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How to Optimize Payroll and Use Customizable Payroll Reports

How to Change Deduction-Benefit Descriptions and/or Deduction-Benefit Codes

IMPORTANT NOTE: Do not complete these steps with payroll open.

Before doing either of these processes send a copy of your database for a backup and run a Deduction
Master List for review. Let’s take a look at how to complete these steps, before changing the
deduction-benefit descriptions and/or deduction-benefit codes.

Send a Copy of Your Database

1.

2.
3.
4

Administrative Utilities
Control Center
File Transfer

Select Send Database to SDS and make note of the file name

Useful Information -
':?:' Send Database to SDS .;E;. Send MDE .;:::;. Zend BAK
— [seioebuns |
FleT ; -.:.-Emeﬁewl'.'urlusnmn

Send Your Database To 5DS

{_) Automare Send Green Docs to Server || Crest= zip file only

\._! Historical

File Name; | Specl540

.

Run a Deduction Master List

PwnN

Reports
General Accounting Reports
Payroll Setup

Deduction Master List

General Accouniing Reports v [ TN

Deduction Master List  View POF  View & Export

lurrent Year or Historical Report Processing [ Corren: vear

Documents

Select a Report Group:

2Select a Report:

Accounts Payable (Bills)
Applicant Tracking

Billing end Accounts Recsivable
Check Reconcilistion

Employae Master and Aftendance
Federsl and State

Finance Activity Reports
Financial Reports

Financial System Setup

Fixed Assets

Other

Payroll and Human Resources

Avzilable Benefits for Benefit Only Processing
Bank Information List

Employee Attendance Code List
Position and Employee List
Tax Listings

Make notes on the report for the changes you want to make and review as to not duplicate
anything. Run this again once you have done the process for verification.

Now that we completed those two important steps let’s dive into how to change the descriptions. Again
please do not complete these steps if your payroll is open.

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 3
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Changing Deduction-Benefit Descriptions

1. Master File Code Entry Options

Master File Data Entry & Changes

Entry Options: Deductions/Benefits Master

Select the Deduction/Benefit Code that needs a description change
Description: Type in a new description.

Select Save Change

ounkwnN

This only changes the description in the master file but not throughout the database for the employees.
To change the descriptions for the employee records follow the steps below.

1. Administrative Utilities
2. Control Center
3. System Adjustment

Useful Information
.{hgemﬂeaﬁag.\hﬂnﬁfﬁm Dmlerlﬂpmu .ﬂlmgeﬂmum#'s.(hmbile plo

Document Control

Fib= Transfer Update Year-To-Date Detzil Desoriptions From Deduction/Benefit Descriptions:
Add Report to = Regart Group Update ‘Year-To-Date Detzil History Desoiptions From Deduction/Benefit Descriptions:

Add Ourside URL [l Codes v] [Code v ]
0ld Code
System Adjustments | B=N Act=" A4 - AETNA VARIABLE w |
= ] [Mew Code I I
4. Update Year-To-Date Detail Descriptions from the Deduction/Benefit Description: Select Run
button
5. Update Year-To-Date Detail History Descriptions from the Deduction/Benefit Description: Select
Run button.

This utility has just successfully changed the descriptions in your Employee Deduction/Benefits Screen as
well as Employee Year to Date Detail Screen.

Now that we have learned how to change the descriptions let’s look at how to change the deduction-
benefit codes.

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017| 4
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Changing Deduction-Benefit Codes
To change the codes follow the steps below.
1. Administrative Utilities

2. Control Center
3. System Adjustment

Acd Report to a Repart Group ‘ear-To-Date Detzil iptions From Dedudti afit iptions:
Mass Changs Deduction/Benefit Codes|What Codes? |[what order?
Add Outside URL Al Codes v =l
0ld Code
System Ady | B=N Act=" AA - AETNA VARIABLE v
Other Operations "HeandE
- N %

4. Mass Change Deduction/Benefit Codes

In looking at the screen let’s review the different dropdowns.

What Codes?

Click on the drop down and it gives a list of ways to select deductions and/or benefits.

What Codes?

Bctive

Deductions (Al
Deductions (Adive)
Benefits ?’dl}
Benafits | Adive)

=

What Order?
In this dropdown you can select which order you would like them in, by code or description.

[ what Order?

I

_
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Old Code

Click on the Old Code dropdown and it shows the code list you selected in the order you selected. Select
the old code you would like to change.

N Act=" &C - JOHN HANCOCK MUTUAL

N Act=" A0 - AID ASSOC FOR LUTHERANS
M Act=" AETMA - AETHA VARTABLE

N Act=" &F - FRANKLIN LIFE

M Act=" &5 - GREAT AMERICAN LIFE

M Act=" &G7 - GREAT AMERICAN

M Act=" AH - FRANKLIN/TEMPLETON FUNDS
N Act=" Al - FEDERAL KEMPER LIFE

M Act=Y 41 - JACKSON NATIONAL

N Act=" &K - KEMPER INVESTORS

M Act=" AL - LUTHERN BROTHERHOOD

N Act=" 4M - EQUITABLE LIFE ASSUR

BE=
B=
E=
BE=
B=
E=
BE=
B=
E=
BE=
E=
E=

New Code

After selecting the old code to be changed, you can simply type in the new code.

e coge |
[

The new code should be brief and something that you can glance at and know what it’s for. You can put
a “—D” and “—B” after the code for deduction/benefit reference as well. That can be an easy reminder if
it's a deduction or benefit.

