information previously 
entered, and skip to Step 17. 

Press (E1) to return to the System Setup/Maintenance Menu. 

2. [T P,t.\Yr<DLL /..\CCOUNT 

Enter the ledger account number you wish to use for your net 
payroll account. This number is usually a cash account. The 
account description is displayed next to the account number. 
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3. Ft:D. Tt,.X lD 

Enter up to 20 characters for your federal tax identification 
number. 

4. FE i\f If~, V\1/J/'(~ [ 

Enter the current federal minimum wage limit. 

Enter the percentage rate of each employee's earnings to be 
deducted for FICA. 

Enter the maximum dollar amount allowed as FICA employee 
deduction. This amount is the maximum wage limit 
multiplied by the FICA rate. 

7. CREDl.l M:cou T 

Enter the ledger account number to which employee FICA 
deductions are credited. 

Enter the percentage rate per employee for your company's 
contribution to FICA. 

9. !'1/1/\X, /:..!V!'..)UNT 

Enter the maximum dollar amount per employee of your 
company's FICA contribution. This amount is the maximum 
wage limit multiplied by the FICA rate. 

10. CREDIT t;CCOUNT 

Enter the ledger account number to which the FICA employer 
contribution is credited. (The account to be credited is usually 
a payable account.) 

11. DE:.B.! ACCOUNT 

Enter the ledger account number to which the FICA employer 
contribution is debited. (The account to be debited is usually 
an expense account.) 
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12. FED U1\JE!VIP i ;:; RA.TE 

Enter the percentage rate of your company's contribution to 
federal unemployment insurance. 

Enter the maximum dollar amount per employee of your 
company's federal unemployment insurance contribution. 

14. U!EO!i /\CCO 

Enter the ledger account number to which the employer FUI 
contribution is credited (usually a payable account). 

15. D!B\T !\CC1JL r,1 i 

16. 

Enter the ledger account number to which the employer FUI 
contribution is debited (usually an expense account). 

Tr: 

Enter the federal percentage rate at which employee earnings 
are taxed for supplemental earnings. Supplemental earnings 
may be taxed at a different rate than the normal federal 
withholding tax. This deduction is automatically posted to a 
federal withholding tax account. 

After you enter this rate, the State Information screen is 
displayed. 

Press CD if you wish to inquire about your state system 
definitions. If you do not want to see this information, press 
(][). The cursor returns to f !\i Fi ·.; f::. I Cl N . 
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State 
Information 

Notes 

You may define information for up to three states. Only those 
states you specify in this entry screen are valid in later Payroll 
operations. 

There are no debit and credit accounts to which you should post 
your company's "other tax" liability, unless you withhold wages 
from employees for these taxes. This type of activity is usually 
considered an accounts payable function and is only estimated for 
your company's liability. 

Instructions 

After you enter the federal supplemental earnings tax rate, your 
screen shows: 

iTATf:. if I: 

If you are inquiring about state system definitions, the bottom of 
the screen shows SP L /o ,·~ :.: >:: T ::, C PEE: f·.' 
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V 
Press (fl) to return to the federal system definition screen. 

1. '3TATE TAX. CO El 

Enter the two-letter abbreviation for the state. This 
abbreviation is used later in employee records. 

2. lD NUMBER 

Enter your company's state tax identification number in 20 or 
fewer characters. 

3. ST NEiV1P 1NS R/\l'F 

Enter the percentage rate per employee of your company's 
state unemployment insurance contribution. 

4. iV!/\XJ ~.'! U !\.~OU f1,i T 

Enter the maximum dollar amount per employee of your 
company's state unemployment insurance contribution. 

5. CREDfT t.\CCOU ·1 

Enter the ledger account number to which your company's 
state unemployment insurance contribution is credited. 

6. D[BJ~r /.\CCOU\1··1 

Enter the ledger account number to which your company's 
state unemployment insurance contribution is debited. 

7. SUPP C/\f-?N T'/\X R/~TE 

If the state has a method different from normal state income 
tax for supplemental earnings, enter the percentage rate of 
that tax. The tax is posted to the state tax general ledger 
account. 

If the state has no alternative method for figuring 
supplemental earnings taxes, press (mEID. The cursor returns 
to the first entry line. 
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8. 01 HER Tl\)(: 
TOT16..L R./1..TE 

If the state has a tax on earnings such as a supplemental 
disability insurance, enter the percentage rate of the total 
liability. 

If the state does not have such a tax, press (ENTER). The cursor 
returns to the first entry line. Go to Step 13. 

Enter the basis on which other taxes are figured, either H for 
hours worked or W for wages earned. 

10. F!v1 LCYFE R./\Tf: 

If the state allows your company to withhold a portion of its 
"other tax" liability from employee wages, enter the rate per 
employee at which the liability is withheld. 

11. P:EDIT /\CC') 

Enter the ledger account number to which employee "other 
tax" withholdings are credited. 

12. !\11 /\XI [\fl fJi /\ !Vl C) 

Enter the maximum amount of "other" tax withholding from 
employees' wages. If there is no maximum amount, press 
(ENTER) to bypass this prompt. 

13. ST'/\TF TJ\X CO E: 

If your company pays employees in more than one state, enter 
the second state's two-letter abbreviation. Go to Step 2. 

If your company pays employees in only one state, press 
(ENTER). 

14. ST.h'fE 1':\X CODE3 

If your company pays employees in more than two states, 
enter the third state's two-letter abb.reviation. Go to Step 2. 

If your company pays employees in only one or two states, 
press (ENTER). 
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V 
15. ,.4:\! C1~/\.NG ? ('y',,!\l) 

If you are adding or changing definitions, press CD to change 
any federal and/or state system definitions. The federal 
system definition screen is displayed. See "Federal 
Information" for instructions on entering federal system 
information. 

Press 00 if no changes are necessary. The federal system 
definition screen is displayed. 

16. l PL/\ f\iE><T SCREf:::\l? Vi~j 

If you are inquiring about your system definitions, press CTJ 
to see the current, quarter, and year totals for FICA employee 
withholdings, FICA employer contributions, your company's 
FUI and SUI contributions, and other state tax employer 
contributions. If you do not wish to see these totals, press 00 
to return to the federal definition screen. 

Current, Quarter, 
and Year Totals 

Notes 

You cannot change current, quarter, and year totals after Payroll 
has been processed once. 
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Instructions 

After you enter state system definitions, the screen displays: 

!:~?! .. Y 
f-."~P/J? f 
HfJ l.W':)V1 

If you have state information defined, these two lines also appear 
for each state you defined, along with each state's two-letter 
abbreviation: 

S lt, TE U t~ [ :V: 
osT or:ouc 1· .00 

If you are inquiring about current, quarter, and year totals, the 
bottom of the screen shows D.i'i L./.1,,' r~E r :.:crn=:t°.:1,? ifi~. See Step 
7. 

Press CED to return to the federal system definition screen. 

Enter the total dollar amount of all FICA employee 
withholdings collected so far for tlw current pay period, the 
current quarter, and the current year. 

Enter the total dollar amount of all FICA contributions made 
by your company so far for the current pay period, the current 
quarter, and the current year. 
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Enter the total dollar amount of all federal unemployment 
insurance contributions made by your company so far for the 
current pay period, the current quarter, and the current year. 

If you did not define any state information, A [\i CH t, i\J G 
( ) appers at the bottom of the screen. Go to Step 6. 

If state information was defined, continue with Step 4. 

Enter the total dollar amount of all state unemployment 
insurance contributions made by your company for the 
current pay period, the current quarter, and the current year. 

Enter the total dollar amount of all "other" state tax deducted 
from employees by your company so far for the current pay 
period, the current quarter, and the current year. 

Press CYJ if you need to change current, quarterly, or yearly 
totals, and make the appropriate changes. If no changes are 
necessary, press OD. The screen automatically displays the 
federal system definition screen. 

If you are inquiring about current, quarter, and year totals, 
press either CYJ or 00 to return to the federal system 
definition screen. 
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TAX CODES AND 
TABLES MENU 

Use the Tax Codes and Tables Menu to: 

• Define, change, delete, or inquire about any tax tables used in 
your payroll system. 

• Define, change, delete, or inquire about each tax to be 
deducted from an employee's pay. 

Instructions 

Press GJ for TJ\;•., CODES A.ND T/\BLE:, at the System 
Setup/Maintenance Menu. Your screen shows: 

Tj'J'·! 
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Press CD to define tax tables, 

Press C2J to define tax codes. 

Press (tj) to return to the System Setup/Maintenance Menu, 

Tax 
Tables 

Notes 

You may use the same tax table for more than one tax code since 
many states use the same table for all taxes but may use different 
methods of calculation to figure tax table income, 

A tax table may not be deleted if it is currently being used by a tax 
code. 

The first amount in the ()\/ER ,;; column is fixed at 0 and may not 
be changed. 
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Instructions 

Press for /,X ft\131..t: D:'Fii\ilT\0:1J at the Tax Codes and Tables 
Menu, Your screen shows: 

Press 1'.X) to add a tax table, 

Press (]J to change an existing tax table. 

Press OD to delete an existing tax table. 

Press CU to display, without changing, an existing tax table. 

Press (E1J to return to the Tax Tables and Codes Menu. 

2. i"t\}\ /\t!I_E COf.)E: 

If you are adding or changing a tax tabk;, enter the 
three-character code by which this tax table is identified. 

If you are deleting an existing tax table, enter the 
three-character code of the tax table you wish to delete, and 
skip to Step 7. 

If you are inquiring about an existing tax table, enter the tax 
table's three-character code. Skip to Step 8. 
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V 
Enter a description of the tax table using no more than 20 
characters. 

Enter the dollar amount to be added to any tax at this pay 
level. 

5. l\/!T 

Enter the percentage of tax table income to be added to 
$-.i\!Vi T. 

6. OVE:R != 

Enter the dollar amount that the tax table income must 
exceed to be calculated at this pay level. 

The cursor moves to the next line. If you have more pay 
levels to define, go to Step 4. 

If you have no more pay levels to define for this tax table, 
press (I2) to store the table. RECORD .ADD FD appears at the 
bottom of the screen, and a blank tax table appears. To define 
another tax table, go to Step 2. If there are no more tax tables 
to define, press (fl). The cursor returns to E TE: .S L. E: CT l() . 

If you are changing an existing tax table, REC O D CH/\ i\i := U 
appears at the bottom of the screen. A blank tax table then 
appears. If you wish to change another tax table, enter the 
three-character code for the tax table. 

Press (fl) if you do not wish to change another tax table. The 
cursor returns to E ~H E R '.; E: l E CT to !\l. 

This message appears at the bottom of the screen if you are 
deleting an existing tax table. Press CY) to delete the tax 
table. Press 00 to keep the tax table. 

If you press CY), R r'; D D L. i:. TED appears at the bottom of 
the screen. The cursor returns to l/,X TABLE CODF. To delete 
another tax table, enter the three-character code for the tax 
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8. 

table you wish to delete. If you do not wish to delete another 
tax table, press (TI). 

If you press CJD, the cursor returns to T/\X lJ\E,Li~. coor·. To 
choose another tax table for deletion, enter the 
three-character code for that tax table. To quit deleting tax 
tables, press (TI). 

This message appers at the bottom of the screen if you are 
inquiring about an existing tax table. Press CY) to inquire 
about the next tax table. If there are no more tax tables to 
display, the cursor returns to L r [ R ,:, f: l_ EJ: n O fli. 

Press CJD to quit inquiring about tax tables. The cursor 
returns to ENTE Si:cU:CTlO . 

Tax 
Codes 

Instructions 

Press CJ) for 1·/,X CO:)F UF 
Menu. Your screen shows: 

LUF-.?i;,'t T., . 

t 1 ::):\i at the Tax Codes and Tables 
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1. EN Ef( ELEc·•1·1of\j 

Press to add a tax code. 

Press to change an existing tax code. 

Press to delete an existing tax code. 

Press(]:] to display, without changing, an existing tax code. 

Press (fj) to return to the Tax Tables and Codes Menu. 

2. T/\X CODE 

If you are adding or changing a tax code, enter a 
three-character abbreviation by which this tax code is 
identified. If this is a state tax code, we suggest that it begin 
with the two-letter state abbreviation you defined in System 
Definition. 

If you are deleting an existing tax code, enter the 
three-character abbreviation by which the tax code is 
identified. Skip to Step 27. 

If you are inquiring about an existing tax code, enter the 
three-character abbreviation by which the tax code iR 
identified. Skip to Step 28. 

3. D[SCf<lPTJOr,i 

4. 

Enter up to 20 characters for a description of this tax. 

u 

Enter the general ledger account number to which this tax is 
posted. A description of the account appears beside the 
number you enter. 

5. TYP[ <Y!S/Cii') 

Press CD if this is a federal tax, ([) if it is a state tax, W if 
it is a city tax, or C[J if the tax is an earned income credit. 

If you choose CD, skip to Step 7. Otherwise, continue with 
Step 6. 



Enter ClJ if the tax is calculated on a percentage of gross 
wages, or enter if the tax is calculated on a percentage of 
Federal Withholding Tax. 

ff you choose go directly to Step 7. lf you choose !JI_J, the 
screen changes to display: 

\fi.E"l .. [G~l, • '. p,,·,\)C, ::., (,iN/;i_ ., 1):-;1'.:I,!: i':, 

Enter the dol.lar amount deductible per exemption for this 
tax .. If this is a federal tax (F\ skip to Step 9. 

8. DU-' f\iDr: l\f: ,l,,MC!.I 

Enter the dollar amount deductible per dependent for this 
tax, or press ~l'ITEBJ for 0. 

Enter the three-character code of the tax table to which this 
tax code should refer for calculation. If the code you enter 
refers to a tax table you have not yet defined, the bottom of 
the screen displays RE CO t< :~ OT ro U '•W, then 1\DD /c. i1, l'V•i 
T/:,Bl.E? v1r,J. To define a tax table, press (Y). For instructions 
on defining a tax table, see "Tax Tables." After you define the 
new tax table, you are returned to the T /:, >, COD>:. E f' l •\JI I" : 0 :,,: 
screen automatically. 
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Press QD if you do not wish to define a new tax table. The 
cursor returns to TA.>< T /1 l3 U:' [! E. Enter the correct tax 
table code. 

If you pressed CT) for the basis of calculation (Federal Tax 
Withholding), the screen changes to display the CUDt', 

,:::,CR'IPTI()f,J, UL UNT, TVPE, and f3,\S!S, plus: 

QUt-\RTt.-:r< .... .00 
\(E/:\i~ , .......... . 

Proceed with Step 24. If you pressed (][) for the basis of 
calculation, continue with Step 10. 

10. OF·: GROSS T;,\X/-\B C. 

12. 

Enter the percentage rate at which gross wages are taxed up 
to the maximum amount entered in Step 11. Press (ENTER) for 
100%. 

Enter the maximum dollar amount of gross wages taxable at 
the percentage you entered in Step 10. 

If there is no maximum amount, press (ENTER), and skip to 
Step 13. 

T 
I 

Enter the percentage rate at which gross wages over the 
maximum limit (entered in Step 11) are taxed. 

13. FF VV/H DEDUC 

Enter the percentage of federal withholding tax that is 
exempt from this tax, up to a maximum amount entered in 
Step 14, or press (ENTER) to bypass this question. 

14. !\ii/\)( /\~110U1\lT 

Enter the maximum dollar amount of federal withholding tax 
exempt from this tax, or press ~ to bypass this question. 
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15. 

16. 

17. 

FtC;\ DEDUCT 

Enter the percentage of employee FICA deduction that is 
exempt from this tax, up to a maximum amount entered in 
Step 16, or press (ENTER) to bypass this question. 

Enter the maximum dollar amount of FICA deduction exempt 
from this tax, or press (ENTER) to bypass this question. 

If this tax has a standard deduction amount allowable, enter 
the dollar amount allowed as a deduction. If there is no 
standard deduction allowance, press (ENTER) to bypass the 
question. 

18. P RCE T1\G 

If this tax allows a percentage of gross wages as a standard 
deduction amount, enter the percentage allowed. Press (ENTER) 
to bypass the question if it is not applicable. 

19. iVIM:. /:\MOU T 

Enter the maximum dollar amount of gross wages to which 
the standard deduction percentage (entered in Step 18) 
applies, or press (ENTER) to bypass the question. 

20. IVil . ,1\ u hi1 

Enter the minimum dollar amount of gross wages to which 
the standard deduction percentage (entered in Step 18) 
applies, or press (ENTER) to bypass the question. 

21. ~/~ T;\fE 1/ .. \,X,, DT:Duc·1 

If this is a city tax, enter the percentage of state tax (if any) 
that is exempt from this tax, up to a maximum limit. To 
bypass the question, press (ENTER). 

22. fvl;\X, AfVlOU f\l 

Enter the maximum dollar amount of gross wages to which 
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23. 

24. 

25, 

the state tax deduction percentage (entered in Step 21) 
applies. To bypass the question, press CtNU:ID. If you are 
adding a tax code, proceed to Step 24. 

If you are changing a tax code. press CY.') if you need to correct 
any information. Press if the information is correct. 
iH:co D C!i LL'., appears, and the changed tax code is 
stored, aft.er which the TA'x CO~)E: DEFPJJT!Of1; screen 
reappears. Enter another tax code identification for changing, 
or press ((f) to quit changing tax codes. 

The screen changes to display the Ti\Y CODE:, DESC:r~wrwr• .. !, 
G/l. .. /:J..CCUU , T''fF~·E, and Ut-.. StS, plus: 

Ui\RTE ~~~ ... . 
YE.ML .... . .1/10 

Enter the total dollar amount withheld from employees under 
this tax code for the current pay period. 

Enter the total dollar amount withheld from employees under 
this tax code for the current quarter. 

Enter the total dollar amount withheld from employees under 
this tax code for the current year. 

If you are adding a tax code, l·?[CORD 'JDET1 appears at the 
bottom of the screen. To define another tax code, go to Step 2. 
To quit adding tax codes, press (fj). 

27. [t .. E'TE THIS f~CCO}<'.D~} /(\J 

Press CY) to delete an existing tax code. !? DE u: iT D 
appears at the bottom of the screen. To delete another tax 
code, enter the three-letter abbreviation of the tax code you 
wish to delete. To quit deleting tax codes, press (ff). 
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Press if you do not wish to delete this tax code. To delete 
a different tax code, enter the three-Jetter abbreviation of the 
tax code you wish to delete. To quit deleting tax codes, press 
(ffJ. 

Press CD to inquire about the next tax code record. The next 
tax code is displayed. If there are no more tax codes to 
display, the cursor returns to E 1\i ·1r: I? i: U::. C r~. 

Press OD to quit inquiring about tax codes. The cursor 
returns to ENTER SELECTIC,f\i. 
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EARNINGS AND 
DEDUCTIONS 

Use 

Use this option to: 

• Record or change each Earning and/or Deduction applicable to 
any employee, excluding any taxes previously defined 

• Record or change the ledger account numbers to which each 
Earning and Deduction is posted 

• Record or change the basis upon which the Earnings and 
Deductions are calculated (hourly, fixed amount, percentage 
of gross wages, or amounts entered in time cards) 

• Define the taxes from which an Earning is exempt 

• Define whether a Deduction is taken before or after taxes are 
applied 

• Delete an Earning or Deduction 

• Display, without changing, an Earning or Deduction and its 
information 

Notes 

You may enter up to 30 Earning/Deduction codes, of which up to 10 
may be "Other" Earning and Deduction types. 

Earnings and Deductions may not be changed or deleted if they are 
currently being used in employee records. (See "Employee 
Maintenance," in this section, for an explanation of how earnings 
and deductions are used in employee records.) 
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"Other" Earnings are earnings that are taxable, yet not directly 
payable, to an employee. An example of Other Earnings is a stock 
purchase plan in which the company and the employee contribute 
to an employee's account for the purpose of buying company stock. 
The company's contribution is taxable income, yet the employee 
never receives direct payment of this income. 

Instructions 

Press([) for Ei\R IN S 1\f.J D UEDU C rnr,,: S at the System 
Setup/Maintenance Menu. Your screen shows: 

1. [f\iT~_r< ELECTION 

Press 00 to add an Earning or Deduction. 

Press CI) to change an existing Earning or Deduction. 

Press (![l to delete an existing Earning or Deduction. 

Press CI) to display, without changing, an Earning or 
Deduction and its information. 
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2. E/D CODE 

If you are adding or changing an Earning or Deduction, enter 
a two-character code by which the Earning or Deduction will 
be identified. This code is later used in employee n,cords. 

If you are deleting an Earning or Deduction, enter its 
identification code, and skip to Step 21. 

If you are inquiring about an Earning or Deduction, enter its 
identification code, and skip to Step 22. 

Use up to 15 characters to enter a description of the 
Earning/Deduction. 

Enter a five-character abbreviated description of the 
Earning/Deduction which will be displayed later with each 
employee using this Earning/Deduction. 

There are five types of Earnings and Deductions: 

Press CD to define this record as an Earning. 

Press Cl[) to define this record as a Deduction. 

Press CD to define this record as Tips or Meals. 

Press W to define this record as a Supplemental Earning. 
Supplemental Earnings are taxed at the Supplemental 
Earnings rate defined in System Definition. 

Press C!D to define this record as Other Earnings. 

6. GIL 1,,ccou rn 

This prompt appears after you specify the type of record. 
Enter the ledger account to which this Earning/Deduction 
should be posted. Earnings are debits, and Deductions are 
credits. If you chose Other Earnings (0) as the TYT E, enter 
both a credit and debit account number. 
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7. r::x: E f,j) p·r: FE Dt:: f;;\t .. 'T"f..\f.: 

If you defined this record as an Earning, press if it is 
exempt from federal tax or C!D if it is not exempt. 

If you defined the record as a Deduction, press CYJ to signify 
that it is deducted from wages before federal tax withholding 
is figured, or press OD or CENJJ..!O to signify that it is deducted 
after federal tax withholding is figured. 

If you defined this record as an Earning, press CTJ if it is 
exempt from FICA or OV if it is not exempt. 

If you defined the record as a Deduction, press l'O to signify 
that it is deducted from wages before FICA is figured, or 
press 00 or ~Nltftl to signify that it is deducted after FICA is 
figured. 

9. FD U EfV1P 

If you defined this record as an Earning, press CYJ if it is 
exempt from federal unemployment insurance or 00 if it is 
not exempt. 

If you defined the record as a Deduction, press C'O to signify 
that it is deducted from wages before FUI is figured, or press 
CID or (illIB) to signify that it is deducted after FUI is 
figured. 

If you defined this record as an Earning, press lY) if it is 
exempt from state tax or CJD it if is not exempt. 

If you defined the record as a Deduction, press CYJ to signify 
that it is deducted from wages before state tax withholding is 
figured, or press OD or ~N.TE8) to signi(y that it is deducted 
after state tax withholding is figured. 

If you defined this record as an Earning, press C'O if it is 
exempt from state unemployment insurance or CID if it is not 
exempt. 
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If you defined the record as a Deduction, press CYJ to signify 
that it is deducted from wages before SUI is figured, or press 
CID or (ENTER) to signify that it is deducted after SUI is 
figured. 

12. CJTY T /:.\X 

If you defined this record as an Earning, press CYJ if it is 
exempt from city tax or 00 if it is not exempt. 

If you defined the record as a Deduction, press CYJ to signify 
that it is deducted from wages before city tax withholding is 
figured, or press 00 or (ENTER) to signify that it is deducted 
after city tax withholding is figured. 

13. QTH ER 

If you defined this record as an Earning, press CYJ if it is 
exempt from other tax or 00 if it is not exempt. 

If you defined the record as a Deduction, press CYJ to signify 
that it is deducted from wages before "other" tax is figured, or 
press 00 or (ENTER) to signify that it is deducted after "other" 
tax is figured. 

14. 1vVOR!<t:RS/COfl/lP 

If you defined this record as an Earning, press CYJ if it is 
exempt from workers compensation or 00 if it is not exempt. 

If you defined the record as a Deduction, press CYJ to signify 
that it is deducted from wages before worker compensation is 
figured, or press 00 or (ENTER) to signify that it is deducted 
after worker compensation is figured. 

15. U1I_CUL/\T!Oi\lS: 
PCTiFl )(ED/HR/IN P( P/F/H/l J 

Press ® if this Earning/Deduction is calculated on a 
percentage of the employee's gross income. 

Press CD if the Earning/Deduction is calculated on a fixed 
amount. 

Press CID if the Earning/Deduction is calculated on an hourly 
basis. 
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Press aJ if the Earning/Deduction is calculated on a dollar 
amount you enter when figuring time cards. 

16. IVlAXlNl\.JIVl UrvllT 7 (Y/i\l) 

Press CY) if the Earning/Deduction has a maximum dollar 
limit, or press 00 if there is no maximum limit. 

17. TCT,-'ILS 
CURREf'JT 

If you are adding an Earning or Deduction, enter the total 
dollar amount that has been earned or deducted for this code 
for the current pay period. 

If you are changing or inquiring about the Earning or 
Deduction, the screen displays the amount earned or deducted 
for this code for the current pay period. You may not change 
this amount once you have processed a payroll. 

18. QU/\RTEl'.l 

If you are adding an Earning or Deduction, enter the total 
dollar amount that has been earned or deducted for this code 
for the current quarter. 

If you are changing or inquiring about the Earning or 
Deduction, the screen displays the amount earned or deducted 
for this code for the current quarter. You may not change this 
amount once you have processed a payroll. 

If you are adding an Earning or Deduction, enter the total 
dollar amount that has been earned or deducted for this code 
for the current year. 

If you are changing or inquiring about the Earning or 
Deduction, the screen displays the amount earned or deducted 
for this code for the current year. You may not change this 
amount once you have processed a payroll. 
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If you need to make changes to any information, press CY) 
and make your changes. If no changes are necessary, press 
llt). 

If you are adding an Earning or Deduction, i~ECOF:D /\ O[D 
appears at the bottom of the screen. To define another 
Earning/Deduction, go to Step 2. To quit adding Earnings and 
Deductions, press Cti). The cursor returns to E ~J TE R 

ELEc·r10N. 

If you are changing an existing Earning/Deduction, REC O !? 
CH/,, :'JG [ appears at the bottom of the screen. To change 
another Earning/Deduction, enter the two-character code for 
the record you wish to change. Press (Ij) to quit changing 
Earnings and Deductions. The cursor returns to ENT E 
SE ECTION. 

21. DELETE THlS RECORD 1 

Press CY) to delete an Earning/Deduction. f< ECO Fi D DC L 
appears at the bottom of the screen. To delete another 
Earning/Deduction, enter the two-character code for the 
record you wish to change. 

Press Ctil to quit deleting Earnings and Deductions. 

22. DISPL/\Y \~~~:X:T R:ECOkD? 

To inquire about the next Earning/Deduction record, press 
('f_J. The next record is displayed. If there are no more 
Earnings and Deductions to display, the cursor returns to 
EN.TE i~ El .. ECTION. 

•· (.,, 

To quit inquiring about Earnings and Deductions, press CID. 
The cursor returns to E :\Jr U< SE! . en Dr-I. 
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EMPLOYEE 
CATEGORIES 

Use the E l'i' ,~, L YEE ::;,, r E (;() R i E'.•; option to: 

• Define, change, or display job categories into which your 
company's employees may fall 

• Define, change, or display ethnic race categories of your 
company's employees for reporting purposes 

• Define, change, or display workers compensation categories 
and rates of withholding, as well as the bases of the rates, 
either hours worked or a percentage of gross wages 

Notes 

The)Uf3 POSIT :'J and ETH l P.i\CF categories are used as a 
cross reference of employee position and race, which is required for 
EEOC reporting. 

149 

V 



V 
Instructions 

Press (ID for EMPLOYEE CATEGORIES at the System 
Setup/Maintenance Menu. Your screen shows: 

··•---------·-- JO[;; PGSITHJN -
6. 

4. 
5. 

.1. 
4. 

1. ElHE.Fl SELECTION 

s. 

1 ::--j:~(}U [ R[ l 

Press (CJ to add or change an employee category. 

Press (IJ to display, without changing, existing employee 
categories. 

Press (Ej) to return to the System Setup/Maintenance Menu. 

2. JOEl POS!T!ON 

Use up to 10 characters to enter a job category into which an 
employee will fall. Up to nine different job positions may be 
defined. Press (ENTER) to bypass a category. 

3. ETHNIC RACE 

Use up to 10 characters to enter an employee's ethnic race 
category. Up to five different race categories may be defined. 
Press (ENTER) to bypass a category. 
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4. \/VO R. l< E" F~ S i\il 

The bottom of the screen displays: 

~1,J·r ER B/.\~:~-\ !··1 
TV Pl~ 

Up to five different workers compensation rates may be 
defined. These rates are strictly an estimation of your 
company's workers compensation liability and are not posted 
to any ledger account. 

Type H (ENTER) if the rate is based on hours worked, and enter 
the dollar rate per unit at which the liability is calculated. If 
there is a maximum total limit for the year on earnings 
subject to workers compensation premiums, enter the limit. 
Type C (ENTER) if the maximum limit is a current one - that 
is, if the limit applies to one pay period. By setting a current 
limit, subject wages are determined by the current earnings 
for a given employee or the current limit, whichever is lowest. 
Type Y (ENTER) if the maximum limit is yearly, specifying that 
wages for a given employee are subject to premiums until 
those earnings reach the yearly limit. 

Press 00 if the rate is based on a percentage of gross wages, 
and enter the percentage rate per dollar at which the liability 
is calculated. If there is a maximum limit on earnings subject 
to workers compensation premiums, enter the total limit for 
the year. Type C (ENTER) if the maximum limit is a current 
one, applying to one pay period. By setting a current limit, 
subject wages are determined by the current earnings for a 
given employee or the current limit, whichever is lowest. 
Type Y (ENTER) if the maximum limit is yearly, specifying that 
wages for a given employee are subject to premiums until 
those earnings reach the yearly limit. 

Press CD if any information needs correction. Use Cf) or CD 
to return to the area needing correction, and enter the proper 
information. If no changes are needed, press (]f). 

f"\ECORD ,\'.JDE or RECOFW ,·, i1hJGED appears at the bottom 
of the screen, and the cursor returns to F T R SE CC Tl D . 
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REPORT 
FORMATTER 

Use 

• Define, change, delete, display, or print formats for up to five 
different payroll reports based on information in employee 
records 

Notes 

When printing a report format, make sure that your printer is 
loaded with the correct width of paper for the format you are 
printing. 

If you plan to use an 80-column printer for printing formatted 
reports, do not enter headings or information past the * at the 73 
marker on the screen. 
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Instructions 

Press Ctl for :~: E PC IF r R 1\/1 ,1.; i l E at the System 
Setup/Maintenance Menu. Your screen shows: 

ii '.: ,' 0 /1, :: 0 /' T [ 'rt_ 

.-1 . 

• 4 • 

fl :~ 1• l 

The rows of dots and numbers signi(y column positions you will use 
in setting up the position of data on a report. Each dot represents 
one column, with 1 representing the 10th column position, 2 
representing the 20th column position, and so on. 

Press CA) to define a report format. 

Press C~ to change an existing report format. 

Press (]J to delete an existing report format. 

Press CI) to display, without changing, an existing report 
format. 

Press W to print an existing report format. 

If you are adding or changing a report format, enter an 
identifying number, 1-5, for this report format. 
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If you are deleting an existing report format, enter the 
identifying number of the format you wish to delete, and skip 
to Step 9. 

If you are inquiring about a report format, enter the 
identifying number of the format you wish to display, and 
skip to Step 10. 

To print a report format, enter the identifying number of the 
format you wish to print, and skip to Step 11. 

3. F<EP:.'JRT N1\iVlE 

Use up to 15 characters to give the report a name. This name 
appears at the top of each page of the report when you 
actually use it. 

An additional line appears toward the center of the screen: 

~) T ;..\ E V\/ 0 F< ':<. F 2 ~: [ !Vi F' L .. I 3 ·.-.-· E !Vi L., ;·,.J /\ l\/i [ 

Type 1 (ENTER) to list the report information in order of the 
states in which employees work. 

Type 2 cmrEID to list the report information in order of 
employee identification numbers. 

Type 3 (ENTER) to list the report information in order of 
employee names. 

5. Use up to 120 characters to enter a heading line. This line 
can contain several category headings, spaced throughout the 
120 character line. If you reach the edge of the screen before 
you finish typing the heading line, the heading line changes 
to display: 

,,.," .... 7 .. ><,.,.,.,,,1:L ..... ".9.,,., ... 10 ....... l,. ... 12 
.? ... , ...... 2 ... ,,..... . ... HL ..... 1 ....... L:: 

Continue typing the heading line, pressing (ENTER) when the 
line is completed. 
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6. Fl.!..t: 

A new line appears toward the center of the screen: 

Type 1 (ENTER) to display 18 possible :.E Pl~ H l items 
available for use on the report and the number of character 
spaces each item uses when the report is printed: 

L. NP,.!\;][ 13. \VOl~I< ST/\ t: L~·~ 

1.~:,. 'f/ 1 COfJP CDE ~)1. 

11. ST/-.\T[ \ F:[~)) 02 10. Fi'.EV'iF:\\i DTE t'.Jf; 

I"EL[Pl .. ·101~[ 1>~ 

Type 2 (ENTER) to display 18 possible S i<'I TU S items available 
for use on the report and the number of character spaces each 
item uses when the report is printed: 

10 
crv:;; /\l'J.JS 1vJ 

0/ 

lL T/c..XCD 
1,g, .c:. CDl: 

Type 3 (ENTER) to display nine possible CU I'-< 2. ~· H \ST Ci PY 
items (shown below) available for use on the report and the 
number of character spaces each item uses when the report is 
printed. 

Type 4 (ENTER) to display nine possible Q :l, rn Li~ i S , 0 RY 
items (shown below) available for use on the report. 

Type 5 (ENTER) to display nine possible Y f: /\ R H ST f~ Y items 
(shown below) available for use on the report. 

Ei\1Pl-✓ FICA 10 

?.. cor/lP ~-IC/\ 

3. 13 
4_ ST, (~ROSS 1 ~-

s. S lJ 
FUl \/Vt-\GES 

S 1 
8, OTHER \N/H "JD 

\JV/COMP 'vV/H 
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This prompt appears at the bottom of the screen, beneath the 
available data items. From the list of available items, enter 
the number for the item you wish to use on the report. You 
may use up to 15 items on one report. 

To delete an item from a report, type its data number. Its 
position on the report is displayed. Enter 0 for the new 
position, and the item is deleted from the report format. 

8. PO:,l rr 1\1 

Enter the column number at which you want the data 
selected in Step 7 to appear on the report. Use the dots and 
numbers at the top of the screen as a scale for determining 
the column numbers. 

The description of the item you choose appears below the 
scale, with asterisks to fill in the number of characters 
required for the item. You must leave at least one space after 
the end of an item before positioning another item next to it. 
For example, if a data item ends at position 36, the next 
available column position is 38. 

After you enter a pmiition, the cursor returns to D/\ 
t-i u :,;:El~- . To enter more items to appear on the report, return 
to Step 7. 

To quit entering data items from the file you selected in Step 
6, press (£2). The cursor returns to Fi LE . To choose more 
information to print on the report, return to Step 6. 

To end formatting of this report, press (£2). 

If you are adding a report, the report format is stored, and the 
bottom of the screen displays 1? F' CJ R : /-",;)DE D . 

If you are changing a report, the changed format is stored, 
and the bottom of the screen displays i'-;!:: l'DRT i~:'\!\i EL' 

The cursor returns to Rl:PO!H . To format or change 
another report, return to Step 2. To quit formatting reports, 
press (fj). 
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10. 

The screen displays the report format you specified. To delete 
this report format, press (YJ. 'fo cancel deletion of the report, 
press OD. The cursor returns to f::YORT !1JO. 

To continue deleting report formats, go to Step 2. To quit 
deleting report formats, press ill). 

The screen displays the report format you specified. To view 
the next report format, press CY). When there are no more 
report formats to display, ENDO,' REPORTS is displayed at 
the bottom of the screen, and the cursor returns to ;: hi T F H 

ELECTJON. 

To quit inquiring about report formats, press (}[). The cursor 
returns to i\i T E f? S E L t. C TIO l'i. 

To print the report format you specified, make sure that your 
printer is properly connected and on line. Press CY) to begin 
printing. When printing is complete, the cursor returns to 
Rf:-:POR.: 1\iO. To print another report format, go to Step 2. To 
quit printing report formats, press Ctl). 

If you decide not t-0 print this report format, press OU. The 
cursor returns to i-;f_:POF;T NO. To print another report format, 
go to Step 2. Press Ct1) to quit printing formats. 

157 

V 



V 
EMPLOYEE 
MAINTENANCE 

Use 

Use the Employee Maintenance option to: 

• Record each employee's name, I.D. number, and Social 
Security number 

• Record demographic, pay status, and Earning/Deductions 
information for each employee 

• Change, delete, or examine any employee information already 
on file 

Notes 

H✓I L.OYf.t /1.11,; N r: consists of four entry screens: one for 
entering employee names, identification numbers, and social 
security numbers, one for entering demographic information, one 
for entering an employee's pay status information, and one for 
entering an employee's Earnings/Deduction informatio,n. 

When you assign employee I.D. numbers, employee numbers 1-9 
should be entered as 01-09 to assure that records are stored in the 
correct order for inquiry. You may enter up to 80 employee records. 

When you are inquiring about employee records, the D l S fl Li\ Y 
f::<T SCF<EEi''7 and ,:,f'LA ~:E>CT RECGiW:' questions appear at 

the bottom of the screen in each of the three sections of the record 
(Demographics, Pay Status, and Earnings/Deductions). Follow the 
instructions below in Steps 4 and 5 each time you see either of 
these questions. 

You may not change or delete employees if they have "active" time 
cards (time cards created during the processing of a payroll). See 
"Time Card Entry," in this section, for an explanation of active 
time cards. 
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Instructions 

Press CID for C !v1 Pi_ 0 Y l: E i\Jl/-\ l E: i\J /,}J E at the System 
Setup/Maintenance Menu. Your screen shows: 

rn!.t: .. , :r- .• 
t~Al'l[ •.• , • '. 

1. ENllf~ E.LECTlON 

Press CA) to add an employee record to the file. 

Press a] to change information about an employee already 
on file. 

Press OD to delete an employee's record. 

Press CI) to display, without changing, information about an 
employee. 

Press cm to return to the System Setup/Maintenance Menu. 

2. ::. iVi P !.. ii-

If you are adding or changing an employee record, enter the 
employee's company I.D. number, using two characters. The 
center of the screen displays \1 L , L '( I G Er.-: i:' L.O YE !C: 

fH:.COPD, after which the demographics section of the 
employee record is displayed. Go to the next section, entitled 
"Demographics.'' 
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If you are deleting an employee record, enter the employee 
LD. number. The center of the screen displays \/ ll"Yil\lG 
EMl'U){f:.E Rl:CORD, after which the demographics section of 
the employee record is displayed. Continue with Step 3. 

If you are inquiring about an employee record, enter the 
employee I.D. number. The center of the screen displays 

ERif'Vi C F.iV1P OYEE R.[CORD, after which the 
demographics section of the employee record is displayed. Go 
to Step 4. 

3. E i::T[ THIS r?Ecoi;:;[!;' Y [\; 

Press CYJ to delete all information about this employee. 
R !. CORD DELETED appears at the bottom of the screen, and 
the cursor returns to f:. f\l! f' L. J D #. 

Press 00 if you do not want to delete this employee's record. 
The screen clears, and the cursor returns to E iVI f' !. ... l D -#. 

To delete more employee records, return to Step 2. Press ®l 
to quit deleting employee records. 

4. DI ,, EXT SCREEhl? (V 

Press CYJ to display the next section of this employee record. 

Press 00 if you do not wish to see the next section of this 
employee record, and continue with Step 5. 

Press CYJ to examine the next employee record. The next 
employee record appears. When there are no more employee 
records to be displayed, E D Of PECO RDS appears at the 
bottom of the screen. The screen then clears, and the cursor 
returns to T~:R SELt-~CTl.01·,!. 

Press 00 if you do not want to examine the next employee 
record. The cursor returns to E i\1 r Ef,: ELF C r WI'·,. 
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Demographics 

Use 

Use the Demographics section of the screen to: 

• Record the social security number and name of an employee 

• Record various demographic information about an employee, 
such as address; phone number; birth date; dates concerning 
hiring, review, raise, and termination; and other information 

• Display, without changing, any demographic information 
already on file for an employee 

Instructions 

After you enter an employee I.D. number, these lines are added to 
the center of the screen: 

E:f\:10GF<1\PH!CS -·-
MlDRESS ................... -. .... . 
ClTY---ST/.\·; !::--7-1 P 
PHO~J E i\i U iVlBEF: ............ . 
Bit<TH DATE 
LI-\ST ::<E\/lF.\/\/ .. 

I ' , •• ,. • .,., •••• , I 

i I 

H[R[ P/\Tt ..... 
/,.:~ R/\!SE. . .............. I 

JOB POSF 10~J ........... . 
, f•Ji1 sr=x 1M'F) 

Press(IT)toreturnto E:.NTE Sf,.ECTlO . 

1. SOC. SEC .. # 

Enter the employee's social security number, including 
hyphens. 
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2. [\i ,/'; ''JI [: 

Enter the employee's name, using up to 30 characters. Type 
the last name, a comma, a space, the first name, a space, and 
the middle name or initial. Press (ENTER). 

Entering names in this order sets up customized reports 
(defined in the Report Formatter option) alphabetically by 
last name (if you specified the report to print in order of 
employee name_). This technique also assures that employee 
names print in the correct order (first name, middle initial, 
last name) on paychecks. 

3. i,DDRFSS 

Enter the employee's street address using up to 25 characters. 

4. ClT\.1 ST.J.\T[ .. z·ip 

Enter the employee's city of residence using up to 20 
characters. Next, enter a two-letter state abbreviation. 
Finally, enter the employee's zip code using up to 10 
characters. 

5. PHONE NUMF3ER 

Use up to 12 characters to enter the employee's home phone 
number, including the area code and any hyphens in the 
number. 

6. BIF!TH DATE: 

Enter the employee's birth date using two characters each for 
the month, day, and year. 

7. Hll·~F f)1\~I-[ 

Enter the date on which the employee was hired. 

Enter the date on which the employee was last reviewed for 
job performance. 
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9. uisT R.AJSE 

Enter the date on which the employee last received a salary 
raise. 

10. TERM. D.ATE 

Enter the date upon which the employee terminated 
employment. If the employee has not terminated, press (ENTER) 
to skip this line. 

11. ,JOR POS!l' ror~ 

Press a number key, 1-9, for the job position of this employee. 
Job positions were defined earlier, using the Employee 
Categories selection. See "Employee Categories;" in this 
section, for an explanation of job positions. 

12. f\/l/\RI"T1~.L ST/.\Tl.lS {S/fV!I 

Press (]J if the employee is single, separated, divorced, or 
widowed. Press CM] if the employee is married. 

13. SEX (iV!/F) 

Press CM] if the employee is male or CD if the employee is 
female. 

14. ElH!1!JCR4CE 

Press a number key, 1-5, for the ethnic race of this employee. 
Ethnic races were defined earlier, using the Employee 
Categories selection. See "Employee Categories," in this 
section, for an explanation of ethnic race categories. 

15. \1V/C0!\11P c:_Ass 

Press a number key, 1-5, for the workers compensation 
classification of this employee. Workers compensation 
categories were defined earlier, using the Employee 
Categories selection. See "Employee Categories," in this 
section, for an explanation of workers compensation 
categories. 
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Enter the city in which the employee works using up to 10 
characters. 

17. \VCR ':;l"i\T 

Enter a two-letter abbreviation for the state in which the 
employee works. This abbreviation must be identical to one of 
the three codes you defined in System Definition. Blank 
spaces are not accepted. 

If you are adding or changing an employee record, continue 
with the next section, "Pay Status." 

Pay 
Status 

Use 

Use the Pay Status screen to: 

• Record an employee as active or inactive on the payroll 

• Record whether the employee receives and reports tips 

• Record the frequency at which the employee is paid 

• Record tax information, such as the tax code under which the 
employee's taxes are calculated, the number of exemptions 
and dependents claimed, any adjustments to taxes deducted 
from the employee's wages, and any exemptions from FICA, 
FUI, SUI, or other taxes 

• Display, without changing, any pay status information 
already on file for an employee 
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Instructions 

After you complete the Demographics information for an employee, 
the center section of the screen changes to display: 

/i. Y S f /J. T .:, 
ST,\TUS TI f)S 

!.TY F.!C 
Ti~.X CODE ............ .. 
;¥-•EX P .. ., ....... .. 

#··DE=:Pi\!D "•·•-••'••·••·••· 
$·/\DJ UST .......... . 
i>C RED l 1 ........ . •f; ·''; ,,:,; ·k ·/-: .:;,. 

~<,·C·i<EDf.·1 .......... ,, .. . 

EMPT FF?.,)M FJCA. UI. S l. OTHER .. 

Press 1B) if you wish to return to the Demographics section of the 
employee record. 

1. ST/~ .. TUS (/1,/:!) 

Press C!) if this employee is on the active payroll. Press (JJ if 
the employee is inactive (such as terminated or on leave of 
absence). 

Press CY) if the employee receives and reports tips, or press 
00 or (ENTER) if the employee does not receive tips. 

3. P.f.;,Y f~CQUENC•i 

Enter the number of times per year that the employee is paid. 

4. rAX CODr: (under '-EDFfU.1.L column) 

Enter the three-character federal tax code for this employee. 
Federal tax codes were defined earlier, using the Tax Codes 
and Tables option. Press (ENTER) if this employee does not pay 
federal withholding tax, and go to Step 7. 
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Enter the number of exemptions claimed by this employee for 
federal tax withholding using either one or two characters. 

6. EXTR/\ TA.X 

Enter the dollar amount of any extra money the employee 
wishes to have deducted from wages for federal withholding. 
If the employee does not want extra money withheld, press 
(ENTER) to bypass this line. 

7. /1..X CODl' (under STATE column) 

Enter the three-character state tax code applicable to this 
employee. State tax codes were defined earlier, using the Tax 
Codes and Tables option. 

Press (ENTER) if there is no state tax. Go to Step 14. 

8. #-EX[!\JIP 

Enter the number of exemptions claimed by this employee for 
state tax withholding. 

9. #-DE N 

Enter the number of dependents if this state uses a different 
calculation rate for dependents. Otherwise, press (ENTER) to 
bypass this line. 

10. $-ADJ ST 

Enter the dollar amount to add to or subtract from this 
employee's taxable wages for determining tax table income, or 
press (ENTER) to bypass this line. If you enter an amount to 
subtract from an employee's income, enter the amount plus a 
minus sign (G). 

11. $-CREDlT 

Enter the dollar amount to subtract from this employee's 
calculated state tax for tax credit. Press (ENTER) to bypass this 
line. 
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12. FH'.DlT 

This line lets you enter a further tax adjustment after 
$ C EDP has been subtracted from the calculated state tax or 
in place of$ C PF D l T. Enter the percentage rate of tax credit 
to be subtracted from the calculated state tax. Press (lliJ_(!l) to 
bypass this line. 

13. EXTR1\ TJ\)< 

Enter the dollar amount of any extra money the employee 
wishes to have deducted from wages for state withholding per 
pay period. If the employee does not want extra money 
withheld, press (f.N.IIB) to bypass this line. 

14. Ti\>( CODE (under CiTY column) 

Enter the three-character city tax code for this employee. City 
tax codes were defined earlier, using the Tax Codes and 
Tables option. 

Press CEJiTER) if there is no city tax. Go to Step 21. 

15. #-E)<EM 

Enter the number of exemptions claimed by this employee for 
city tax withholding. 

16. #-DEPf',lD 

Enter the number of dependents if this city uses a different 
calculation rate for dependents. Otherwise, press (ENTER) to 
bypass this line. 

17. ii /\DJ UST 

Enter the dollar amount to subtract from this employee's 
taxable wages for determining tax table income, or press 
(ENTEH) to bypass this line. 

18. :£-CR.E 

Enter the dollar amount to subtract from this employee's 
calculated city tax for tax credit, or press Cfil!TJB) to bypass 
this line. 
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This line allows you to enter a further tax adjustment after 
$--C 1;; ED l T has been subtracted from the calculated city tax. 
Enter the percentage rate of tax credit to be subtracted from 
the calculated city tax. Press (ENTER) if you wish to bypass this 
line. 

20. EXTR/\ T!\X 

Enter the dollar amount of any extra money the employee 
wishes to have deducted from wages for city withholding. If 
the employee does not want extra money withheld, press 
(ENTER) to bypass this line. 

21. CODE (under EiC column) 

Enter the EiC· code if this employee has filed for advanced 
earned income credit. EIC codes were defined earlier, using 
the Tax Codes and Tables option. 

If the employee has not filed for advanced earned income 
credit, press (ENTER) to bypass this line. 

22. iXEi,/lPT FVi:OM FIC/\ 

Press CY) if this employee is exempt from FICA. Press OD or 
CEIDIRl if the employee is not exempt. 

23. FU! 

Press CY) if this employee is exempt from federal 
unemployment insurance. Press OD or (m.E.Rl if the employee 
is not exempt. 

24. SUI 

Press CY) if this employee is exempt from state 
unemployment insurance. Press OD or (ENTER] if the employee 
is not exempt. 
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25. ()TH EP 

Press CY) if this employee is exempt from other state tax. 
Press 00 or (ENTER) if the employee is not exempt. 

Continue with the next section, "Earnings/Deductions." 

Earnings/ 
Deductions 

Use 

Use the Earnings/Deductions section of the employee record to: 

• Record or change Earnings and Deductions for an employee 

• Display, without changing, any Earnings and Deductions 
already on file for an employee 

Notes 

Any taxes you entered in the Pay Status section of the employee 
record are shown on the screen as Deductions. You may not change 
them in this section - return to the Pay Status section to change 
any tax information in an employee record. 

You may delete an Earning/Deduction category from an employee 
record (by using the space bar) only if it has not been used during 
the payroll year. If the category has been used, the rate may be 
changed, but the category cannot be deleted. 

If an Earning or Deduction that you apply to an employee is 
defined as an "input" type (an earning or deduction whose dollar 
amount is entered during payroll calculation), enter only the 
Earning/Deduction code and frequency cycle. Remaining 
information is entered during normal payroll processing in time 
card entry. 
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When you enter the frequency cycle for an Earning/Deduction, only 
the frequency you specify is used both in time card entry and in 
actual payroll calculation. 

If you set up an employee Earning as a "percentage" type, Payroll 
considers all earnings defined before the percentage entry as valid 
wages. Any percentage-type earnings should be positioned as the 
last Earning entry on the screen. 

Instructions 

After you complete the Pay Status section of the employee record, 
the center section of the screen changes to display: 

l. 

6. 
7 

8. 

EIAF;:·JINGS ··· 
1. 
;;, 

l. 
4. 

(,. 

9. 

- DEDUCT ONS 

Ei\iTf:R E/D CODE 

Also displayed are all taxes you entered in the Pay Status section 
of the employee record. 

Press CU) if you wish to return to the Pay Status section of the 
employee record. 

1. ~JT R EID CODE 

The cursor is at Line 1 in the E/.1. R fJI NG S column. Enter a 
two-character Earnings code that applies to this employee. 
Earnings were defined earlier, using the Earnings and 
Deductions option. 
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2. ENTEF: /.:.MOlHH 
ENTER PERCENTt\GE 

UHE HOURLY R.t.H: 

The bottom of the screen displays one of the above messages, 
depending upon the Earnings code you entered in Step 1. 

Enter the correct amount or percentage. 

This message appears at the bottom of the screen only if the 
earning you specified has a maximum limit. If the earning 
has a maximum limit, enter its dollar amount. 

A frequency cycle is assigned a code, 1-9, to specify that this 
earning is applied to an employee "x" times per year. 

Enter the frequency cycle, 1-9, as determined during 
conversion, to specify that this employee will have this 
particular earning applied "x" times per year. 

For instance, if this earning is an employee bonus, to be given 
the employee once per year, and you decided that the 
frequency cycle code of "4" should mean "once per year," enter 
4 in this line. 

After you enter a frequency cycle, continue entering any 
earnings by returning to Step 1. You may enter up to nine 
earnings for each employee. If you do not use all nine 
available lines for Earnings, press (ENTER) until the cursor 
moves to the DEDUCT iO NS column. 

5. [~JTER EID CODE 

The cursor is at the first available line in the D f: DU r 1 1.; S 
column. Enter a two-character ded.uction code that applies to 
this employee, other than the deductions already displayed. 
Deduction codes were defined earlier, using the Earnings and 
Deductions option. 
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6. E. TE(~ /\!VIOU\\)T 
E!~TEF: PEF,CENTAGE 
ENTEF?. HUUF(LY F:i\T'E 

One of the above messages is displayed at the bottom of the 
screen, depending upon the deduction code you entered in 
Step 5. 

Enter the correct amount or percentage. 

This message appears at the bottom of the screen only if the 
deduction you specified has a maximum limit. If the 
deduction has a maximum limit, enter its dollar amount. 

8. EN Er~ FfH:QUENCY CYCi_E 

This message appears at the bottom of the screen. A 
frequency cycle is applied to deductions as well as to earnings 
to specify that the deduction is taken "x" times per year. 

Enter a frequency cycle code, 1-9, as determined during 
conversion, to specify that this employee will have this 
particular deduction applied "x" times per year. 

For instance, if this deduction is an employee contribution to 
a charity, to be applied once per month, and you decided that 
the frequency cycle code of "2" means "once per month," enter 
2 in this line. 

When all earnings and deductions are added or changed, the 
bottom of the screen shows R EC Of;; D t, DD E D or F: F CO ~rn 
Ciii\t~(;ED. To add or change more records, return to Step 2 in 
the introductory instructions for "Employee Maintenance." 
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Use 

Use the E~11PLO'{Ef' HJSTOf,"f option to: 

EMPLOYEE 
HISTORY 

• Record or change all amounts earned or deducted in each 
Earning/Deduction category during the current pay period, 
current quarter, or current year, for each employee 

• Display, without changing, historical Earning/Deduction 
amounts for each employee 

Notes 

FMFLTYf:E HISTORY consists of three screens: one for entering 
current Earning/Deduction amounts for an employee, one for 
entering quarterly Earning/Deduction amounts, and one for 
entering yearly Earning/Deduction amounts. 

When you are inquiring about historical information, the DJS F Li\ Y 
1\! F .. ><T SCHEE N? and D·IS F' i./\ f',1 E.1<T \'.( ECO l~D? questions appear at 
the bottom of the screen in each of the three sections of the record 
(Current History, Quarter History, and Year History). Follow the 
instructions below in Steps 3 and 4 each time you see either of 
these questions. 

Historical information cannot be changed once a payroll has been 
processed. 
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V 
Instructions 

Press (ID for Hv1PLC)YEE HISTORY at the System 
Setup/Maintenance Menu. Your screen shows: 

E.MPL, l'U 1"., 
Nt,ML ...... ,. 

1. tJTER SELECnor~ 

Press a] to record or change historical Earning/Deduction 
information for an employee. 

Press CT) to display, without changing, historical 
Earning/Deduction information. 

Press (EJ) to return to the System Setup/Maintenance Menu. 

2. EMPL. ID I/ 

If you are recording or changing historical information, enter 
the two-character employee I.D. number. VEF<IFYlf~ 
E PLOYf:E ?ECOFd) appears along with the name and social 
security number of the employee, after which the Current 
History section of the record is displayed. See the next 
section, "Current History." 

If you are inquiring about historical information, enter the 
two-character employee I.D. number. E f~i FYH,i G i::' i\/i PLOY EE 
F.ECORD appears with the employee's name and social 
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security number, after which the Current History section of 
the record is displayed. 

3. DlSPLA"Y NtXT SCREC:f\"? (Y/l\!) 

Press CD to see the next section of the historical record. 

Press OD if you do not wish to see the next section of the 
record. Continue with Step 4. 

4. DISPLAY. NEX.T RECORD? Y/f,j 

Press CY) to examine the historical information in the next 
employee record. The Current History section of the next 
record appears. When there are no more historical records to 
be displayed, E !~ D OF RECORDS appears at the bottom of the 
screen. The screen then clears, and the cursor returns to 
E SEUJ.TfON. 

Press OD if you do not wish to see the next record. The cursor 
returns to E ;"~ T ER SE LECTlOi✓• 

Current 
History 

Use 

Use the Current History section of the record to: 

• Change or review Earning/Deduction amounts in the current 
pay period for an employee 
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Instructions 

After you enter an employee I.D. number, these lines are added to 
the center of the screen: 

~::/\RNING #1 
E/\Rl\lING #:! 
E,L'-RNI G #;;3 

E.t~.RNfr,JG l/:5 

I:ARF"J1!1J(; #6 

HlSTOR 
DEDU(:TJON #1 

DEDUCTlO[\i #? 
DEDUCT!Clf1: #3 
DEDUCTlOfll #-'l 
DEDL;r:TIOhl #5 
DEDUCTION #6 

DEUUC rrnN #7 

DEDUCT lON #8 
DEDUCTT011J 1¥-9 

r 'TFR TCT/\!_ DCL/ __ ;\R~~ 

ST\VC 
CTY\VG 
F!Ci\W 
CFIC/\ 
FUiWC, 
s u:vvG 
V/CO~;; P 
OTHF~ 

Press (fl) if you wish to clear the screen and return the cursor to 
E!\i'T R SCLE.CTJO . 

The above screen shows [/\RN l ~,]r; Df: DU CT lON #1, F t,J l f~G 
and so on. The actual titles you should see are the Earnings 

and Deductions you applied to this employee when you used the 
Employee Maintenance option. 

f- D •NG is the amount of wages taxable by the federal government. 

~;T\f✓ C is the amount of wages taxable by the state. 

C fY'vVG is the amount of wages taxable by the city. 

i" 1 Ct\V/ is the amount of wages subject to FICA deduction for this 
employee. 

Cf' C is the amount of wages for this employee upon which your 
company's FICA contribution is based. 

!- U iWC is the amount of wages subject to Federal Unemployment 
Insurance for this employee. 

SU l WG is the amount of wages subject to State Unemployment 
Insurance for this employee. 
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V;JCOMP is the number of hours or amount of wages for this 
employee upon which your company's workers compensation 
liability is calculated. 

CT H ER is the number of hours or amount of wages subject to other 
state taxes for this employee. 

1. Ei\i ER TOTJ\L DOLLARS 

For each Earning/Deduction displayed, enter the total dollar 
amount earned or deducted for this employee for the current 
pay period. Press (ENTER) to bypass a line if it requires no 
changes. If there is no entry for a line, pressing (ENTER) tells 
the system to record 0 for the amount in that line. 

2. unrn T01/-,L HOURS 

This message appears each time you enter an amount for an 
Earning displayed. If you want to enter a specific number of 
hours, type the number of hours worked and press (ENTER). 
Entering hours is used in situations such as workers 
compensation categories based upon the number of hours 
worked. 

After you enter an amount for OTHER (or bypass the line), the 
Quarter History section of the record is displayed. Go to the 
next section, "Quarter History." 

Quarter 
History 

Use 

Use the Quarter History section of the record to: 

• Change or review Earning/Deduction amounts in the current 
quarter for an employee 
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Instructions 

After you enter an amount in the OTHER line of the Current 
History section of the record, the center section of the screen 
changes to display: 

________ , 
-QUARTER HISTORY - -

EARNING #1 DEDUCTIOf\J #1 FEDWG 
EARNING #2 DEDUCTION #2 STWG 
EARNING #3 DEDUCTION #3 CTYWG 
EARNING #4 DEDUCTION #4 FICAW 
EARNING #5 DEDUCTION #5 CFICA 
EARNING #6 DEDUCTION #6 FU!WG 
EARNING #7 DEDUCTION #7 SUIWG 
EARNING #8 DEDUCTION #8 WCOMP 
EARNING #9 DEDUCTION #9 OTHE.R 

ENTER TOTAL DOLLARS 

Press (II) if you wish to return to the Current History section of the 
record. 

The above screen shows EARl\ilf\!G #1, DEDUCTION #1, EARNING 
#2, and so on. The actual titles you should see are the Earnings 
and Deductions you applied to this employee when you used the 
Employee Maintenance option. 

FED W G is the amount of wages taxable by the federal government. 

STWG is the amount of wages taxable by the state. 

CTYWG is the amount of wages taxable by the city. 

FICAW is the amount of wages subject to FICA deduction for this 
employee. 

CFICA is the amount of wages for this employee upon which your 
company's FICA contribution is based. 

FU IWG is the amount of wages subject to Federal Unemployment 
Insurance for this employee. 

SU!WG is the amount of wages subject to State Unemployment 
Insurance for this employee. 
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WCOM is the number of hours or amount of wages for this 
employee upon which your company's workers compensation 
liability is calculated. 

OTHER is the number of hours or amount of wages subject to other 
state taxes for this employee. 

1. Ef\lTER TOTAL DOLLARS 

For each Earning/Deduction displayed, enter the total dollar 
amount earned or deducted for this employee during the 
current quarter. Press (ENTER) to bypass a line if it requires no 
changes. If there is no entry for a line, pressing (ENTER) tells 
the system to record 0 for the amount in that line. 

2. rnTER TOTAL HOURS 

This message appears each time you enter an amount for an 
Earning. If you want to enter a specific number of hours, type 
the number of hours worked and press (ENTER). Entering hours 
is used in situations such as workers compensation categories 
based upon the number of hours worked. 

After you enter an amount for OTHER (or bypass the line), the 
Year History section of the record is displayed. Go to the next 
section, "Year History." 

Year 
History 

Use 

Use the Year History section of the record to: 

• Change or review Earning/Deduction amounts in the current 
year for an employee 
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Instructions 

After you enter an amount in the OT ER line of the Quarter 
History section of the record, the center section of the screen 
changes to display: 

E1\R1,J 1% #l 
E.ARN!NG #2 
EARNING #3 
El-1RNINC #4 
EARflJ!NG #5 
EARNING ://:6 
E.P1 Rf~ I f,J G #7 

EARN! G #8 
E.AfH-JlNG #9 

DEDUCTION#;) 

EDUCTION #3 
DEDUCTlON #4 
DEDUCTION #.5 
DE:DU #6 
DED CTfO~J 1/.7 

E UCT!Ol\i 11-8 
D[DUC fIOf\A #9 

Ef~TER TOTA,L DOLLARS 

FEDVVG 
STVV'G 
CTYVJG 
FlCA\1\/ 
CFlC/-1 
FU!WG 
SUJVI/G 
1/v' CO J\/l P 

Press cm if you wish to return to the Quarter History section of the 
record. 

The above screen shows EAR\J I\IC #1, DE CTIO,·J #1, EJ\RNI\/G 
//;2, and so on. The actual titles you should see are the Earnings 
and Deductions you applied to this employee when you used the 
Employee Maintenance option. 

ED 'NG is the amount of wages taxable by the federal government. 

'.STV/G is the amount of wages taxable by the state. 

CTVVVG is the amount of wages taxable by the city. 

l Ci-Wei is the amount of wages subject to FICA deduction for this 
employee. 

CF IC A is the amount of wages for this employee upon which your 
company's FICA contribution is based. 

U \NG is the amount of wages subject to Federal Unemployment 
Insurance for this employee. 

SU I \/VG is the amount of wages subject to State Unemployment 
Insurance for this employee. 
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WCI) !Vi F' is the number of hours or amount of wages for this 
employee upon which your company's workers compensation 
liability is calculated. 

GTH F P is the number of hours or amount of wages subject to other 
state taxes for this employee. 

For each Earning/Deduction displayed, enter the total dollar 
amount earned or deducted for this employee during the 
current year. Press (ENTER) to bypass a line if it requires no 
changes. If there is no entry for a line, pressing (ENT® tells 
the system to record (I) for the amount in that line. 

2. t:i~TER TOT.L\L HOURS 

This message appears each time you enter an amount for an 
Earning displayed. If you want to enter a specific number of 
hours, type the number of hours worked and press (ENTER). 
Entering hours is used in situations such as workers 
compensation categories based upon the number of hours 
worked. 

If you are entering or changing historical information, the 
bottom of the screen displays fi.ECC:iW CHA GED after you 
enter an amount for OTHCft (or.bypass the line). The screen 
then clears, and the cursor returns to E !V1 PL.. i D #. 

To record or change historical information for another 
employee, type the employee's I.D. number, and return to the 
section entitled "Current History." 

Press (D) to quit recording or changing historical information 
for employees. 
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V 
PAYROLL 
MAIN MENU 

Use 

Use the Main Menu to access all functions needed for your normal 
payroll processing and to run payroll reports for your company. 

Instructions 

To display the Main Menu after turning on the computer, follow 
the instructions under "Loading Payroll, Regular Use," in the 
Overview of this section. The screen shows: 

PAYkVLL 
MA{N MEriiU 

I. PP,YR.OLL PROCtSSING 

2. PA.nwu. Rl:PORTS 

f-'UdOD SUMMARY 

1. E.r~TER SELECTION 

To run Payroll, press the number key corresponding to the 
selection you want. 

Press CE]) if you wish to return to Tr~SDOS Ready. 
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Use 

PAYROLL 
PROCESSING MENU 

Use the Payroll Processing Menu to: 

• Record an employee's actual hours and wages for this pay 
period 

• Run a time card register, showing time card entries for all 
employees being paid this pay period 

• Calculate the actual amount to pay each employee being paid 
this pay period 

• Enter manual checks for any employee at any time 

• Print an earnings register, showing the exact amount each 
employee is paid and the total amount of each employee's 
earnings and deductions 

• Print paychecks 

• Update all payroll records for posting to Payroll's internal 
ledger or to General Ledger if you are using an integrated 
system 

• Print a posting recap of all entries for this pay period in the 
ledger 

Notes 

Before you begin payroll processing for a pay period, you should 
print a time card worksheet using the Payroll Reports Menu. After 
you complete the time card worksheet, use the Payroll Processing 
Menu to process payroll for your employees. For information on 
printing a worksheet, see "Time Card Worksheet." 
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The Payroll Processing Menu selections must be chosen in the 
order in which they appear on the screen when you process a 
payroll. Begin with the first selection, Tl ME C,f.\f~D ENTRY, and use 
the selections in order, one by one, until you have completed the 
last selection, PAYROLL lJ P Di\ TE.. 

Instructions 

Press CD for P/;YfWLl PROCESS.rnG at the Main Menu. Your 
screen shows: 

1. ENTER SELECTJOt✓ 

Press CD to record employee hours and wages for this pay 
period. 

Press (2J to print a register of all time card entries. 

Press (3) to calculate amounts to pay each employee. 

Press Cl) to enter manual checks. 

Press ® to print a register showing each employee's total 
earnings, deductions, and pay amount. 
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Press CID to print paychecks. 

Press CD to update payroll records and post to the general 
ledger. 

Press (IT) to return to the Main Menu. 

Time Card 
Entry 

Use 

Use the Time Card Entry option to: 

• Specify the employees to be paid, based upon the frequency 
rate you assigned each employee during System 
Setup/Maintenance 

• Record, change, delete, or display all earnings and deductions 
for employees having hourly rates of pay or specified as 
"input" types during System Setup/Maintenance 

Notes 

If you have already created time cards, you may add to the list of 
pay and earning/deduction frequencies. However, you cannot 
change the frequencies you have already entered. To reset these 
frequencies, you should complete the existing pay cycle through 
PAVFWLL UPDATE (option 7 on the Payroll Processing Menu) or 
choose the manual mode of Time Card Entry and delete all existing 
time cards. 

You are not required to enter the number of hours worked for fixed 
amount earnings. However, if you enter no hours, your Payroll 
Performance Report will not accurately reflect the actual number of 
hours worked by employees with fixed amount salaries or other 
fixed amount earnings. 

185 

V 



V 
Instructions 

Press CD at the Payroll Processing Menu for TIM E CARD ENT RY. 
Your screen shows: 

RE,11,D!NG VAL.ID EID CODES .. 

after which the following is displayed: 

:'A'( 8[ PA.l [) 

" 
ENTEi? EID fiU.QUE.NClES 

1. ? 5. 

1. MANUAL. OR AUTO TtME CARD ENTRY? (A/1111) 

Manual time card entry lets you display the time card for any 
employee and create, change, delete, or inquire about the 
employee's time card. Press 00 to activate the manual mode 
of Time Card Entry. 

Automatic time card entry makes Payroll search for and 
display time cards for employees to be paid this pay period. 
You can then enter appropriate information for the displayed 
employee's time card. Press CA) to activate the automatic 
mode of Time Card Entry. 

If you decide not to proceed with Time Card Entry, press (fl) 
to return to the Payroll Processing Menu. 
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2. ENTER PAY FREQUENCIES OF EMPLOYEES TO BE PAID 

This prompt lets you specify which employees are to be paid 
this period. You assigned each employee a pay frequency ( the 
number of times per year the employee is paid) during 
System Setup/Maintenance. Type up to five different pay 
frequencies for processing this period, pressing (ENTER) after 
each entry. If you do not use all five available entry spaces, 
type 0 CEN.tE.ID to move to the next line on the screen. 

3. ENTER EID FREQUnK!ES TO BE USED 

This prompt lets you specify which earnings and deductions 
should apply to this period's processing. You assigned each 
employee's earnings and deductions certain frequency codes 
(representing the number of times per year the 
earning/deduction is applied) during Employee Maintenance 
in System Setup/Maintenance. Type up to five 
earning/deduction frequency codes for processing this period, 
pressing (ENTER) after each entry. 

If you do not use all five available spaces, type 0 (ENTER) to see 
the next prompt. 

4. /1NY CHJ\f~GES? (Yml 

If any changes are needed in either pay or earning/deduction 
frequencies, press CD and return to Step 2. 

Press CID if no changes are needed. 

Automatic Time 
Card Entry 

Use 

Use the automatic mode of Time Card Entry to: 

• Make Payroll search for and display time cards for all 
employees with the pay frequencies you specified for 
processing this period 
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• Enter any time card information necessary for Payroll to 

correctly calculate amounts of earnings and deductions for 
each displayed time card 

Instructions 

If the first pay frequency you entered was not 0, you activated the 
automatic mode of Time Card Entry. After you press CID at ~i Y 

H.11.~Jt;ES? ( }, the screen shows: 

i:.MPL, 

f,1, j,J, 
0~·. 
~. !l. 

0•, "'· et,. :.,. 
06. Ei. 
i,17. )(,. 
¥\1, J..!' 
J'I, ,,], 

Also displayed is the employee I.D. number and name of the first 
employee to be paid, as well as the date you entered when you 
turned on the computer, The earnings and deductions for this 
employee are listed on the screen. If an earning or deduction does 
not apply to a particular employee, N1.1\ appears beside that 
earning/deduction. 

Type the date on which the pay period being processed ended. 
If all information on the screen is correct as is, press (!%1 after 
typing the pay period ending date, and go to Step 3. 
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If an earning or deduction that requires entering the number 
of hours to be credited or deducted appears (an earning or 
deduction that was defined as an "hourly" or "input" type), 
press (ENTER) after typing the pay period ending date, and 
continue with Step 2. 

2. ENTER ~.P.JlVlBtR OF HOURS 
ENTER DOLU\R ;\MOUNT 

One of these prompts appears at the bottom of the screen, and 
the cursor moves to this employee's first earning/deduction 
needing completion. Enter the number of hours or dollars to 
be credited to or deducted from this employee's pay for this 
earning/deduction. 

An earning or deduction defined as a "fixed amount" type 
needs neither the number of hours nor the dollar amount. 
Payroll automatically calculates fixed amount 
earnings/deductions. However, if you are keeping track of 
hours for other purposes, you may enter a number of hours 
for any earning. 

The cursor.moves to the next earning or deduction requiring 
an entry. Continue entering the number of hours or dollar 
amount for each earning or deduction. When no more entries 
are necessary, the cursor moves to the next prompt. 

3. E/D N 1\/lBER .. 0 •• 

The bottom of the screen displays: 

PRESS ur,ER IF NO EXCEPTION /-'li',10iJ[HS 

You can override Payroll's normal calculation of any earning 
or deduction for this employee. If you wish to enter a specific 
dollar amount for an earning or deduction instead of having 
Payroll calculate the amount normally, enter the number of 
the line on which the exceptional earning or deduction 
appears. You cannot enter exceptions for earnings/deductions 
that have !\i/A displayed with them. 

If there are no exceptions to normal payroll calculation of 
earnings and deductions for this employee, press ~. and 
go to Step 5. 
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4. EXCEPTIOl\i AMOLHJT .. 

The cursor moves to this prompt, and the bottom of the screen 
displays: 

ENTER DOLLAR AMOUNT 

Enter the dollar amount of the earning/deduction you 
specified as an exception. The amount appears beside the 
earning/deduction, with an E to note that it is an "exception." 
The exception amount you enter here applies only to this pay 
period. 

To enter another earning/deduction exception, return to Step 
3. Press (ENTER) to stop entering exceptions. 

5. ANY CHANGES? (Y/N) 

You can change entries on this employee's time card by 
pressing CY) to answer this question. The cursor moves to the 
PAY PERIOD ENDING DATE line. Press (ENTER) to skip lines 
needing no changes. To change any information previously 
entered, type the new information over the old, and press 
(ENIIID. 

Exceptions are changed by entering the line number for the 
exceptional earning/deduction and then typing the new 
exception amount (or 0 to erase the exception). 

If no changes are needed in this employee's time card entry, 
press 00. RECORD ADDED appears at the bottom of the 
screen, and the time card for the next employee to be paid 
appears. Return to Step 1 to continue entering time cards for 
employees. 

After you have entered the necessary information for all 
employees to be paid this pay period, you enter the manual 
mode of Time Card Entry. See the following section for 
instructions on manual time card entry. 
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Manual Time 
Card Entry 

Use 

Use the manual mode of Time Card Entry to: 

• Enter time cards for any employees who are not normally 
paid this pay period but who should receive a check for 
another reason 

• Change information on an existing time card 

• Delete an existing time card 

• Display, but not change, an existing time card 

Instructions 

If the first pay frequency you entered was 0 or if you finish using 
the automatic mode of Time Card Entry, the manual mode is 
activated. Your screen shows: 

TJME CARil Ll'ffRY 

E~P;.,, NI\Mf. 

I I 

E A :~ N I N (, .; D ( D '' C T i '.J N S 

01. HL 
1i. ll. 
0J. .l?. 
04. l.l. 
0,. 14. 
0(-i, 1;:,, 
01. lo. 
08. li'. 
09. 1-'L 

UD ~UMBER...... fXCO'i[,~ ,\~(,rn,n., 
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1. ENTEF~ SELECTION 

Press CA) to create a new time card. 

Press (CJ to change an existing time card. 

Press CID to delete an existing time card. 

Press CI) to display, without changing, an existing time card. 

Press cm to return to the Payroll Processing Menu. 

2. E !Vi F' ID # 

If you are adding or changing a time card, enter the 
identification number of the employee whose time card you 
want to create or change. 

The screen changes to display the employee's name and 
identification number, as well as the date you entered when 
you turned on the computer. The earnings and deductions for 
this employee are listed on the screen. If an earning or 
deduction does not apply to this employee, N/i\. appears beside 
that earning/deduction. Continue with Step 2. 

If you are deleting a time card, enter the employee 
identification number of the employee whose time card you 
want to delete, and go to Step 8. 

If you are inquiring about a time card, enter the employee 
identification number of the employee whose time card you 
want to display, and go to Step 9. 

3. f'b.Y PERH)D E Dl G Dil. E 

Type the date on which the pay period being processed ended. 
If all information on the screen is correct as is, press (f2) after 
typing the pay period ending date, and go to Step 5. 

If an earning or deduction that requires entering the number 
of hours to be credited or deducted appears, press ~ after 
typing the pay period ending date, and continue with Step 4. 
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4. f:NTER NUMBER OF HOUHS 
Ei'/TE.R DOLL!\F: ,\MOUNT 

One of these prompts appears at the bottom of the screen, and 
the cursor moves to this employee's first earning/deduction 
needing completion. Enter the number of hours or dollars to 
be credited to or deducted from this employee's pay for this 
earning/deduction. 

An earning or deduction defined as a "fixed amount" type 
needs no entry for hours or dollar amount. Payroll 
automatically calculates fixed earnings/deductions. 
However, to keep track of hours for other purposes, you may 
enter a number of hours for any fixed earning. 

The cursor moves to the next earning or deduction needing an 
entry. Continue entering the number of hours or dollar 
amounts for each earning or deduction. When no more entries 
are necessary, the cursor moves to the next prompt. 

5. U BER 

The bottom of the screen displays: 

PRESS [NTER lF NC) EXCEPTION ur-J 

You can override Payroll's normal calculation of any earning 
or deduction for this employee. If you wish to enter a specific 
dollar amount for an earning or deduction instead of having 
Payroll calculate the amount normally, enter the number of 
the line on which the exceptional earning or deduction 
appears. You cannot enter an exception for an 
earning/deduction that has Ni/\ displayed with it. 

If there are no exceptions to normal payroll calculation of 
earnings and deductions for this employee, press (ENTER), and 
go to Step 7. 

6. EX.CEP.f'10N Al\nOUNT .. 

The cursor moves to this prompt, and the bottom of the screen 
displays: 

ENTER DOL.L/\R t\lV!OUi\lT 

Enter the dollar amount of the earning/deduction you 
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specified as an exception. The amount appears beside the 
earning/deduction, with an E to note that it is an "exception." 
The exception amount you enter here applies only to this pay 
period. 

To enter another earning/deduction exception, return to Step 
5. Press (ENTER) to stop entering exceptions. 

7. Ail.JV HPd'JGES 7 (Y/l\.i) 

To change any entries on this employee's time card, press CO. 
The cursor moves to the PI\Y PERlOD Er~DlNG DA.TE line. 
Press (ENTER) to skip lines needing no changes. To change any 
information already entered, type the new information over 
the old, and press (ENTER). 

Exceptions are changed by entering the line number for the 
exceptional earning/deduction and then typing the new 
exception amount (or 0 to erase the exception). 

If the information on the screen is correct, press CID. Fl ECO FW 
ADDED or f~FCOfW CH.MJGED appears at the bottom of the 
screen, and the cursor returns to EM PL. l '~'- Return to Step 
2 to continue adding or changing time cards. 

To quit adding or changing time cards, press CEI). 

8. DELETE THIS RECORD 7 Ym 

The time card of the employee you requested appears on the 
screen. Press CO to delete this time card. The time card is 
deleted, and the bottom of the screen displays RECORD 
DE L.E TF D, after which the screen is cleared. The cursor 
returns to EM Pi.. JD #. 

If you do not wish to delete this time card, press CID. The 
screen clears, and the cursor returns to EMF L. t D #. 

To delete more time cards, go to Step 2. Press CEil to stop 
deleting time cards. 
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9. D!SPL,'\Y f~EXT RECORD? 'Ml 

The time card for the employee you requested is displayed. To 
display the next employee's time card, press CYJ, and go to 
Step 2. 

To quit displaying time cards, press CID. 

Time Card 
Register 

Use 

Use the Time Card Register option to: 

• Print a register showing all entries you made in Time Card 
Entry 

• Check your entries against the Time Card Worksheet you 
completed before using Time Card Entry 

Notes 

The Time Card Register shows only the entries you made in Time 
Card Entry, not calculated amounts of earnings and deductions. 
You should use it only to check the information in the computer 
against the information you filled in on the Time Card Worksheet. 

If information on the Time Card Worksheet does not match 
information printed on the Time Card Register, return to Time 
Card Entry. Correct any discrepancies between the two, using the 
manual mode of Time Card Entry. 

The Time Card Register requires that you use at least 132-column 
paper for printing or that you use the condensed printing option in 
System Setup/Maintenance. 

A sample Time Card Register may be found in Appendix D. 
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Instructions 

Press (2J at the Payroll Processing Menu for T1M C/\17.:D 
fl F G l STE f~ . Your screen shows: 

D E/D CC)DES .. 

Next, the screen changes to display: 

To print the Time Card Register, first make sure that your 
printer is properly connected to the computer and that it is 
on-line. The print head should align with the perforation at 
the top of the paper. Press (YJ. 

The Time Card Register prints, after which the Payroll 
Processing Menu is displayed. 

Press CID if your printer is not ready or if you do not want to 
print the Time Card Register. The Payroll Processing Menu is 
displayed. 
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To cancel printing in the midst of the Time Card Register, 
hold down (fl) until printing stops. The screen shows: 

PRlNTI G /i.-.BOR.TED 

Next, the Payroll Processing Menu is displayed. 

Payroll 
Calculation 

Use 

Use the Payroll Calculation option to: 

• Calculate paychecks for each employee that has an active 
time card 

• Print an Earnings Register showing the exact amount each 
employee is paid as well as all earning and deduction 
amounts for each employee 

Notes 

Be sure that you make backups of your Payroll data diskette (and 
General Ledger data diskette if you are interfaced) before you use 
this option. 

Payroll Calculation should be used only after you are sure that all 
employees to be paid have existing time cards. Refer to "Time Card 
Entry" for information on creating time cards. 

The Earnings Register that prints at the end of payroll calculations 
requires that you use at least 80-column paper in your printer. 

A sample Earnings Register may be found in Appendix D. 
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Instructions 

Press (I) at the Payroll Processing Menu for P 1\ YR CJ LL 
C/\l..CU LA TION. Your screen shows: 

This prompt appears on the screen. Press CY) to calculate 
payroll. Continue with Step 2. 

Press 00 if you do not want to calculate payroll. The Payroll 
Processing Menu is displayed. 

2. ENTER CHECi< DATE: XX;XXiXX 

XX:XX/XX represents the date you entered when you turned 
on the computer. Enter the date to appear on the printed 
checks. 

After you answer this question, the screen shows: 

PROCESSING F:fVlPLOYEt 10. _ .xx 

XX represents the employee identification number being 
processed. Payroll is calculating the amount of each 
employee's check for this pay period. Processing takes from 15 
to 45 seconds per employee. 
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3. Pf~ESS ENTER TO PRINT t<FGl:)TER 

This message appears when Payroll has finished calculating 
employee checks. Make sure that your printer is properly 
connected and on-line. The print head should be aligned with 
the perforation on the paper. 

When you are ready to print the Earnings Register, press 
(ENTER). The Earnings Register prints, after which the Payroll 
Processing Menu is displayed. 

For more information on the Earnings Register, see the 
section of the manual entitled, "Earnings Register." 

Manual Check 
Entry 

Use 

Use the Manual Check Entry option to: 

• Update employee and company records for checks written by 
hand to an employee 

• Change existing manual check entries 

• Delete existing manual check entries 

• Display, but not change, manual check entries and checks 
created during Payroll Calculation 

Notes 

If you enter manual checks and then calculate payroll before 
updating (posting), manual checks are deleted and are not posted. 
Make sure to update your records before you calculate payroll when 
manual checks are involved. 
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Instructions 

Press ffi at the Payroll Processing Menu for f./i 1\ f\JU tH CH f: CI< 
E 11: R 'y'. Your screen shows: 

Next, the screen displays: 

2. 

l. 

' 3. 
t;, 

6, 
/, 
P,. 
'.L 

;;t<\iY:-. P/\'1 

"~~ 

Press 00 to add an entry of a handwritten check to your 
company's payroll records. 

Press (CJ to change an existing entry of a handwritten check. 

Press C[) to delete an existing entry of a handwritten check. 

Press(]) to display, but not change, an existing entry of a 
handwritten check or a check created during Payroll 
Calculation. 

Press (EI) to return to the Payroll Processing Menu. 

D if 

If you are adding a check, the system automatically displays 
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the next check number available. Payroll keeps an accurate 
count of all checks and assigns numbers for each check 
issued. This number may be found on the Earnings Register. 

If you are changing a manual check entry, enter the check 
number you wish to change. Continue with Step 3. 

If you are deleting a manual check record, enter the check 
number you wish to delete. Go to Step 8. 

If you are inquiring about a manual check record, enter the 
check number you wish to display. Go to Step 9. 

3. ex DATE 

Enter the date on which the check was issued. 

4. Pt\'{ F'ERIOD 

Enter the ending date of the pay period in which the check 
belongs (the pay period to which it applies). 

If you are changing a check record, go to Step 6. If you are 
adding a check record, continue with Step 5. 

5. EMP iD #i 

Enter the identification number of the employee to whom the 
check was written. The employee's name is then displayed, 
along with all earnings and deductions that apply to the 
employee. 

This prompt appears at the bottom of the screen, and the 
cursor moves to the first line in the 1.'.;\Ri\,J/IG3 column. Using 
the information from the check stub, enter the number of 
hours to be credited to this earning. If the earning does not 
apply to the check that was written, press (ENT.fill) to leave the 
number of hours blank. 

After you enter the number of hours or press CENIEID at the 
first earning, this prompt appears at the bottom of the screen. 
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8. 

Enter the dollar amount credited to the employee on the 
check for this earning. 

If more earnings are displayed, the cursor appears beside 
them. Repeat Steps 6 and 7 for any remaining earnings. 

After hours and amounts for all earnings have been entered, 
the cursor moves to the first line of the DEDUCTIOI\JS column. 
Enter the dollar amount of the first deduction. If no money 
was withheld for this deduction on the check, press (ENTER) to 
leave it blank. 

If other deductions are displayed, enter their dollar amounts. 
After all deduction amounts have been entered, Payroll 
automatically calculates and displays the GROSS P /\ Y, TOT /IL 
DEDUCTIONS, and NE:T PAY for the handwritten check. 

CHEC!< NU!v18EF< 

Type the check number appearing on the manual check 
issued (up to five digits), and press (ENTER). 

9. 1\~JY HANGES? YIN 

Check the time card to make sure that all information is 
accurate. If corrections are needed, press CY), and make the 
necessary corrections. If no corrections are needed, press (NJ. 

RECORD A.DD ED appears at the lower left of the screen, after 
which the screen clears. The cursor returns to Cl,:. rn #. To 
continue adding or changing manual check entries, return to 
Step 2. 

Press (ll) to quit adding or changing manual check entries. 

10. Dl:LEH: TH!S RECOFW? Y/f~ 

After you enter the Ci<. 1D -#, this prompt appears at the 
bottom of the screen, and the manual check entry for the 
specified check is displayed. 

Press CY) to delete this manual check entry. RECCWD 
DELETE. appears at the lower left of the screen, after which 
the screen clears and the cursor returns to CIS:. lD #. To delete 
more manual check entries, return to Step 2. Press (ll) to quit 
deleting manual check entries. 
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Press CID if you do not wish to delete this manual check 
entry. The screen clears, and the cursor returns to C!c ID #-. 

To delete more manual check entries, return to Step 2. Press 
(ff) to quit deleting manual check entries. 

11. DlSPU\Y f\JEXT f<ECOR[)'I Y!f\: 

After you enter the CIC ID #, this prompt appears at the 
bottom of the screen. The manual check entry for the 
specified check is displayed. 

Press CY) to display the next check entry. The entry for the 
next check is displayed. If there are no more check entries to 
display, END OF RECORDS appears at the bottom of the 
screen, and the cursor returns to F f\i T F. R S E EC Tl O t-J • 

Press CID if you do not wish to display the next check entry. 
The cursor returns to UHER SEL!:CTlON. 

Earnings 
Register 

Use 

Use the Earnings Register option to: 

• Print a report showing all checks/earnings on file 

Notes 

The Earnings Register may be printed at any time. You should 
print an Earnings Register after you enter manual checks, after 
you print paychecks, or any time information listed on the register 
might have changed. 

Reports are numbered consecutively; however, the Earnings 
Register you print for a pay period using this option has the same 

203 

V 



V 
report number as the one printed in Payroll Calculation for the 
same pay period. This safeguards your reports from possible misuse 
or alteration. 

The Earnings Register requires paper at least 80-columns wide for 
printing. 

A sample Earnings Register may be found in Appendix D. 

Instructions 

Press C5) at the Payroll Processing Menu for f:J\ R i'J I GS 
rH· GIST ER. Your screen shows: 

; V /N ,f 

1. CONTI~iUF? (Y/!~.1 

Press CT) to print the Earnings Register. 

Press CJ{) to return to the Payroll Processing Menu. 

2. Pl?I i\iTER FH::/i.D·n (Y/NJ 

The screen displays rs1EAD: G \i/;IJD E.'D CODES, after which 
this prompt appears at the bottom of the screen. To print the 
Earnings Register, make sure that your printer is properly 
connected and on-line. The print head should align with the 
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perforation at the top of the paper. Then, press CO. The 
Earnings Register prints, after which the Payroll Processing 
Menu is displayed. 

Press 00 if the printer is not ready or if you do not wish to 
print the Earnings Register. The Payroll Processing Menu is 
displayed. 

To cancel printing while the report is being printed, hold 
down (fl) until printing stops. The screen shows: 

Next, the Payroll Processing Menu is displayed. 

Check 
Print 

Use 

Use the Check Print option to: 

• Print payroll checks for your company's employees 

• Reprint single checks or ranges of checks, if necessary 

Notes 

Review the Earnings Register to make sure that all information 
and amounts are correct before you print checks. 

If, after you print checks, you discover a mistake, return to Time 
Card Entry and correct the error. Select Payroll Calculation again, 
and print another Earnings Register. Checks can then be reprinted. 
Print the Earnings Register one more time - it shows actual 
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pre-printed check numbers as well as the other earnings 
information. 

A sample paycheck may be found in Appendix D. 

Instructions 

Press([) at the Payroll Processing Menu for CHECI( PRif\iT. Your 
screen shows: 

1. CONTJ N E? (Ylf~; 

Press CY) to begin preparation for printing checks. 

Press 00 to return to the Payroll Processing Menu. 

This prompt appears after the screen displays READT~Jc; 
VA.UD E/D CODES. To print payroll checks, make sure that 
the printer is loaded with pre-printed checks and is on-line 
and properly connected. Align the print head with the 
perforation on the paper. Then, press CY). 
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If your printer is not ready or you do not want to print 
checks, press CID. The Payroll Processing Menu is displayed. 

3. PRINT AUGl\iMUH CHECi<? (Y 1Nl 

Press CY) to print a check for alignment purposes. The printer 
produces a "dummy" check and check stub filled with Xs and 
9s. Make sure that all information is printed in the correct 
position on the check. If it is not, adjust the checks in the 
printer, and try again. You may print as many alignment 
checks as you need. When checks are aligned properly, press 
00 to see the next prompt. 

If you do not want to print an alignment check, press 00 to 
see the next prompt. 

4. STARTING CHECK ID 

The starting check identification number is shown on the 
Earnings Register. A check identification number is Payroll's 
identification number for checks, not the number shown on 
the first check you are about to print. Enter the first check 
identification number you wish printed, or press (ENTER) to 
start printing at the first check listed on the Earnings 
Register. 

5. FND!NG CH[C:< ID 

Enter the ending check identification number you wish 
printed, or press (ENTER) to print through the last check listed 
on the Earnings Register. 

6. E ER CHEC STUB 1JiE.SSt,GE 

Enter a message of up to 20 characters to print on each check. 
If you do not want a message printed on checks, press (ENTEID 
to skip this line. 

7. PREPR!N rED C ECK# 

Look at the number printed on the first check loaded in the 
printer (other than the alignment check), and enter that 
number when this prompt appears. You may use up to five 
numbers. 
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8. iJ,NY. f.'.H/\NGES? (Y/i~) 

Look over the information you entered in Steps 4 through 7. 
If any changes are needed, press CY) and return to Step 4. 

Press CID if the displayed information is correct. 

PF<l!•JT!NG CHEC1< !D NUiVl8ER .. XXX appears on the screen. 
(XX>< represents Payroll's identification number of the check 
currently being printed.) Checks are then printed. 

After all checks have printed, the Payroll Processing Menu is 
displayed. 

Payroll 
Update 

Use 

Use the Payroll Update option to: 

• Update the employee, company, and earnings/deductions files 

• Update employee history information 

• Calculate all company contributions 

• Create general ledger entries and post payroll transactions to 
Payroll's ledger or Model 4 General Ledger (if you are 
interfacing Payroll with General Ledger) 

• Print a ledger posting report after completing updates 

208 



Notes 

CAUTION: Be sure that all checks have been printed before you 
use the Payroll Update option - the check/earning 
and time card files are deleted when update is 
completed. 

Make sure you have made backups of your Payroll data diskette 
(and your General Ledger data diskette if you are interfaced) before 
using this option. 

The GIL Recap requires that you use at least 80-column paper in 
your printer. 

A sample G/L Recap may be found in Appendix D. 

Instructions 

Press CD at the Payroll Processing Menu. Your screen shows: 

The screen also shows that Payroll is U\DU\i earnings/deductions 
records and tax records in preparation for updating them. 
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Next, the bottom of the screen displays: 

ALL CHECl<S/TIMECARDS WILL BE DELETED 
CONTINUE? (Y/Nl 

1. CONTINUE? (YIN) 

Press CO to continue with the update. All time card entries 
and checks are deleted from Payroll. 

Press 00 if you do not want to continue with the update. The 
Payroll Processing Menu appears. 

2. POSTING DATE MM/DD/YY 

This prompt appears, with M M/DD/YY representing the date 
you entered when you turned the computer on. Enter another 
date, or press (ENTER) to keep this date. 

3. BUSINESS PERIOD 

(This prompt appears only if Payroll is interfaced with 
General Ledger.) Enter the number of the current period or 
the next period in the General Ledger system (1-12). The 
current period is displayed. 

4. ANY CHANGES? 

Press CO to change any information. Return to Step 2. 

If no changes are needed, press 00. The screen shows that 
Payroll is UPDATING employee records, earnings/deductions 
records, tax records, and general ledger records, displaying 
the record number being updated. 

5. PRESS ENTER FOR G/1_ RECAP 

Make sure that your printer is loaded with paper, properly 
connected, and on-line. Align the print head to just beneath 
the perforation on the paper. Press (ENTER); a report showing 
account numbers, descriptions, debit amounts, and credit 
amounts of updated general ledger accounts is printed. 

Next, the Payroll Processing Menu is displayed. 
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Use 

PAYROLL 
REPORTS MENU 

Use the Payroll Reports Menu to: 

• Print reports you defined with the Report Formatter option in 
System Setup/Maintenance 

• Print mailing/time card labels for all employees 

• Print a detail list of earnings/deductions organized by 
employee 

• Print a blank time card worksheet for use in Time Card 
Entry 

• Print a report showing employees categorized by sex, ethnic 
race, and position 

• Print a report of account balances in current, quarterly, and 
yearly totals (for those who are using Payroll as a stand-alone 
system) 
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Instructions 

Press (]J at the Main Menu. Your screen shows: 

Press m to print a report defined with the Report Formatter. 

Press (]J to print mailing labels and earning/deduction detail 
lists. 

Press (]J to print a Time Card Worksheet. 

Press (]) to print a Cross Classification report, showing the 
name, position, sex, and race of each employee. 

Press C5) to print the G/L Distribution report. 

Press (El) to return to the Main Menu. 

212 



User Def"med 
Reports 

Use 

Use the User Defined Reports option to: 

• Print up to five different reports you defined using the Report 
Formatter option of the System Setup/Maintenance Menu 

Notes 

Before you print a user-defined report, make sure that your printer 
is loaded with the correct size paper for the report you choose. 

When the report prints, the first column listed is the employee 
identification number. This column prints whether or not you 
defined it as part of your report format. 

A sample user-defined report may be found in Appendix D. 
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Instructions 

Press CD at the Payroll Reports Menu for USER DEFINED 
REPORTS. Your screen shows: 

REP RT GE'.NERAT R 
NUMBER .•.•••• 

Press (IT) to return to the Payroll Reports Menu. 

1. REPORT NUMBER 

Enter the number, 1-5, of the user-defined report you wish to 
print. 

2. PRINTER READY? (Y/N) 

This prompt appears at the bottom of the screen, and the 
name of the report you specified appears beneath the report 
number. Make sure that your printer in on-line and properly 
connected before pressing CYJ to print the report. After 
printing is completed, the Payroll Reports Menu is displayed. 

To cancel printing, hold down (IT) until printing stops. 
PRINTING /~SORTED appears, after which the Payroll Reports 
Menu is displayed. 

Press 00 if you do not wish to print the report. The Payroll 
Reports Menu is displayed. 
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Employee 
Reports 

Use 

Use the Employee Reports option to: 

• Produce mailing labels for all employees on file for use in 
correspondence or on time cards 

• Print a detailed list of all employees with earnings and/or 
deductions you specify for listing 

Notes 

Mailing labels should be printed on standard-size "one-up" (one 
label across) tractor-feed labels. Consult your local Radio Shack or 
Computer Center for advice on purchasing labels. 

Mailing labels show an employee's name, Social Security number, 
home address, city, state, and zip code. 

'rhe Earnings Deductions list requires using at least 80-column 
printer paper. The report lists an employee's identification number, 
name, and Social Security number. Also shown is any 
earning/deduction code number you specify, a description of that 
earning/deduction, the percentage rate, hourly rate, or amount 
applied to that earning/deduction for the pay period just processed, 
the maximum amount limit of that earning/deduction, and the 
frequency code of the earning/deduction. 

Sample mailing labels and a sample Earnings Deductions list may 
be found in Appendix D. 
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Instructions 

Press (1) for EMF' E f<EPORTS at the Payroll Reports Menu. 
Your screen shows: 

1. Er\J rE.t,;~ ELECTIO 

Press CD to print employee mailing labels. 

Press (]J to print an earning/deduction list. 

Press (fl) to return to the Payroll Reports Menu. 
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Employee 
Mailing Labels 

Instructions 

After you press CD to print employee mailing labels, your screen 
shows: 

:.• i.. 'J '.·' E f 11. ; L 

Make sure that your printer is properly connected and on-line 
before pressing CO to print mailing labels. 

If you do not wish to print mailing labels, press CID. The 
Employee Reports options return to the screen. 

2. 00 YOU WISH O .b.LlG(J l.MH::L'.:,'! ( 

Press CO to print a sample mailing label for help in aligning 
your labels in the printer. You can print as many sample 
labels as you need for alignment. When alignment is correct, 
press CID. Mailing labels for all employees on file are printed, 
after which the Payroll Reports Menu is displayed. 

Press CID if you do not wish to print an alignment label. 
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3. rnTER DATE FOR LABELS 

If you use labels on employee time cards, you can enter the 
pay period ending date here if you like. The date you entered 
when you turned on the computer is shown. If you wish this 
date to appear on labels, press (ENTER). To change the date, 
type a new date, and press (ENTER). Mailing labels begin 
printing immediately. When printing is completed, the 
Payroll Reports Menu is displayed. 

To cancel printing labels, hold down the (m key. PFWH!NG 
A BO RTE D appears, after which the display returns to the 
Employee Reports selections. 

Earning 
Deduction List 

Instructions 

After you press W for EARN!I\JG DEDUCTION UST, your screen 
shows: 

f .. MPL.GYEE EilP.N;IJiU ':'.)1 
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1. PRINTER READY? (Y!Nl 

Make sure that your printer is properly connected and on-line 
before pressing CY) to print the earning/deduction list. 

If you do not wish to print the list, press 00. The Employee 
Reports options return to the screen. 

2. SPECIFY EARNING CODE (ENTER FOR ALU 

To print a list detailing only those employees with a specific 
earning or deduction, enter the earning or deduction code you 
want at this prompt. To print a list detailing all defined 
earnings and deductions, press (ENTER). 

3. ANY CHANGES (Y/N) 

This prompt appears at the bottom of the screen. If you want 
to change the earning/deduction code you chose to detail, 
press CY), and return to Step 2. 

If no changes are necessary, press (]J. The 
Earnings/Deductions List begins printing. After printing is 
complete, the Payroll Reports Menu is displayed. 

To cancel printing, hold down the (fl) key. PRINTING 
ABORTED appears, after which the Employee Report 
selections are displayed. 

Time Card 
Worksheet 

Use 

Use the Time Card Worksheet option to: 

• Print a blank worksheet that helps you compile all 
information necessary during Time Card Entry 
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Notes 

The Time Card Worksheet is the same report as the Time Card 
Register, except that all spaces are blank. You should print the 
Time Card Worksheet before you start processing payroll for any 
pay period. Gather the information needed to complete the Time 
Card Worksheet, fill it in by hand, and refer to it during Time Card 
Entry. Your Time Card Register should look identical to the Time 
Card Worksheet when you finish Time Card Entry. This serves as a 
"double check" on time card work you perform. 

The Time Card Worksheet requires that you use 132-column paper 
in your printer or activate the condensed print option in System 
Setup/Maintenance. 

A sample Time Card Worksheet may be found in Appendix D. 

Instructions 

Press CI) for Tfi'M CAR V/OP!<S!ffET at the Payroll Reports 
Menu. Your screen shows: 

F:U.Dl G V!-1UD E/D CODES .. 

This message disappears, and the screen then displays: 
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Press (fl) to return to the Payroll Reports Menu. 

1. 

2. 

This prompt lets you specify which employees are to be paid 
this period so that the employee names print on the Time 
Card Worksheet. You assigned each employee a pay 
frequency (the number of times per year the employee is paid) 
during System Setup/Maintenance. Type up to five different 
pay frequencies of employees to appear on the Time Card 
Worksheet, pressing CE:IDlB) after each entry. If you do not use 
all five available entry spaces, type 0 CE:IDlB) to move to the 
next line on the screen. 

ENTER. r:/[) FRFQUENC,ICS ·ro BE' us D 

This prompt lets you specify which earnings and deductions 
should apply to this period's processing so that the correct 
earnings and deductions print on the Time Card Worksheet. 
You assigned each employee's earnings and deductions 
certain frequency cycle codes (representing the number of 
times per year the earning/deduction is applied) at Employee 
Maintenance in System Setup/Maintenance. Type up to five 
earning/deduction frequency codes to appear on the Time 
Card Worksheet, pressing (}:Jrrm) after each entry. 

If you do not use all five available spaces, type 0 CE.BI:m) to see 
the next prompt. 

This prompt appears at the bottom of the screen. Press CY) to 
change any pay or earning/deduction frequencies, and return 
to Step 2. 

Press 00 if all information is correct, and continue with Step 
4. 

E f-;: PE l~DY? (\//f--.1) 

This prompt appears at the bottom of the screen. Make sure 
that your printer is properly connected and on-line before 
pressing CY) to print the Time Card Worksheet. After 
printing is completed, the Payroll Reports Menu appears on 
the screen. 
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To cancel printing, hold down the (IT) key. PRINTING 
t1B0RTED appears, after which the Payroll Reports Menu is 
displayed. 

Press 00 if you do not want to print the Time Card 
Worksheet. The Payroll Reports Menu is displayed. 

Cross 
Classification 

Use 

Use the Cross Classification option to: 

• Print a report showing the number of employees of each sex 
and ethnic category that are employed in any position you 
defined in System Setup/Maintenance 

Notes 

The Cross Classification report is provided for Equal Employment 
Opportunity Commission reporting requirements and requires that 
you use at least 80-column paper in your printer. 

A sample Cross Classification report may be found in Appendix D. 
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Instructions 

Press@) for CROSS CLASSIFICATION at the Payroll Reports Menu. 
Your screen shows: 

EMPLOYl:E CHJ;>S CU1SSFiCI\T11)N 

1. PRINTER READY? {YIN) 

Press CY) to print the report. After you press 0/J, this line is 
displayed: 

TOTALING E~v~PLOYE:t:S, 

Also shown are identification numbers of the employees 
whom Payroll is processing for the report. Next, the report 
prints, after which the Payroll Reports Menu is displayed. 

Press CJD if you do not want to print the report. You return to 
the Payroll Reports Menu. 
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G/L 
Distribution 

Use 

Use the GIL Distribution option to: 

• Print a report showing account numbers, descriptions of the 
accounts, and current, quarterly, and yearly totals posted to 
the accounts 

Notes 

The G/L Distribution report is available only if you are using 
Payroll as a stand-alone system. Use the report to find the totals 
for manual posting to your general ledger. 

The G/L Distribution report requires that you use at least 
80-column paper in your printer. 

A sample G/L Distribution report may be found in Appendix D. 
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Instructions 

Press ffi for 
screen shows: 

DlSTRlRUTWl\i at the Payroll Reports Menu. Your 

Press CY) to print the report after making sure that your 
printer is properly connected and on-line. The report prints, 
and f,: F PC R 1 F L FT E appears in the lower left corner of 
the screen. Next, the Payroll Reports Menu is displayed. 

Press 00 if you do not want to print the G/L Distribution 
report. You return to the Payroll Reports Menu. 
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PERIOD SUMMARY 
MENU 

Use 

Use the Period Summary Menu to: 

• Print a summary of employee tax records 

• Print a summary of your company's tax liabilities, 
withholdings, and earning/deduction totals 

• Print a report that tracks hours worked by employees, 
including a company total 

• Close a pay period, quarter, or year 

Notes 

We Recommend that you print summary and performance reports 
before you close a pay period. 
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Instructions 

Press (]J at the Payroll Main Menu for PERIOD SUMIVIARY. Your 
screen shows: 

PERlOD SUMMARY 

l. EMPLOYEE TAX SUMMARY 
2. EMPLOYER TAX SUMMARY 
.3. PAYROLL re:RFORMANCF. 
4. Pc.RJOD CLOSING 

SEU.C ff ON 

1. ErH ER SELECTIOI'~ 

Press CD to print the Employee Tax Summary. 

Press (]) to print the Employer Tax Summary. 

Press (]J to print the Payroll Performance report. 

Press (!) to close a period. 

Press CE]) to return to the Payroll Main Menu. 
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Tax Summary 

Use 

Use the EMPL.OYEF. TA>< SUM!'J1l\RY option to: 

• Print a report listing any or all employees, their work cities 
and states, the earnings/deduction categories that apply to 
them with current, quarterly, and yearly totals, the net pay of 
employees, their taxable wages, and workers compensation 
estimates 

Notes 

At the end of the year, all information required by law to appear on 
a W-2 form is listed on this report. You can use it to transfer the 
information you need to W-2 forms for your employees. 

The Employee Tax Summary requires that you use at least 
80-column paper in your printer. 

A sample Employee Tax Summary may be found in Appendix D. 
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Instructions 

Press C]J at the Period Summary Menu. Your screen shows: 

Press CY) to print the summary after making sure that your 
printer is properly connected and on-line. 

Press OD if you do not want to print the Employee Tax 
Summary. You return to the Period Summary Menu. 

2. BEG11~i\il 

This prompt appears in the center of the screen. Enter the 
identification number of the first employee you want printed 
on the report, or press C~HHiil to start with the first defined 
employee. 

Enter the identification number of the last employee you 
want printed on the report, or press (ENTER) to end with the 
last defined employee. 

The report prints, after which the Period Summary Menu is 
displayed. 
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V 
To cancel printing, hold down the (Ej) key. Pf~lNTlNG 
.I\BORTED appears, after which the Period Summary Menu is 
displayed. 

Employer 
Tax Summary 

Use 

Use the EMPLOYER T.AX .SUl\ii,v1,\RY option to: 

• Print a report summarizing all activity in the system to help 
you transfer the information you need to your payroll 
withholding tax forms 

Notes 

Although this report estimates your worker's compensation 
liability, it does not post any amounts to the general ledger, since 
this is a function of accounts payable. 

The Employer Tax Summary requires the use of at least 80-column 
paper in your printer. 

A sample of this two-page report may be found in Appendix D. 
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Instructions 

Press CZ] at the Period Summary Menu. Your screen shows: 

1. PRINTER READY 1 ('ON, 

Press CY) to print the summary, after making sure that your 
printer is properly connected and on-line. 

Press CH) if you do not wish to print the Employer Tax 
Summary. The Period Summary Menu is displayed. 

After the report is printed, you return to the Period Summary 
Menu. 
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V 
Payroll Performance 
Report 

Use 

Use the P/\'✓ RGLL Pi=RFOF/MM,iCL option to: 

• Print a report showing all current, quarterly, and yearly 
hours organized by employee and earnings code, and 
including company earnings codes and grand totals 

Notes 

The Payroll Performance report lists the necessary hours 
information required by the Fair Labor Standards Board and 
should be printed before a period is closed. 

The report may also be used as an hours report, required by many 
unions. 

This report requires the use of at least 80-column paper in your 
printer. 

A sample of the Payroll Performance report may be found in 
Appendix D. 
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Instructions 

Press C3J at the Period Summary Menu. Your screen shows: 

[/\DI.NG E.:\f< INCS.,. 

Next, the screen displays: 

Press (YJ to print the report after making sure that your 
printer is properly connected and on-line. The report prints, 
after which the Period Summary Menu is displayed. 

Press Cf[) if you do not wish to print the report. You are 
returned to the Period Summary Menu. 

To stop printing in the midst of the report, press (Efl. 
F'F:)I\Jf!'.',G ABo,;n=o appears, and you are returned to the 
Period Summary Menu. 

233 

V 



Period 
Closing 

Use 

Use the PERIOD LOSJil](; option to: 

• Close a pay period, quarter, or year by setting all totals in the 
employee, earning/deduction, and company records to zero 

• Prepare for the next pay period 

Notes 

Closing a period is a decision you cannot reverse once it has been 
completed. Make sure you want to close a period before you select 
this option. 

Before using the PEPiOD CLOS!rsJG option, make sure you have 
printed all reports for this period and made the proper backups of 
your data diskette. 
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Instructions 

Press @:) at the Period Summary Menu. Your screen shows: 

P k l O G C O .1 '.i •,; 

W\' .. L. Elf: 
c.:;r; 

1. CONTIN E? ( 

Press CY) to begin the closing process. 

Press CID if you do not want to close a period. You are 
returned to the Period Summary Menu. 

2. PERlCJD 

Type C (Uftm) to close the current pay period. 

Type Q (ENTEJIJ to close a payroll quarter. 

Type Y (ENTER) to close a payroll year. 

If you select C, only the current period totals are zeroed. If 
you select Q, the current and quarterly totals are zeroed. If 
you select Y, the current, quarterly, and yearly totals are 
zeroed. 
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3. ARF YOU SURE? 

Press CO after you make sure that you want to close the 
specified period. 

Press Cf{) if you do not want to close the period. You are 
returned to the Period Summary Menu. 

The screen changes to show: 

The GIL ECORD line is not displayed if you are using Payroll in 
conjunction with Model 4 General Ledger. 

X.XXXXXX represents the period you specified in Step 2. 

x.x represents the record numbers and identification codes for the 
employee, earning/deduction, tax, and general ledger records being 
updated. 

After updating is complete, the Period Summary Menu is displayed. 
You are now ready to begin work on a new pay period. 
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Backing Up 
Program Diskettes 

BACKUP 
PROCEDURES 

To back up your Payroll Setup diskette and your Payroll Processing 
diskette, use this procedure exactly: 

1. Turn on your system as instructed in the Introduction to Your 
Disk System manual. 

2. Insert a new, blank diskette in Drive 1, and close the drive 
door. If you prefer, you can reuse an old diskette instead of a 
new, blank diskette. 

3. Insert either the Setup or Processing diskette in Drive 0, and 
close the drive door. 

4. Press the reset button. 

5. The screen shows: 

Enter the date. For example, for January 1, 1984, type 
01/01/84 (ENTER). 

6. When n;;:;DD!S appears, type FORMAT :1 (Q=N) 
(tfflml. 

7. If you are reusing an old diskette, the following question may 
appear: 

If the question appears, type Y CElfl'.EID. 
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8. When the formatting process is complete, the screen should 

show: 

Fonnatting cornp!ets 

TRSDOS 

Type BACKUP :0 TO :1 (ENTER). 

9. After the copyright notice appears, the screen shows: 

Destination disk ID is different: Nan1e:::- NAlVlE 
Date M M/DD1\1 Y 

Type Y (ENTER). When the backup is complete, the screen 
shows: 

Backup cornp!ete 

TRSDOS i~eadv 

Check to see if the backup procedure was successful: 

1. Remove the original diskette from Drive 0. 

2. Take the backup diskette out of Drive 1. Place it in Drive 0, 
and close the drive door. 

3. Press the reset button. If the screen shows Hi S DOS 
your backup was successful. 

When you remove the backup diskette from Drive 0, write the 
diskette name on the label, using a felt-tipped pen. 
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Backing Up 
Data Diskettes 

To back up your Payroll Data diskette and Sample Payroll Data 
diskette, follow these steps exactly: 

1. Insert a diskette containing TRSDOS in Drive 0 and close the 
drive door. (The Payroll Setup and Processing diskettes 
contain TRSDOS.) 

2. Insert a new, blank diskette in Drive 1 and close the drive 
door. If you prefer, you can reuse an old diskette instead of 
using a new, blank diskette. 

3. At rnSDOS type FORMAT :1 (Q=N) (ENTER). 

4. If you are reusing an old diskette, the following question may 
appear: 

Diskette contains data 
Date= :'\17 fVI/DD/YY 

i\Jame= t11AME 

An, you sure w·ant to format it? 

Type Y (ENTER). 

5. When the formatting process is complete, the following 
message appears: 

Foi'n1atting cornp!ete 

TRSDOS Rea.dv 

6. Remove the formatted diskette from Drive 1. (This diskette 
will now be referred to as the "destination disk.") Type 
BA.CKUP :1 TO :1 (ENTER). 

7. When Insert SOURCE disk f:!\!T R> appears, insert the data 
diskette you wish to backup in Drive 1, and close the drive 
door. Press (ENTER). 

8. When Insert DESTIN Tl00! disk <Ef,JTER> appears, remove 
the source diskette from Drive 1. Insert the destination 
diskette in Drive 1, and press (ENTER). 
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9. 

10. 

The following message appears: 

Destino.tion disk ID is diffen:::nt'. Name N;~fv1E 

Date·•"' f!//f\11/DDl\''r' 
Ate you sure you want to 

Type Y (ENTER). 

Continue to insert diskettes as prompted by the computer. 
When the backup procedure is complete, the following 
message appears: 

complete 

TRSD0'.7> 

Write the diskette name on the label of the new backup 
diskette, using a felt-tipped pen. 

Creating and Maintaining 
a Backup Library 

When you use Payroll, you accumulate and store data on diskettes. 
Any damage or loss of this data due to equipment malfunctions, 
power failures, or misplacement of printed reports can cause serious 
problems. 

To make sure that you can retrieve most of your data in case of a 
mishap, create and maintain a "backup library." A backup library 
is a group of diskettes containing all Payroll data entered (and 
General Ledger data if the two packages are interfaced). The 
following instructions explain one method of creating a backup 
library. You may find another method more suited to your needs, 
but it is essential that you have some kind of backup library to 
protect you from accidental data loss. Start your backup library the 
first day you enter information into Payroll. 

1. At the end of each day that you enter data into Payroll, back 
up your data diskette. Label this backup with the day of the 
week on which it was made. For instance, back up all work 
done on Tuesday onto a diskette labeled "Tuesday." 
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After using Payroll for one week, back up onto the previous 
week's backup for each day. For example, on Monday of the 
second week, back up your working data diskette onto the 
diskette already labeled "Monday." By doing this, you always 
have a record of current data for one week. 

2. Each time you prepare to calculate payroll, first make a 
separate backup of your data diskette. Label this diskette 
"Pre-Calculation." Reuse this diskette every time you 
calculate payroll. By keeping this diskette, you always have 
information accurate to just before pay is calculated for the 
current period. 

3. Each time you prepare to update Payroll (post transactions), 
first make a separate backup of your data diskette. Label this 
diskette "Pre-Update." Reuse this diskette every time you 
update Payroll. By keeping this diskette, you always have 
data current to your last update. If data is lost during payroll 
processing, it is easy to recover. 

4. At the end of each pay period, quarter, and year, after 
updating Payroll and before closing the period, make one new 
backup of your data diskette. Label this backup with the 
name of the period (for example, "1st Quarter, 1983"), and 
store the backup in a safe place. 

5. At the end of the fiscal year, after you have updated Payroll 
and closed the final period, quarter, and year, make one more 
backup of your data diskette, labeling it with the year. Store 
the backup in a safe place. 

Save the backup library as long as your business needs dictate. No 
matter how long you save it, be sure to start a new backup library 
at the beginning of each fiscal year. 

The following chart is a summary of the difterent sets of backups 
kept in a library similar to the example above. 

241 

I 

IA 
j 



BACKUP LIBRARY 

AT THE END 
OF ONE DAY I MONDAY I 

O• 
0 

AT THE END 
OF ONE I MONDAY I, I TUESDAY I I WEDNESDAY I ! THURSDAY I I l WEEK FRIDAY 

0° O• O• O• 0° 
0 0 0 0 0 

AT THE END 
OF ONE I I I I [ WEDNESDAY I I THURSDAY I I I PERIOD MONDAY TUESDAY FRIDAY 

O• O• O• O• O• 
0 0 0 0 0 

I PRE CALC. I I PRE UPDATE I I PERIOD 1 I 
O• O• O• 
0 0 0 

AT THE END 
OF ONE I MONDAY I I TUESDAY I I WEDNESDAY I I THURSDAY I I FRIDAY I QUARTER 

O• O• O• O• O• 
0 0 0 0 0 

I PRE CALC. I I PRE UPDATE I I PERIOD 1 I I PERIOD2 l I PERIOD 3 l 
I 

O• O• O• O• O• 
0 0 0 0 0 

I OTR. 11983 II 
O• 
0 
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BACKUP LIBRARY (CONTINUED) 

AT THE END 
OF ONE I MONDAY I I TUESDAY I I WEDNESDAY j I THURSDAY I ! FRIDAY I 
YEAR 

O• 0° O• O• (() 
0 0 0 0 0 

I PRE CALC. I I PRE UPDATE I I PERIOD 1 
L 

I I PERIOD 2 I I PERIOD 3 I 
O• O• O• O• (() 
0 0 0 0 0 

I PERIOD4 I I PERIOD 5 I I PERIOD6 I I PERIOD 7 I I PERIOD 8 I 
O• O• O• O• O• 
0 0 0 0 0 

I PERIOO9 l I PERIOD 10 I I PERIOD 11 I I PERIOD 12 I I QTR. 1 1983 I 

O• O• O• O• O• 
0 0 0 0 D 

~I 9· '1I 

I QTR. 2 1983 I I QTR. 3 1983 I I QTR. 4 1983 I 
L 

O• O• O• 
0 0 0 
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Recovering 
Lost Data 

If your entered data is ever lost or if the working copy of your data 
diskette is damaged, use the diskettes in your backup library to 
recover the lost data. If you maintain your backup library as 
described earlier in this appendix, you can recover all data entered 
up to either just before pay was calculated, your last Payroll 
update, or the end of the previous day (whichever is most recent). 

Reprinting 
Reports 

If a report is misplaced, you can easily print the report again. In 
your backup library, find the backup for the period from which you 
need the report. Use this backup to print a copy of the missing 
report. When you have finished printing, return the backup to the 
library, and continue using your current working diskettes to run 
Payroll. 

Recovery Using the 
Pre-Calculation Diskette 

To recover all data entered up to the time that payroll was last 
calculated, make a copy of the "Pre-Calculation" diskette in your 
library. This diskette becomes your new working data diskette for 
day-to-day use. 

Calculate your payroll again, and continue running Payroll 
normally. 

Recovery Using the 
Pre-Update Diskette 

To recover all data entered before the last update, make a copy of 
the "Pre-Update" diskette. (Also make a backup of the General 
Ledger "Pre-Posting'' diskette if you are using Payroll with the 
General Ledger package.) This diskette becomes your new working 
data diskette for day-to-day use. 

Update Payroll. Then, enter any information that has occurred 
since the update. You can now continue running Payroll normally. 
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Recovery Using the 
Previous Day's Diskette 

To recover all data entered up to the end of the previous day, make 
a copy of yesterday's data diskette from the backup library. This 
diskette becomes your new working data diskette for day-to-day 
use. 

Using the new working copy, enter any information occurring since 
the beginning of the day. You can now continue running Payroll 
normally. 
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IN CASE OF 
DIFFICULTY 

If Payroll does not seem to be working properly, first make sure 
that your disk system is properly connected and turned on. Be 
certain that you turned on all peripheral devices before turning on 
the computer. 

At times, an error message may appear on the screen. There are 
three types of error messages: 

• TRSDOS errors, such as ' ' Enor ;:.;1 '' '. Refer to your Model 4 
Owner's Manual. 

• Payroll errors, such as Rr:e:ns:c l'Jt)' FPUi\iC, See "Payroll 
Error Messages," in this appendix. 

• COBOLerrors,suchas '''EiHWP 2'i LCO!U.l 1s.;o: i\/OCHi 
~-Ii 1)!\T/1./:< · . See "COBOL Error Messages," in this 
appendix. 

Payroll Error 
Messages 

In this section, error messages are. in capital letters and are flush 
left. Possible causes are also flush left. Corresponding solutions are 
indented. 

Error Messages 
General to All 
Payroll Functions 

The control record on the data diskette does not exist. The data 
diskette is probably faulty. 

Use your backups. 
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RECOrfD r,JQT FOUtJD 

The code you entered does not exist in the file. 

Re-enter the correct code. 

When you are inquiring about records, the last record on file has 
been displayed. The cursor returns to the E1\JTEF'. Sli..FC:TlON line. 

Select an option. 

EXI rs 

You are trying to add a record with a code that is already on file. 

Use a different code, or check to see if the record is already 
there. 

Error Messages 
When Interfaced 
with General Ledger 

The General Ledger files cannot be found. 

Make sure that the General Ledger diskette is in Drive 3, 
that the drive is properly connected, that it is turned on, and 
that the drive door is shut. If the error still occurs, use a 
backup of your General Ledger data diskette, and check for a 
bad disk drive. 

l'JT[f<F/~C(:", DJ~lt\t. ()\N[D----LEDGEff. SYSTE1Vl S OUT CF 8/~L.,i\.f\JCF: 

The General Ledger system is out of balance. 

Exit Payroll and correct the balance in General Ledger before 
continuing. If this does not solve the problem, use your 
backups. 
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THlS AC~~our-~T 1S r,JQT /\V/\Jtt\BL[ 

The account code selected is a valid account but may not be used 
because it is the Profit and Loss account or the Retained Earnings 
Account. 

Choose another account code. 

The General Ledger diskette is in place but has not been set up. 

Exit Payroll and set up General Ledger before continuing. 

System Setup/Maintenance 
Menu Error Messages 

Selection #1 must be completed before any other selections are 
allowed. 

Answer the i tJn RF f. question in Company Information 
before continuing. 

The GIL Maintenance function is not available when you use 
Payroll in conjunction with the General Ledger package. 

Choose another selection. 

Bt SE UP l':IPST 

You cannot add employees until all required fields in System 
Definition are filled. 

Choose System Definition, and see "Required Items," under 
"System Definition Error Messages." 
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B 
f\JO El\/iPLOYf:'..ES O~,J FlLE 

History information may not be entered if no employees have been 
set up. 

Choose selection #8 and add employee records before 
continuing. 

G/L Maintenance 
Error Messages 

Ctd\NOT BE DEL.FTED .... CURRE!\JTLY H\J USE 

The ledger code selected cannot be deleted from the system because 
it is used either in System Definition, Tax Code maintenance, or 
Earning/Deduction maintenance. 

Find the place at which the code is used, and change it before 
returning to this selection. 

System Definition 
Error Messages 

s~·J.\.f[ !\/1,~\l NOT BE HAf\!GE~D VVlTH 1\! N-ZERO B/\L_t,NC 

Once a state has been defined, it may not be changed until all 
totals for the year have been zeroed. 

Close the year using Period Closing, enter zeros for all history 
totals for that state, or enter a new state in one of the unused 
state spaces. 

Required Items in System Definition: 

Net Payroll Account 
Federal Minimum Wage 
FICA Employee Rate and valid Credit Account 
FICA Employer Rate, valid Credit Account, and valid Debit 

Account 
Federal Unemployment Insurance Rate, valid Credit Account, 

and valid Debit Account 
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Required Items for Each Valid State Code: 

State Unemployment Insurance Rate, valid Credit Account, 
and valid Debit Account 

Other Tax Rate and Basis 
Other Tax Employee Rate and valid Credit Account 

For each rate that is not 0, all items following it must be valid. 

XX FLEJ\flf:i\JTS NOT PROPERLY DEFif\JED 

>O( is a number that tells you how many required items have not 
been entered properly. Payroll will not let you process any 
information until the setup is complete. 

Check the above list of required items to see what must be 
entered. 

Tax Table and 
Code Definition 
Error Messages 

T"l;,BLE N USE---·"•Ct\~JNCT BE DC.LE TE 

The table entered is still being used by one of the defined tax codes. 

Make the tax code that uses this tax table access another 
table, and then delete the desired tax table. 

TA>< f~-l USF---CAf\iNOT BE DELETED 

A tax code may not be deleted if it has a balance or if it is 
currently being used in an employee record. 

Zero the balance by either closing the year or zeroing the 
period fields. All employees using this tax code must also be 
changed before you delete the tax code. 

l\11\)\.ff\/l i\/1 T1~.>< REC,OF:DS _/~_UDED 

The system is able to maintain a maximum of 20 tax records at one 
time. 

Delete those tax codes not used before adding another tax 
code. 
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Earning/Deduction Definition 
Error Messages 

RECORD IVl/lY NOT f!F.: CH/\:1iGl:D/DELETFD \NH!!_[ fi1) USE 

An earning/deduction currently being used in an employee record 
cannot be deleted or changed. 

Go to Employee Maintenance, and change the 
Earning/Deduction code of each employee using the code you 
wish to delete or change. 

An Earning/Deduction code cannot be deleted if it has a balance. 

Zero the balance by either closing the year or zeroing the 
period fields. 

You are allowed up to 10 Earnings defined as type "O." This 
message is displayed if you try to add another "O" earning. 

Specify the earning as another type, or delete those type "O" 
earnings not being used. 

You tried to add an Earning/Deduction code when the maximum 
number has already been recorded. 

Delete any Earning/Deduction codes not being used before 
adding the new code. 

Report Formatter 
Error Messages 

After a position is selected for a data element, Payroll checks to see 
if it fits or if any other elements occupy the space you defined for 
this element. The element will not fit in the position you specified. 
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Choose a different location for this data element, rearrange 
surrounding elements to make room for it, or choose a data 
element requiring a smaller number of characters for this 
location on the report. 

The maximum number of elements available for this report format 
has been reached. 

Delete an unnecessary data element, or split this report into 
two separate reports. 

Employee Maintenance 
Error Messages 

The work state entered for this employee has not been defined in 
System Definition. 

Choose a state that has been defined, or return to System 
Definition and add the desired state. 

CAN UT DE E.TC E'.\~Pi.OYEE \.VJTt·i 8 1~.L CF.S 

The employee that you are trying to delete has been paid this year. 

Close the year to zero all yearly totals before you delete the 
employee record. 

~:FCORO Sf:LECTf.::D S i!\!CO ECT TYPi::· 

The record you selected is not correct for this field. For example, 
you might have selected a state tax for a federal tax code or an 
earning for a deduction. 

Select the correct code in the correct slot. 

A tax or earning defined as type "O" has been selected with no 
more slots available on the deduction side of the employee record. 

Do not use the code, or delete a deduction not being used. 
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PA\rROL !\CTIVE-Vt\L.ID SE ECTlO~JS A/! 

While time cards and/or checks exist on file, employee records may 
be displayed or added only. No record may be changed or deleted. 

Complete the pay cycle by running payroll Update. 

Required Items in Employee Records: 

Employee Name 
Valid Work State 
Active or Inactive Status 
Pay Frequency Between 1 and 366 
Workers Compensation Classification (1-5) 
Job Position (1-9) 
Sex (Mor F) 
Ethnic Race (1-5) 
FICA Exempt (Y or N) 
FUI Exempt (Y or N) 
SUI Exempt (Y or N) 
Other Exempt (Y or N) (only if a work state has Other tax 

defined) 

OT PRCJPERL'✓ DEFINED 

X)( represents a number of required fields (shown above) that have 
not been properly entered. 

Enter information in all the required fields. 

rv:usT BE I\\j L .. /\ST, iF?.ST lV!.1, FORf1Jlti..T 

You have entered a name with more than one comma or with no 
comma. 

Enter the name in the displayed format. 

History Maintenance 
Error Messages 

f!.fSTO~~y TOTALS !\~A.V OT BE CHAl\JGF 

After a payroll cycle has been run for the first time, history totals 
may not be changed. This assures proper control of totals. 

Enter the adjustment through Manual Check Entry. 
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Main Menu 
Error Messages 

VVRONG D/l.Tt\ DIS!< OF'. P/\YROLL ~JO SETUP 

The proper data diskette for this payroll has not been found, or all 
the necessary fields have not been properly set up in System 
Setup/Maintenance. 

Check to see if the correct data diskette is in the drive with 
the drive door shut. If the error still occurs, go back to System 
Setup/Maintenance, and check the required fields in System 
Definition. 

NO [!V1PLOYEES Of\J Fl.Lt. 

No employees have been added to the system. Processing may not 
take place until at least one employee is added. 

Add an employee, using the Setup diskette. 

nns FUf1JCTIOf\i r~OT AVAUJ'\BLE 

The general ledger distribution is not available to you if you are 
interfaced with Model 4 General Ledger. 

Choose another selection. 

NO 1·1rvlECl,RDS ENTE D 

Payroll calculation may not be nm without first entering time 
cards for the employeefl to he paid. 

Enter time cards, using the Prncessing diskette. 

The Earnings Register, Check Print, and Payroll Update functions 
do not work if no checks are in the system. 

Enter checks hy calculating payroll with time cards or by 
entering them as manual checks, using the Manual Check 
Entry function. 
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You tried to select the User-Defined Reports option without having 
a formatted report on file. 

Format a report, using System Setup/Maintenance, then 
return to the User-Defined Report option on the Processing 
diskette. 

Time Card Entry 
Error Messages 

THIS E\liPLO\lEF 1S .!NJ\CTiVF 

You tried to add a time card for an employee that has been 
specified as inactive in Employee Maintenance. 

Using the Employee Maintenance option, change this 
employee from Inactive to Active, then add the time card. 

There are no time cards on file available for printing. 

Add time cards using Time Card Entry, then print the 
register. 

Payroll Calculation 
Error Messages 

'\f,//\f,:NII\JG' X:X PREVIOUSLY Ef\JTERED C: EC!<S Wll.L. DE 
ELETED 

XX indicates the number of checks currently on file. If you 
continue, all checks on file will be deleted, and new checks will be 
created from the time cards on file. 

You may review the checks in question through the Inquire 
mode of Manual Check Entry. 

If the checks on file are not valid, ignore this message and 
continue calculating payroll. 
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If the checks on file are valid, press 00 and discontinue this 
function. Perform a Payroll Update, and calculate payroll 
again. 

Manual Check Entry 
Error Messages 

THIS CHECi< I NOT /1- l\/\,t.\N.U/\L CH!:: ~: 

You tried to change or delete a check that was not created in 
Manual Check Entry. 

You may change or delete only those checks created in 
Manual Check Entry . 

. t\t,ilC)!.Ji\fT ENTERF E)<CF[DS T/J/.\:XI tjiV! LTf\FJlT 

The amount entered for this particular earning, deduction, or tax 
has exceeded the maximum amount allowed, defined in System 
Setup/Maintenance. 

After the message appears, the amount entered is changed to 
the maximum amount allowed. 

You tried to add a manual check for an employee specified as 
Inactive. 

Return to Employee Maintenance and change the employee's 
status from Inactive to Active before adding a manual check. 

COBOL Error 
Messages 

When the system encounters a serious problem, a COBOL error 
occurs. The following information and reference table will assist 
you in determining the cause of the problem and instruct you as to 
what action to take. The Reference Table is only a guideline. It 
does not include all causes and solutions but simply the most 
common. If you continue receiving the error code after taking 
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B 
corrective action, call your local Radio Shack Computer Center for 
assistance. 

Some error conditions cannot be corrected, but methods to recover 
your data may be available. For your information, the most 
common recovery method is explained in this appendix: 

• "Go To Backups" corrects approximately 80% of the errors 
encountered. 

Error 
Messages 

The system can no longer function when a serious problem is 
encountered. The system displays a COBOL error message, and the 
program returns to TRSDOS COBOL errors appear in 
various formats. This is the format in which they generally appear: 
**ERROR(##) (description) ON HL~E (file name\ where: 

(##) 
(description) 
(file name) 

indicates the error number 
identifies the error 
identifies the file in which the error occurred 

It is very important that you write down the exact message and 
any other information you see at the bottom of the screen. For 
example, the file name may be needed to restore the program. You 
should also note the exact circumstances that led to the error. This 
information may be helpful in determining the cause of the 
problem. 

Errors may be caused by hardware, program, or procedural 
problems. The following pages explain procedures you may need to 
use to regain system operation. At the end of this explanation is a 
reference table, listing probable causes and solutions to error 
messages. 
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Hardware 
Problems? 

Hardware problems are often difficult to detect and can cause 
unpredictable results. Solutions vary considerably, depending on 
the type of hardware problem you encounter. There are three 
classifications of hardware problems: 

1. System - a malfunction of the computer itself, which 
requires repair by a qualified technician. 

2. Media - a malfunction caused by a dirty, full, or defective 
disk (floppy diskette or hard disk). 

3. Environmental - a malfunction possibly caused by one of the 
following conditions: 

a. storm 
b. brown out 
c. electrical surge 
d. diskette storage 
e. physical location of computer 
f. magnetic field in vicinity (something as simple as a 

magnetic paper clip holder next to a diskette) 

Go To 
Backups 

If the solution listed in the Reference Table is "go to backups," 
follow the instructions below: 

1. Format a blank, new diskette. (See Appendix A for a 
description of the FORMAT procedure.) If your backup 
program and data are on separate diskettes, format two 
diskettes. 

2. Make a copy of your most current backup diskettes, using the 
BACKUP command. (See Appendix A for a description of the 
BACKUP procedure.) 

3. The copy(s) you made in Step 2 is your new working diskette 
(set). Label and date the new working diskette (set). 
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B 
4. Use the new working diskette (set) to restart the system. 

Enter all information that was entered since the last time the 
backup diskette (set) was updated. 

5. Proceed with foll system operation using the new working 
diskette (set). 

Note: We recommend that you update the backup diskette at the 
end of each day. Updating means to copy from a working 
diskette to the backup diskette, using the BACKUP 
command. For more information, see "Building a Backup 
Library" (in Appendix A). 

If the backup program and data are on separate diskettes, be 
sure to update both disks. Updating the backups on a daily 
basis will save you lots of time and work. In the event of a 
COBOL error, you will only lose the data that was entered 
that day. 

COBOL Error 
Reference Table 

Probable Cause/Solution 

This program contains a 
minimal operating system 
which includes only BACKUP 
and FORMAT. 

Probable Causes/Solutions 

Program: 

Some programs automatically 
generate ISAM keys when new 
records are added. This creates 
a multi-record situation that 
sometimes causes the program 
to inadvertently add a record to 
a file twice. The system does not 
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allow this and generates an 
Enor 22. Go to backups. 

Procedural: 

(a) Error 22 also results when 
the system has been exited 
improperly. Go to backups. 

Note: Do not remove 
diskettes from drives or turn 
the system off unless 
T F<.S DUS i~cz1dy is displayed. 
Press the a=Il key 
continuously to return to 
Ti1.~iDOS remove all 
diskettes from drives, then 
turn the system off. 

(bl Error 22 may also appear as 
a result of En-or 24. If you 
fail to go to backups after 
receiving an Error 24, an 
Error 22 occurs. You must 
follow the go to backups 
routine. 

Probable Causes/Solutions 

Program: 

The program added a record to 
a file with an inc01Tect ISAM 
key and is trying to recall the 
record with the inconect ISAM 
key. Go to backups. 

Procedural: 

Error 23 may also appear as a 
result of receiving an Error 24 
and failing to go to backups. 
When a file has overflowed, 
there's a good chance that the 
"index" for the file is rendered 
useless. Even though the record 
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is present in the file, the 
"pointer" in the index does not 
exist. Go to backups. 

Probable Cause/Solution 

Hardware (Media): 

There is no more room on the 
diskette. Some programs allow 
expansion on additional disk 
drives. Expanding to a hard disk 
unit increases the system's 
data storage capacity. 

Probable Cause/Solution 

Procedural: 

Error 30 can occur if your 
diskette is write protected. 
Remove the piece of gummed 
foil on the diskette. 

Hardware: 

Generally related to disk 
controller, disk drive, memory, 
or media problems. Call a 
service technician. After the 
repair, go to backups. 

Probable Cause/Solution 

Procedural: 

(a) Wrong diskette mounted in 
the drive (most common). 
The program diskette must 
be in Drive 0, and the data 
diskette must be in Drive 1. 
Also, make sure both drive 
doors are closed. After 
making the appropriate 
adjustment, you may 



proceed with running the 
program. 

(b) A program has been 
abnormally terminated 
without closing the file. The 
next program to access the 
file prompted Error 94. If no 
records were added or 
deleted prior to receiving 
Error 94, you may restart 
the program. If you added or 
deleted records prior to 
receiving the error, go to 
backups. 

Note: If you restart the 
program and receive 
another error message, 
check out the remaining 
causes to see if you can 
pinpoint the problem. If not, 
go to backups. 

Hardware (Environmental): 

Check the environmental 
conditions. Correct the situation 
if possible, then go to backups. 

Hardware (Media): 

(a) Directory on diskette is bad. 
Go to backups. 

(b) Diskette is bad. 
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Indentations, tracks, 
scratches on the film 
surface, and wear around 
the disk core are some of the 
characteristics of a bad 
diskette. Go to backups. 
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Hardware (System): 

You may have a bad disk 
controller, disk drive, or 
defective drive door. Have the 
system checked by a service 
technician. After repairs, go to 
backups. 

Important Note: Hardware 
problems are very difficult to 
detect. If you continue to receive 
Error 94, let a service 
technician check out your 
system. 

Probable Causes/Solutions 

Program: 

Error 98 is a "catch all" error 
for any type of error associated 
with accessing the index of an 
ISAM file. The safest recovery 
in any case is to go to backups. 

Hardware (Media): 

(a) Bad diskette media (most 
common). You can confirm 
this cause by LISTing the 
file (TRSDOS command). If 
Error 4 or 5 is encountered, 
the diskette, disk drive, or 
disk controller is in error. 
The most common cause of 
Error 4 or 5 is dirty media 
(diskette problem). Go to 
backups, and, if you still 
receive Error 98, do another 
LISTing. If you encounter 
Error 4 or 5 again, the 
problem may be with your 
drive or disk controller. 
Clean drive or have repairs 
made, then go to backups. 
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(b) Disk related hardware 
failure can cause garbage in 
the ISAM index. Go to 
backups. 

Procedural: 

(a) If you remove a diskette 
from the drive during the 
process of adding or 
deleting, the index will be 
destroyed. Go to backups. 

(b) Error 98 may also appear as 
a result of Error 24 
(exceeding the data 
capacity). Go to backups. 

Probable Causes/Solutions 

Error 99 is a "catch all" error 
code that may result from an 
internal file handling problem 
or an environmental hardware 
condition. If you suspect a 
hardware problem, let a service 
technician make the repairs, 
then go to backups. 
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GLOSSARY 

Backup - A duplicate copy of a diskette. 

Backup Library - A set of backup program and data diskettes 
that contain all Payroll data entered. These diskettes may be 
used to retrieve data if an accident happens. A typical backup 
library consists of end-of-day, pre-updating, pre-calculation, 
end-of-period, end-of-quarter, and end-of-year diskettes. 

CFICA (Company FICA) - The amount of employee wages upon 
which your company's FICA contribution is based. 

City Tax - A tax on income imposed by a city and withheld from 
employee wages. 

Company Information - A setup function used to define basic 
company information and options necessary to begin actual 
use of the Payroll package. 

Conversion - The process of going from your current accounting 
system to the Model 4 computer accounting system. 

Conversion Forms --·- The forms to be manually completed prior 
to entering and st<rring data on diskettes. Used to expedite 
the convetsfon process. 

Credits --· Di3crea&:s to iJSS+it accounts and increases to liability or 
owner'8 equity. 

CTYWG (City Wages} -The amount of wages taxable by city. 

Debits - Increases to asset accounts and decreases to liability or 
owner's equity. 

Deductions - 1. Items deductible from gross income to arrive at 
adjusted gross income. 2. Items deductible from adjusted gross 
income to arrive at taxable income. 

Demographics - Statistical information about an employee, 
including address, phone number, birth date, dates concerning 
hiring, review, raise and termination, job position, marital 
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status, sex, ethnic race, workers compensation classification, 
and city and state in which an employee works. 

Dependent Amount - The dollar amount deductible from gross 
wages per dependent for a specific tax. 

Disability Insurance -- A type of insurance that pays a 
compensation to an employee who cannot work due to a 
work-related injury. 

Earnings -- 1. Earned income. 2. Income accrued as a result of an 
employee participation program at a business. 

EID Code - Earning or deduction code. A two-character code by 
which the earning or deduction is identified in Payroll. 

EEOC - Equal Employment Opportunity Commission 

EiC (Earned Income Credit) - Money advance by an employer 
to an employee that the employee would normally receive at 
the end of the year from the federal government. 

Employee Categories - Job categories into which your company'f, 
employees may fall. 

Exemption - A dollar amount deductible from gross wages for 
personal exemption from a tax 

Expenses - The outflow of resources or the incurring of a debt for 
goods and services used by an entity to earn revenues. 

Federal Minimum Wage -The minimum dollar amount per hour 
at which an employee may be hired. 

Federal Tax - Any tax imposed by the federal government. 

Federal Tax Identification Number A number by which the 
federal government identifies a business for tax-paying 
purposes 

FEDWG (Federal Wages) - The amount of wages taxable by the 
federal government. 

FICA (Federal Insurance Contribution Act) - A federal tax 
known more commonly as Social Security. 
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FICAW (FICA Wages) - The amount of wages subject to FICA 
taxation. 

FLSA - Fair Labor Standards Act 

Format - The process used by the computer to prepare a diskette 
for storing data. Each diskette used for data must be 
formatted first. 

Frequency Cycle - A code (1-9) used by the program operator to 
specify that an earning/deduction is applied to an employee 
"x" times per year. 

FUIWG (FUI Wages) - The amount of wages subject to Federal 
Unemployment Insurance taxation. 

General Ledger - The collection of all asset, liability, and capital 
accounts that appear on the balance sheet. 

Ledger -- The book form in which monetary transactions of a 
business are performed. 

Liability -- Financial obligations of a business. 

"Other" State Tax •···- Taxes .levied by a state whose amounts are 
calculated differently than the standard state calculation 
method. 

Standard Deduction Amount The dollar amount allowed as a 
deduction if a state tax has a standard deduction amount 
allowable. 

State Ta...x - A tax imposed on income and deducted from wages by 
a state. 

STWG (State Wages) - The amount of wages taxable by a state. 

SUI (State Unemployment Insurance) - A tax paid by an 
employer to a state for the purpose of distribution to 
unemployed citizens. 

Supplemental Earnings Tax Rate -- The federal percentage rate 
at which employee earnings are taxed for supplemental 
earnings. 
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Tax Code - 1. A three-character abbreviation by which a state 

tax code is identified. 2. An equation that calculates tax table 
income to which various taxes are applied. 

Tax Table - A structured table or chart used to compute amounts 
of tax at various levels of taxable income. 

Time Card Entry - A Payroll function that specifies employees to 
be paid as well as hours or amounts of earnings and 
deductions to be applied to employees for a specific pay 
period. 

WCOMP (Workers Compensation Classification) -The 
number of hours or amount of wages for an employee upon 
which a business's workers compensation liability is 
estimated. 

Withholding Rate - A percentage rate at which income is 
withheld from an employee for taxation purposes. 

Workers Compensation - An insurance fund to which employees 
of a business and the business itself contribute for the 
purpose of paying employees not able to work due to 
work-related injury. 
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Time Card 
Register 

SAMPLE FORMS 
AND REPORTS 

This report shows the information you entered using the Time Card 
Entry selection and is used to make sure that your entries match 
the information you filled in on the Time Card Worksheet. The 
report shows the pay and earning/deduction frequencies you 
specified for the pay period, with information listed in order of 
employee identification number. 

Information listed for each employee includes: employee 
identification number, employee name, pay period ending date, and 
amounts and/or number of hours for each earning/deduction 
applicable to the employee. 
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1:-.? 
-:i 
1:-.? 

DATE:O3/31/83 COMrANY 

PAY rnEOUENCJE:;. 12,026,000,000,000 E1D FREQU£NC!ES: 1,2,0,0,0 

EARNINGS ANO DEDUCTIONS 

01 JOHNSON, HAROLD FRANCJS EARN:NGS SI\LRY 

PAY PfRl'.1D ENDING DATE 03/31/83 

DEDUCTlONS f'EOTX ~TTAX FICA CREDT INSUR 

AMOUNT .00 .00 .00 .00 .00 

02 H/\R.RJSON, KIMBERLY ANN t.ARNINGS 

AMOUNT 
PAY PERT00 Ei'lDfNG DATE 03/31/83 HOURS 

HOURS 

.00 
8{).00 

OVRTM 

.00 
,00 

f-JRVAC 

.00 

.00 

DEOUCTlDNS rrnrx $TT/IX FICA INSUR 

AMOUN": ,00 .OJ .00 .00 

03 S.AR.Ci..J\Y, EVA L. EARNHiGS Sil'.-RY 

PAY PERIOD ENDiNG DATt: 03/31/83 

DEDUCTIONS FE[)TX s--;- rAX FICA CREllT 

AMOUN f .00 .OG .00 .00 

IN3UR 

.00 
·------ - . ----- ---------------- ---

04 LAGUERUELA, RAOUL RAMON'.: U,RNINGS HOURS 

.00 
PAY PERIOD ENDING DATE 03/31/33 40.00 

DfDUCTIONS FEDD: 

?.MOUNT .00 

05 BUTLER, £DWAR.D 0. EARN lNGS 

AMOUNT 
PAY PERIOD ENDING DATE OJ/31/SJ HOURS 

SAL.RY 

186. 56 
31.00 

!)£DUCTIONS FHITX 

AMOUNT .00 

********** END OF REPORT 

OVRTM 

STTAX 

.00 

ST TAX 

.OD 

HRVAC 

.00 
40.00 

FICA 

.00 

FICA 

.00 

HRSCK 

,00 
.00 

INSUR 

,00 

CREOT 

.00 

UNION 

10.00 

INSUR 

.00 

PAGE: 1 



Earnings 
Register 

This report lists the actual dollar amounts for earnings/deductions 
applied in a pay period. The Earnings Register may be printed at 
various times throughout payroll processing to show more 
information as processing progresses. 

The top of the report shows pay and earning/deduction frequencies 
specified for the pay period, and information is listed in order of 
employee identification number. 

Headings on the report are broken into two lines to show the 
positioning of information in each section of the report. For each 
employee, the following information is listed: Payroll's check 
identification number, date on which check is printed, employee 
identification number, employee name, description of each earning 
with amount earned, and description of each deduction with 
amount deducted. If the check was created through Manual Check 
Entry, an M appears to the left of the check identification number. 

Total earned, total deducted, and net amount of check is listed at 
the end of each employee's information. 
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DATE: 03/31/83 AAA HARDWARE COMPANY 
PAYROLL 

PAGE: I 

EARNINGS REGISTER # **2 
PAY FREQUENCIES: I1,016,000,000,000 E/0 FREQUENCIES: 1,2,0,0,0 

EMPLOYEE NAME CK. TD. 

001 

001 

003 

004 

CK. NO. CK. DATE 
EARNINGS 

EMPL. TO. 
DEDUCTIONS NET 

03/31/83 01 HAROLD FRANCIS JOHNSON 
74.13 SALRY 

BONUS 
565.00 FEDTX 

TOTALS 565.00 

STTAX 
FICA 
CREOT 
INSUR 

12 .97 
37 .86 
56.50 
25.50 

··----,,----- PERJOO ENDING 03/31/83 
207.06 ********357.94 

03/31/83 01 KIMBERLY ANN HARRISON 
17 .80 HOURS 

OVRTM 
HRVAC 

356. 00 FEOTX 
STTAX 
FICA 
INSUR 

TOTALS 356.00 

03/31/83 
SALRY 2,500.00 FED TX 
BONUS STTAX 

FICA 
CREDT 
INSUR 

TOTALS 1,500.00 

HOURS 
OVRTM 
HRVAC 
HRSCK 

03/31/83 
320.00 FED TX 
30.00 STTAX 

320.00 FICA 
INSUR 
UNION 

TOTALS 670.0Q 

3.12 
23.85 
4.40 

-·-•·•·«-··· PERIOD cNOING 03/31/83 
49.17 *""******306,83 

OJ EVA L. BARCLAY 
509.42 
115.17 
167 .50 
125.00 
25.50 

............. PERIOD ENDING 03/31/83 
942 .59 ******l ,557 .41 

04 RAOUL RAMONE LAGUERUELA 
98.85 
24.12 
44.89 
4.40 

10.00 

............. PERIOD ENDING 03/31/83 
182.26 ********487. 74 
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DATE, D3/3l/83 AAA HARDWARE COMPANY 
PAYROLL 

PAGE, 2 

EARNINGS REGJSTER # **2 
PAY FREQUENCIES, 12,026,000,000,000 

CK, IO. CK, NO. CK. DATE 
EARNINGS 

005 03/31/83 
SALRY 386.56 FEOTX 
BONUS STTAX 

FICA 
CREDT 
INSUR 

TOTALS 386.56 

COMPANY TOTALS 4,477.56 

********** END OF REPORT 

EMPL. IO. 
DEOUCTIONS 

£/0 FREQUENCIES: 1,2,0,0,0 

EMPLOYEE NAME 
NET 

05 EOWARO 0. BUTLER 
22.39 
14.61 
25.90 
38.66 
25,50 

------==-,.-- PERIOO ENDING 03/31/83 
127 .06 ********259.50 

1,508,14 ******2,969.42 
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Paycheck 

The paycheck is in two sections: the check stub and the check itself 
The stub shows the employee's name, identification number, and 
Social Security number; the pay period ending date and date of 
check; and Payroll's check identification number. All earnings are 
listed in one column with hours worked and/or amounts earned. 
The hours and amounts are totalled near the bottom of the stub. 
Deductions are listed similarly in another column. At the bottom of 
the stub, the gross pay and net pay amounts are shown. 

'rhe check shows the check number, date, amount of check, and the 
name and address of the employee to whom the check is made 
payable. 

Also shown is a paycheck alignment mask to help you in aligning 
your checks. 
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General Ledger 
Posting Recap 

The General Ledger Posting Recap lists only accounts to which any 
amounts have been posted during a pay period and the amount 
debited or credited to each account. 

The accounts are listed in order of their use by Payroll in posting. 
Total debit and credit amounts should balance at the end of the 
report. 

DATE: 03/31/83 AAA HARDWARE COMPANY PAGE: l 
PAYROLL 
GENERAL LEDGER POSTING RECAP 

ACCT. # LEDGER DESCRIPTION DEB IT AMOUNT CREDIT AMOUNT 

2140 FED. WITHHOLDING PAYABLE 722.69 
6110-30 OTHER EARNING$ EXPENSE 320.00 
2180 CR£0JT UNION PAYABLE 220.16 
215-0 STATE WITHHOLOlNG PAYABLE 169.99 
6110-10 HOURLY WAGES EXPENSE 706.00 
2180-10 fNSURANCE OEOUCTJON PAYBL 85.30 
6!10-20 SALARY WAGES EXPENSE 3,451.56 
2190 UNION DUES PAYABLE 10.00 
ll!O CASH 2,969.42 
2130 FICA PAYABLE 600.00 
6120 EMPLOYER F JCA EXPENSE 300.00 
6130 FU! EXPENSE 35.82 
2160 FU! PAYABLE 35.82 
2170 SUI TAX PAYABLE 120.90 
6140 SUI EXPENSE 120.90 

"'''"""'"'"'"'"'"'"'"'"" ======,.====== 
COMPANY TOTALS 4,934.28 4,934.28 

***** END OF REPORT 
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Employee 
Mailing List 

This sample report is one defined using the Report Formatter 
selection. It shows the sequence in which information is listed - in 
this case, by employee last name. 

The employee identification number, name, address, city, state, zip 
code, home telephone number, and Social Security number are 
listed for each employee on this report. Keep in mind that you may 
choose any employee information you wish to print on a 
user-defined report. 
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N) 
00 
0 

DATE: 03/31/83 
NAME SEQUENCE 

EMP-1D N AM E 

03 BARCLAY, EVA L. 
05 BUTLER, EDWARD O. 

A.AA HARDWARE COMPANY 
PAYROLL 
EMPLOYEE MAIL 

ADDRESS 

7311 CORONET CIRCLE MACON 
2608 HOLLOW GLEN OR. MACON 

PAGE: 1 

I T Y 

02 HARRISON, KIMBERLY A._, 5913-A FORREST SWEETWATER 
Ol JOHNSON, HAROLD FRANCIS 154 SUGARTREE LANE SWEETWATER 
04 LAGUERUELA, RAOUL RAMONE 1147 BENNETT STREET NORTH MACON 

*******"** END OF REPORT 

STATE Z I P P H O N E SOC. SEC. # 

GA 99812 555-673-4228 543-11-0981 
GA 45092 617-425-6713 449-81-374] 
GA 99999 555-341-9000 437-21-1234 
GA 99999 555-555-6545 555-10-1114 
GA 99875 555-788-5441 412-29-8753 



Employee 
Mailing Labels 

Mailing labels show each specified employee's identification 
number, date (for use as time card labels), name, address, city, 
state, zip code, and Social Security number. "One up" or one-across 
labels are used for this function. 

*********• N A M E *******tt* 
*U**A00RESS***** 
****** C 1 T Y ***** ST *ZIP CODE* 
*SOC.SEC.# MM/ODIYY XX 

HAROLD FRANC l S JOHNSON 
254 SUGARTREE LANE 
SWEETWATER GA 99999 
555-10-112 03/31/83 01 

KIMBERLY ANN HARRISON 
5913-A FORREST 
SWEETWATER GA 99999 
437-22-123 03/31/83 02 

EVA L, BARCLAY 
7311 CORONET C IRCLl 
MACON GA 99872 
543-21-098 03/31/83 03 

RAOUL RAI\Ottf LAGOERUELA 
l141 ilEli!lfff $rREE1 NORTH 
MACON GA 99875 
412-29-875 03/31/83 04 
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Employee Earning 
Deduction List 

This report shows all defined earnings and deductions for each 
employee with the rates at which wages are earned or deductions 
are taken. 

The headings are divided into two lines to show positioning of 
information on the report. Information is listed in order of 
employee identification number and consists of the following items: 
employee identification number, employee name and Social 
Security number, earning/deduction identification code, 
earning/deduction description, rate of earning or deduction (rate, 
percent, or amount), maximum amount of earning/deduction, and 
frequency code of earning/deduction. 

DATE, 03/31/83 AAA HARDWARE COMPANY 
PAYROLL 
EMPLOYEE E/0 LIST 

EMP • IO. EMPLOYEE NAME SOC. SEC. NUM. 
E/D CODE DESCRJPTlON PCT/RTE/AMT MAX AMOUNT FREQ. 

01 JOHNSON, HAROLD FRA«CJS 555-10-1124 
SL SALARIED WAGES 565.00 .00 
BN BONUS PLAN .00 .00 
CR CREDIT UNION 10.00 .00 
IN JNSURANCE 25.50 500.00 

02 HARRISON, KIMBERLY ANN 437-22-1234 
HR HOURLY EARNINGS 44.50 .00 
OT OVERTIME WAGES 66.80 .00 
vc VACATION PAY 44.50 356.00 
IN INSURANCE 4.40 200.00 

03 BARCLAY, EVA L. 543-21-0987 
SL SAL AR I ED WAGES 2,500.00 .00 
BN BONOS PLAN .OD .00 
CR CREDIT UNION 5.00 .00 
IN INSURAHCE 25.50 500.00 

04 LAGUERUELA, RAOUL RAMONE 412-29-8753 
HR HOURU EARNINGS 80.00 .00 
OT OVERTIME WAGES 120.00 .00 
vc YACArION PAY 80.00 640.00 
SK SICK PAY 80.00 320.00 
IN INSURANCE 4.40 200.00 
UN UNION O\JES .25 JOO.DO 

05 BUTLER, EDWARD O. 449-81-3741 
SL SALARIED WAGES 1,833.00 .00 
BN BONUS PLAN .00 .00 
CR CREOJT UNION 10.00 .00 
IN INSURANCE 25 .so 500.00 

********** ENO OF REPORT 
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Time Card 
Worksheet 

This form is a worksheet for you to fill in using actual employee 
time cards or other pay information. All employees specified to be 
paid in a pay period are listed in order of employee identification 
number. 

For each employee, you should first fill in the pay period ending 
date. Earnings are listed separately from deductions, with blanks 
for filling in either the number of hours or dollar amount for each 
earning/deduction specified to be applied in the pay period. 

Use the completed worksheet to help you enter information in Time 
Card Entry. 
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DATE:03/31/83 AAA HARDWARE COMPANY PAGE: 
PAYROLL 
TIME CARD WORKSHEET 

PAY FREQUEl'lCIES: 12 ,026,000~000,000 EID FREQUENCIES; 1,2,0,0.0 

EMPL. EMPcOYEE EARNINGS A N D DEDlJCTJONS 
IO. NAMf 

OJ JOHNSON, HAROLD FRANCIS EARNINGS SALRY 

AMOUNT 
PAY PER10D f:NDTNG DA TE I ! HOURS 

DEDUCTIONS FEOfX STTAX FICA CREOT INSUR 

AMOUNT 
----------------------

02 HARRiSON, KiMBERU ANN EARNINGS HOURS OVRTM HRVAC 

AMOUNT 
PAY PERIOD ENDING DATE I I HOURS 

DEDUCTIONS FEDTX JTTAX FICA !NSUR 

AMOUNT 

I 
-------- -- ·--- -------- ----------- -------- -----

tv 03 BARCLAY, EVA L. EARNINGS SAL RY 
(XJ 
,j::. AMOUNT 

PAY PERhJO ENDING :)ATE I I HOURS 

OEOUCTIONS FEDTX STTAX FICA CREDT JNSUR 

AMOUNT 
--------------------------------------------
04 Lf.\GUE.RUELA, RAOUL RAMON£ E.4RNINGS 1-l•liRS OVRTI' HRV.t\C HRSCK 

PAY PERIOD ENDING DATE 

DEDUCTIONS FEOTX: STTAX FICA INSUR UNiON 

A.'i'!OUNT 
------------------------------------··---------
05 BUTLER, EOWAR;J O. EARNINGS SAL RY 

AMOUN7 
PAY PfRICJD CNDifllG DA-;E I I 1-iOlJRS 

DEOvC.TIONS FEDTX STTAX F!ca. CREDT INSUR 

AMOUNT 
---------------·-•·- -------------------------

***"/<*"'***"" END OF REPORT 



Employee Cross 
Classification 

This report shows the number and type of employees in different 
job positions. Using the key at the end of the report, you see that 
white males are classified as "A," Asian females as "I," and so on. 
Columns A-J on the report represent the ethnic and sex categories 
defined in the keys. 

To read the report, notice, for example, the box in Column G, in the 
row designated "Clerical." The number "1" appears, meaning that 
the company has one clerical employee who is a black female, 
according to the key. 

The last column shows the total number of employees in each job 
category, and the last row shows the total number of employees of 
particular sexes or ethnic backgrounds. 

DATE: 03/31/133 

POSlflOI< 
vs. 

RACE 

WHITE 
8lACK 
HISPANIC 
AS JAN 
AMER, INDIA 

END OF Rf PORT 

AAA HARDWARE COM!'ANY 
PAYROLi. 
EMPLOY££ CROSS CLASS!FICATJOO 

MAU 
A 
8 
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ol 
General Ledger 
Distribution 

This report shows the total dollar amount posted to each defined 
account for the current pay period, quarter, and year. Account 
numbers, descriptions, and amounts posted are listed in order of 
account number. 

DATE: 03/31/83 AAA HARDWARE COMPANY 
PAYROLL 
GENERAL LEDBER D!STRIBUTION 

PAGE: 1 

------------ 8 A L A N C E ---------
ACCT. NO. DESCRIPTION 

lll0-
2130-
2140-
2150-
2160-
2170-
2180-
2180-10 
1190-
6110-10 
6110-20 
6110-30 
6120-
6130-
6140-

CASH 
FICA PAYABLE 
FED. aJTHHOLOING PAYABLE 
STATE WITHHOLDING PAYABLE 
FU] PAYABLE 
SUI TAX PAYABLE 
CREOlT UNION PAYABLE 
INSURANCE DEDUCTION PAY8L 
UNION DUES PAYABLE 
HOURLY WAGES EXPENSE 
SALARY WAGES EXPENSE 
OTHER EARNINGS EXPENSE 
EMPLOYER FICA EXPENSE 
FU! EXPENSE 
SUI EXPENSE 

********** ENO OF REPORT 
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CURRENT QUARTER YEAR 

2,969.42 
600.00 
722 .69 
169.99 
35. 82 

120.90 
220.16 
85.30 
10.00 

706.00 
3,451.56 

320.00 
300.00 
35.82 

120.90 

2,969.42 
600.00 
722.69 
169.99 

35 .82 
120.90 
220.16 

85.30 
10.00 

706.00 
3,451.56 

320.00 
300.00 
35.82 

120.90 

2,969.42 
600.00 
722.69 
169. 99 

35 .82 
120.90 
220.16 
85.30 
10.00 

706.00 
3,451.56 

320.00 
300.00 

35.82 
120. 90 



Employee 
Tax Summary 

This report summarizes tax information for each employee. Each 
page of the report contains information for one employee. 

The employee's identification number, name, work city and state, 
Social Security number, and status (active or inactive) are listed 
first. Next, the report is broken into four sections: earnings, 
deductions, taxable wages, and workers compensation wages. 

Each earning for an employee is listed, along with the amount 
earned during the current pay period, quarter, and year. All 
amounts are then totalled. 

Deductions are listed in the same way, with a net pay (total 
earnings minus total deductions) line appearing beneath the 
deductions section. 

Taxable wages are listed next and include totals of all wages 
taxable by the federal government and any state or city tax 
authority. 

Appearing last are wages upon which a company's workers 
compensation liability is based, along with the rate for figuring 
liability and the total estimated liability for the employee. 

287 
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DATE, 03/31/83 AAA HARDWARE COMPANY 
PAYROLL 
EMPLOYEE TAX S~RY 
LAST UPDATED 03131/83 

PAGE, 1 

01 JOHNSON, HAROLD FRANCIS B A L A N C E S ---·--····· 
MACON GA 555-10-1114 ACTIVE 

EARNINGS: 
SALARIED WAGES 

TOTAL EARNINGS 

OEOUCTfONS, 
FEDERAL INCOME TAX 
GEORGIA JNCOME TAX 
EMPLOYEE FICA 
CREDIT UNJO« 
INSURANCE 

TOTAL OEDUCTJONS 

NET PAY 

TAXABLE WAGES, 
FEDERAL TAXABLE 
EMPLOYEE FICA 
EMPLOYER FICA 
FED UNEMP INSUR 
STATE TAXABLE 
STATE IJNEMP INS 

WOOKERS COMPENSA TIO«, 
WAGES 

X .01250 (rate) 
ESTIMATED LIABJLIT! 

288 

CURRENT QUARTER YEAR 

565.00 565 .00 565 .00 

565.00 565.00 565.00 

)4 ,13 74 .23 )4.23 
12.97 12.97 12. 97 
37. 86 37.86 3) .86 
56.50 56.50 56.50 
25.50 25.50 25 .50 

201.06 207 .06 207 .06 

357.94 357. 94 357. 94 

565.00 565 .oo 565.00 
565 .00 565.00 565.00 
565 .00 565.00 565.00 
565 .00 565.00 565 .00 
565.00 565.00 565 .00 
565.00 565 .00 565 .00 

565.00 565.00 565 .00 

7.06 7 .06 7.06 



Employer 
Tax Summary 

This report lists amounts of earnings, deductions, taxes withheld, 
and employer contributions to taxes for the current pay period, 
quarter, and year. The report is broken into five sections: earnings, 
deductions, taxes withheld, employer taxes, and workers 
compensation. 

In the earnings section, each earning's identification code and 
description is listed with the earning's current, quarter, and year 
amounts. All earning amounts are totalled at the end of the 
section. Deductions are listed and totalled in the same way. 

Taxes withheld from employee wages are listed next with their 
amounts and totals. After this section, total deductions and taxes 
withheld are subtracted from total earnings to show the net payroll 
amount. 

The next section of the report shows taxes to which the company 
contributes. Each employer tax and its current, quarter, and year 
total is listed. All employer tax contributions are then totalled at 
the end of the section. 

The last section lists each workers compensation category with all 
wages subject to liability estimation. Also included is the actual 
estimation amount for each category. At the end of the section, 
total hours, wages, and estimated liabilities are listed. 
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DATE: 03/31/83 AAA HARDSARE COMPANY 
PAYROLL 
EMPLOYER TAX SUMMARY 
LAST UPDATED 03/31/83 

PAGE: l 

B A L A N C E S -----------
CODE DESCRIPTION CU/lRENT QUARTER YEAR 

EARNINGS CATEGORIES: 

HR HOURLY EARNINGS 
OT OVERTIME WAGES 
SL SALARIED WAGES 
VC VACATION PAY 

676.00 
30.00 

3,451.56 
310.00 

676.00 676.DO 
30.00 30.00 

3,451.56 3,451.56 
320.00 310. 00 

- --- --------- ---------- ------- --- ----- --
**** TOTAL EARNINGS **** 4,477.56 4,477.56 4,477.56 

DEDUCTIONS CATEGORIES: 

CR CREDIT UNION 220.16 220.16 110.16 
IN INSURANCE 85.30 85.30 85.30 
UN UNION DUES 10.00 10.00 10.00 

-- ----- -- ----- ------ ------------ --------
**** TOTAL DEDUCTIONS **** 

TAXES WITHHELD: 

FDM FEDERAL INCOME TAX 
FDS FEDERAL INCOME TAX 
GAM GEORGIA INCOME TAX 
GAS GEORGIA INCOME TAX 
*** EMPLOYEE FICA WITHHELD 

**** TOTAL TAXES WITHHELD **** 

**** NET PAYROLL **** 

EMPLOYER TAXES: 
FICA (EMPLOYER COIHRIBUT!ON) 
FEDERAL UNEMPLOYMENT INSURANCE 

GA STATE UNEMPLOYMENT INSURANCE 

TOTAL EMPLOYER TAX CONTRIBUTIONS 

941 DEPOSIT CALCULATIONS 
TOTAL FED TAX WITHHELD 
TOTAL F.I.C.A. TAX 

TOTAL FEDERAL DEPOSIT 

315.46 

17 .80 
704.89 

3.12 
166.87 
300.00 

1,191.68 

2,969.41 

300.00 
35 ,81 

120.90 

456. 71 

712.69 
600.00 

1,322.69 

DATE: 03/31/83 AAA HARDWARE COMPANY 
PAYROLL 
EMPLOYER TAX SUMMARY 
LAST UPDATED 03/31/83 

315.46 

17 ,80 
704.89 

3,11 
166. 87 
300.00 

1,191.68 

2,969.42 

300.00 
35.82 

120.90 

456. 71 

711. 69 
600.00 

1,312.69 

315. 46 

17 .80 
704. 89 

3.12 
166.87 
300.00 

1,191.68 

2,969.42 

300.00 
35.81 

120.90 

456. 71 

722. 69 
600.00 

1,322.69 

PAGE: 2 

B A L A N C E S -----------
CODE DESCRIPTION CURRENT QUARTER YEAR 

WORKERS COMPENSATION: 
01 WORKERS COMP WAGES 

X .01250 
ESTIMATED LIABILITY 

02 WORKERS COMP HOURS 
X .21500 

ESTIMATED LIABILITY 

TOTAL W/COMP HOURS 
TOTAL S/COMP WAGES 
TOTAL ESTIMATED l!ABILlTY 

********** ENO OF REPORT 

(rate) 

(rate) 

290 

3,451.56 

43.14 

122 .50 

27 .56 

122 .50 
3,451.56 

70.70 

3,451.56 

43.14 

111.50 

27 .56 

122 .50 
3,451.56 

70. 70 

3,451.56 

43.14 

122.50 

17 .56 

122.50 
3,451.56 

70.70 



Payroll 
Performance 

This report, listed in order of employee identification number, 
shows the number of hours credited to each earning of each 
employee for the current pay period, quarter, and year. Each 
employee's total number of hours for all earnings is also shown. At 
the end of the report, all hours are listed in order of earnings and 
added together to produce a company total number of hours. 

DATE: 03/31/83 AAA HARDWARE COMPANY 
PAYROLL 
PAYROLL PERFORMANCE 
LAST UPDATED 03/31/83 

PAGE: 1 

EMPL. ID. EMPLOYEE NAME -------------- H O U R S -----------
EARNING DESCRIPTION 

01 JOHNSON, HAROLD FRANCIS 
SALARIED WAGES 

EMPLOYEE TOTAL 

02 HARRISON, KIMBERLY ANN 
HOURLY EARNINGS 

EMPLOYEE TOTAL 

03 BARCLAY, EVA L. 
SALARIED WAGES 

EMPLOYEE TOTAL 

04 LAGUERUELA, RAOUL RAMONE 
HOURLY EARN lNGS 
OVERTIME WAGES 
VACATION PAY 

EMPLOYEE TOTAL 

05 BUTLER, EDWARD 0. 
SALARIED WAGES 

EMPLOYEE TOTAL 

AAA HARDWARE COMPANY 
BONUS PLAN 
HOURLY EARNINGS 
OVERTIME WAGES 
SICK PAY 
SALARIED WAGES 
VACATION PAY 

COMPANY TOTAL 

********** END OF REPORT 
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CURRENT QUARTER YEAR 

BO.OD 

BO.DO 

BO.DO 

BO.DO 

160.00 

160.00 

40,00 
2.50 

40.00 

82.50 

32.00 

32.00 

.oo 
120.00 

2.50 
.00 

172 .00 
40.00 

434.50 

80.00 

80.00 

80.00 

80.00 

160.00 

160.00 

40.00 
2.50 

40.00 

81.50 

31.00 

31.00 

.oo 
120.00 

1.50 
.oo 

172.00 
40.00 

434.50 

BO.OD 

80,00 

BO.OD 

80.00 

160.00 

160.00 

40.00 
2.50 

40.00 

82.50 

32.00 

32.00 

.00 
120.00 

2.50 
.00 

271.00 
40.00 

434.50 
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TAX C<)D:E 
FORMATTING 

Payroll calculates city and st:,.tc taxes in a mam.1er that might look 
a bit different from the equation& you've seen in your city mid state 
tax codes. Read and study th€ following material to familiarize 
yourself with the way Payroll hand.1es information necessary in 
defining tax codes. 

When you have a thorough understanding of tho explanations and 
have looked through the example, start defining your tax codes. If 
you like, ask you:r accountant for help in setting up city and »tate 
equations for entry into the computer. 

Payroll uses the followi.ng equations to calculate tax. Use this list 
of abbreviations to help you read the equations. 

GW: 

GTW: 

STD: 

EXD: 

DPD: 

F.ETD: 

FJTD: 

STTD: 

Gross Wageg 

Gros;; Taxable Wages(% GROSS TAXABLE up to 
MAX GROSS) 

Standard Deduction (STD DEDUCT AMOUN'I' or 
STD Pl:.:RCENTAGE of GW less than or equal to 
MAX AMT and greater than or equal to MIN 
i\MTJ 

Exemption Deduction (#-EXEMP ,< EXEMPTION 
AMOlINT) 

Dependent Deduction (#-DEPND x 
DEPENDENT AMOUNT/ 

Federal Tax Deduction(% FED W/H DEDUCT up 
to MAX FED) 

FICA 'fax Deduction (';if, FICA DEDUCT 11p to 
MAX FICA) 

State Tax Deduction f% STATE TAX DEDUCT 1..1.p 

to :MAX STATE) 

298 



TTI: Tax Table Income 

The equations, in the order in which Payroll uses them, are: 

1. TTI = GTW - EXD - DPD - STD - FETD - FITD -
STTD - $ADJUSTMENT 

2. TAX = $AMOUNT in TTI bracket + (% AMOUNT x (TTI 
- OVER AMOUNT)) - $CREDIT 

3. Final Tax = TAX - (TAX x %CREDIT) + (% TAX over 
MAX x (GW - MAX GROSS)) 

Note: For definitions of% AMOUNT and OVER AMOUNT, see 
Conversion Form #6, "Tax Table Definition," in the 
Conversion section. 

You can make your city and state tax equations fit the format 
Payroll uses by following these steps: 

1. Write down your city or state equation that converts gross 
wages to tax table income. 

2. Write down any equations that adjust a tax after it has been 
calculated from the tax table (such as credits). 

3. Apply the equations you wrote down to the equations shown 
earlier. 

You might have to derive the equation Payroll uses algebraically 
from your equations. The following example shows you how, using 
Minnesota's state tax. 

Minnesota uses these equations in its tax code: 

1. TAX TABLE INCOME = (GROSS WAGES - FED TAX) x 
.9072 

2. TAX= TAX FROM TABLE - (68 x NUMBER OF 
EXEMPTIONS) 

3. FINAL TAX = TAX x 1.084 

294 



To transfer the first Minnesota equation to a form usable by 
Payroll, change it to this form: 

TAX TABLE INCOME = (.9072 x GW) - (.9072 x FED 
TAX) 

To transfer the second Minnesota equation to a form usable by 
Payroll: 

The 68 (dollars) must be a $CREDIT. (Multiply the number of 
exemptions for each employee by 68 and enter that number as 
the $CREDIT.) 

To apply Minnesota's third equation to Payroll, change it to this 
form: 

FINAL TAX = TAX - (.084 x TAX) 

(.084 x TAX) is derived from (1 x TAX) + (.084 x TAX). 
Therefore, %CREDIT = - 8.4%. 
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accounts 
adding, 118, 119 
balance of for current period, 1m 
balance of for cmTent quarter, 119 
balance of for current year, 119 
changing, 118, 119 
defining, 49 
deleting, 118, 119 
descriptions, 43, 119 
inquiring about, 118, 120 
maintaining, 43, 47, 117 

INDEX 

matching numbers with those in General Ledger, 43 
maximum number of: 4 
net payroll, 94, 122 
number of defined, 94, 116 
numbers, 43, 118 
optional, 43, 46 
required, 43, 46 

backup, i, ii, 6, 7, 40, 47, 50, 105, 106, 107, 108, 209, 234, 
237-8, 239 
definition ot~ 267 
library of, 6, 240-3, 267 
using to correct errors, 259-60 

capacities of system, i, 4 

closing 
reports to print prior to, 234 
period, 37, 39, 100, 106, 234-6 
quarters, 39, 107, 235 
years, 108, 235 

company information, 46, 47, 52, 113-6 
changing, 7, 94 
checking correctness of, 49 
definition of, 267 
inquiring about, 94 
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conversion, i, 41 
decisions, 41, 42, 43, 44, 45 
definition of, 267 
forms, 41, 46, 55,267 
period, 51 
procedures, 41, 46, 47 

copy, see backup 

deductions, 1, 11, 142, 193 
abbreviation of name, 144 
account for posting, 144 
adding, 143, 148 
automatic calculation of, 24, 29, 30 
calculation of by different methods, 44, 146, 147, 172 
changing, 143,148 
checking for correctness, 49-50 
checking history amounts of, 50 
defining, 46, 48 
definition of, 268 
deleting, 143, 148 
descriptions of, 144 
exceptional amounts of, 32, 189-90, 193-4 
identification codes, 18, 53, 144, 171 
information for each employee, 47, 158 
inquiring about, 143, 148 
maximum limit on amounts of, 19, 147, 172 
maximum number of, 4 
number of defined, 94, 116 
section of employee record, 18, 19, 169 
taken from wages before or after calculation of federal 

withholding, FICA, FUI, state withholding, SUI, city 
withholding, other state tax, or workers compensation, 
145-6 

that apply to all employees, 19 
types of, 1, 19, 43, 54, 142, 143, 144, 169, 189, 193 

diskettes 
copying, see backup 
formatting, 237-8, 239 
General Ledger data, 53 
processing, 7, 20, 109 
sample data, 7 
setup, 7, 9, 47, 109 

DMP series printers (see printing) 
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earnings, 1, 11, 44, 142, 193 
abbreviation of name, 144 
account for posting, 144 
adding, 143, 148 
calculation of by different methods, 44, 146, 14 7, 171 
changing, 143,148 
checking for correctness, 49-50 
checking history amounts of, 50 
current, quarter, and year total amounts of, 38, 47, 147 
defining, 46, 48 
definition of, 268 
deleting, 143, 148 
descriptions of, 144 
exceptional amounts of, 32, 189-90, 193-4 
exempt from federal withholding, FICA, FUI, state 

withholding, SUI, city withholding, other state tax, or 
workers compensation, 146 

identification codes, 18, 19, 53, 144, 170 
information for each employee, 47, 158 
inquiring about, 143, 148 
maximum limit on amounts of, 147, 171 
maximum number of, 4 
number of defined, 94, 116 
section of employee record, 18, 19, 169 
types of, 1, 19, 43, 44, 54, 142, 143, 144, 169, 170, 185, 

189, 193 

EEOC, 1, 10, 102, 149, 222, 268 

employee categories (see also EEOC, FLSA), 1, 11, 12, 48, 49 
adding, 150 
changing, 150,151 
checking correctness of, 50 
definition of, 268 
ethnic race, 12, 46, 150 
inquiring about, 150 
job position, 12, 46, 150 
workers compensation classification, 12, 46, 151 
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employees 
adding, 13,48,97, 159 
changing information about, 97, 159 
checking correctness of information, 50 
cross classification report, see reports 
deleting, 98, 159, 160 
demographic information about, 11, 14-5, 47, 98, 158, 161-4 
earning/deduction information about, 11, 4 7, 158, 169, 170-2 
history, 173, 174, 175-7 
identification number, 10, 13, 24, 34, 38, 159, 174, 192, 

213,229 
list of, see reports 
mailing labels for, see reports 
mailing list, see reports 
maintenance, 9, 13, 98, 158 
maximum number of, 4 
number of on file, 94, 116 
pay status information about, 11, 15-8, 47, 98, 158, 164-9 
tax summary, see reports 
terminating, 98 
total hours worked by individual, 104 

equipment (see also hard disk) 
optional, 5 
required, i, 5 

errors 
COBOL, 247, 257-65 
common, ii 
correction of to entries, 110 
hardware, 259 
Payroll, 247-57 
TRSDOS, 247 

features of system, i 

FLSA, 1, 232, 269 

frequency cycle codes, 19, 23, 24, 28, 29, 45, 47, 99, 170, 171, 172, 
185,187,221,269 

hard disk, 4-5 
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interfacing 
instructions for, 52, 53 
vs, using a stand-alone system, 2, 42, 52, 54, 94, 114, 224, 
with Model 4 General Ledger package, 2, 3, 41, 42, 43, 52, 

116 
with other Model 4 accounting packages, i 

menus 
Main, 20, 28, 37, 182 
Payroll Processing, 28, 33, 34, 36, 37, 99, 183, 184 
Period Summary, 37, 38, 39, 226 
Reports,22,24, 101,211 
System Setup/Maintenance, 9, 112 

paychecks 
alignment for printing, 35, 206-7 
calculating amounts of, 33, 99, 100, 105, 184, 197, 205 
date to be shown on, 34, 198 
deleting, see update 
entering handwritten, 100, 105, 184, 199, 200-3 
identification numbers, 35, 207 
maximum number of, 4 
number of on file, 116 
preprinted numbers on, 35 207 
printing, 34, 99, 100, 105, 185, 205 
printing advanced, 99 
printing check numbers on, 94, 115 
printing company name and address on, 94, 115 
sample of, 276-7 
special messages on check stubs, 35, 207 

pay frequency, 15, 22, 23, 24, 28, 29, 165, 185, 187, 221 

pay period ending date, 24, 29, 30, 188, 190, 192, 194 

posting, see update 

printing (see also reports, paychecks) 
with DMP series printers, 2, 7, 94, 115 
readying printer, 111 

procedures (see tasks) 

recovering data (see also errors, backup), 244-5 
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reports 
cross classification, 102, 106, 212, 222-3, 285 
earning deduction detail list, 212, 215, 216, 218-9, 282 
earnings register, 34, 36, 99, 100, 105, 184, 197, 199, 203-5, 

273-5 
employee tax summary, 227, 228-30, 287-8 
employer tax summary, 38, 103, 104, 106, 227, 230-1, 289-90 
GIL distribution, 52, 103, 106, 212, 224-5, 286 
G/L recap, 37, 100, 209, 210, 278 
mailing/time card labels, 102, 106, 212, 215, 216, 217-8, 281 
payroll performance, 38, 104, 106, 227, 232-3, 291 
reprinting, 244 
time card register, 33, 105, 184, 195-7, 220, 271-2 
time card worksheet, 22, 24, 27, 105, 183, 212, 219, 283-4 
user-defined, 21, 44, 48, 50, 101, 106, 152-7, 212, 213, 

214, 279-80 

salary 
amount of, 24 
hours worked, 24, 29, 30, 31, 184 
overtime worked, 30, 31 
sick leave, 31 
vacation, 30, 31 

storage of records in system, 111 

tasks, i 

tax 

end-of-period, 93, 105-6 
end-of-quarter, 107 
end-of-year, 93, 108 
on demand, 93, 94 
routine, 93, 94-104 

city, 167-8, 178, 180 
employee summary, see reports 
employer summary, see reports 
exemptions, 168, 169 
federal, 16, 46, 47, 94-5, 121, 122-4, 166, 176, 178, 180, 268, 

269 
other state, 1, 18, 46, 95, 126-7, 177, 179, 181, 269 
state, 17, 47, 94, 95, 121, 125-6, 127, 166, 167, 176, 178, 180, 

269 
withheld for current period, quarter, and year, 46, 47, 94, 121, 

128-30 

302 



tax codes, 1, 46, 48, 54, 135-41 
adding,96, 136,137 
amounts withheld from employees under, 140 
changing, 96, 136 
checking correctness of, 49 
city in employee record, 17, 167 
complicated, 40, 293-5 
definition of, 270 
deleting, 96, 136, 140-1 
description of, 136 
EiC in employee record, 16, 165 
federal in employee record, 16, 165 
history amounts withheld under, 96 
identification codes of, 136 
inquiring about, 96, 136, 141 
maximum number of, 4 
menu, 131 
number of on file, 94, 116 
practice in setting up, 40 
state in employee record, 16, 166 
types of, 136 

tax tables, 1, 46, 48, 132-5 
adding, 95-6, 133, 134 
changing, 95-6, 133, 134 
checking correctness of, 49 
definition of, 270 
deleting, 95-6, 132, 133, 134 
description of, 134 
identification code of, 133 
inquiring about, 95-6, 133, 135 
maximum number of, 4 
menu, 131 
using with multiple tax codes, 132 

time card, 28, 30, 100, 185, 205, 270 
automatic entry, 28, 186, 187 
manual entry, 28, 32, 186, 190-2, 194-5 
number of on file, 94, 116 

update, 36,100,106,185,199,208 
and deletion of checks/time cards, 36, 210 
and resetting totals to zero, 40 
date of, 37, 210 
date oflast, 94, 116 
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version number of program, 109 

W-2 forms, 37, 228 

workers compensation (see also employee categories) 
definition of, 270 
estimation of company liability, 230 
total units worked, 103 
wages upon which liability is estimated, 177, 179, 181 
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