Once you have keyed in the new code select Run. *Remember not to have payroll open when running
this process.

Mass Change Deduction/Berefit Codes[[What Codes?  [What Order?
I_: ||
e
|
|Hew Code

= =

1 | —

This utility will change the code in your Employee Deduction/Benefits, Employee Year to Date Detail,
and the Deduction/Benefit Master.
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Open Payroll Screen-Naming Payout Category

Now let’s take a look at the Open Payroll Screen and look at the payout categories. The payout category
comes from the employee contract and when selected pulls the contracts with that number into the

payroll.

1. To name the Payout Category select Edit.
Open
Contract Selection Dption: Select Category(s) (Edit)

Epaw.rt{famgcwﬂ E‘Pa‘yu.rtﬂataguwS
oelact the G t Payout C () Epawut{hmgcwl E‘Pa}u.rt{h‘tewyﬁ
prLs Epawi.rt{:amgryz E‘Pa]u.rt{hmgry?
Epaywt{‘.amgryj E‘Pa]ral.rt{h‘tagrpﬂ
Epaw.rtﬂamg:n‘% E‘Pa‘w.rt{hmgry'ﬂ

2. Enter the new name, click Save Changes.

Contract Selection Option: select Category(s) I (Save Changes) “ 5'““" contra

E Payout Category 0 Pavou‘t Category 5

E Payout Category 1 El Payout Category &
@ Payout Category 2 El Payout Category 7

E Payout Category 3 El Payout Category
Select the Contract Payout Category(s) to

Include: E Payout Category 4 Payout Category 2 Check/Uncheck

Payout Category 0 Payout Category 5
x | Payout Category 6
Payout Category 2 Payout Category 7
Payout Category 3 Payout Category 8
Payout Category 4 Payout Category 9

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017| 7
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3. To preview the Contracts to be paid within this Payroll, select the Show Contracts

Contract Selection Option: Select Category(s) (Edit) Show Contra

E Payout Category 0 Payout Category 5

Select the Contract Payout Category(s) to E Teachers El HayouBCateaanit

Include:
IZ Payout Category 2 E‘ Payout Category 7 Check{Uncheck

E Payout Category 3 El Payout Category 8

E Payout Category 4 Payout Category 9

Select Contracts with a start date before or
| Boual ta: 07/01/2017 v

You will then be able to view all Contracts to be paid with this payroll date. The initial contracts
viewed are limited; select the No Paging to view all contracts.

Contract Selection Option: Select Category(s) {Edit) Hide Contra No Paging| | 1D |Name [e Orignial |Paid Less This Pay.
= 1033 |BAUER, HUNTER 5. 1 SOCIAL STUDIES 532,231.00| 3537064 $0.00[326,853.16] 5
M payout category 0 ¥ payout categary 5 1041 [BYRN, WYATT 1. 1 MS TEACHER 532,231.00] $5,371.84  $0.00(526,852.16(52,685.5:

767 [CARTWRIGHT, KATELYN R.[1 INSTRUMENTAL MUSIC [$490,647.00( $6,774.50]  $0.00/$33,872.50]

[Select the Contract Payout Category(s) to M reacnes M payout category s 1042 |CROSS, NATHAN T. 1 Ms Teacher|$32,231.00| 4537184  $0.00($26,859.16(52,685.9:
include: 1043 |DETERDING, JESSIE E. 1 Sped Teacher $33,000.00| $5,500.00} $0,00/$27,500.00| 0,00
CheckfUncheck

M1 poyout category 2 ] poyout category 7 & 1002 |DOIRON, COLLIN 3. L COUNSELOR 64,050.00/$10,675.00 .00/¢53,375,00/¢5,337.50]
[ payout category 3 I payout category 1003 |DOTRON, KENDALLY. |1 7/BIMATH 540,269.00] $6,714.54  $0.00]$33,574.16(53,357.42
964 [DOWNING, PAYTONE. |1 [7/8 LiTERACY 540,417.00| $6,736.06|  $0.00/833,680.84)63,368.08
M payaut category ¢ ] payout Category o 1044 |DRENNAN, JACK P. 1 MATH 539,750.00| $6,625.00)  $0.00/$33,125.00/53,312.50
1001 |DUNN, DEVON M. 1 sciEnce $32,231.00] 3537184 §0.00]$26,859.16/52,685.9
[pelect Contracts with a start date before or  |['o7/01 5017 v 861 |EADS, PHILLIPT. 1 PE. $33,843.00 $5,640.50 0.00(528,202.50(52,820.
\eaualco: 1045 |EPPUIN, BROOKE 11 L E 36.500.00| 608234 £0.000¢30.416,66/53.001,6

Direct Deposit Repart

) Ra-Print Diract Deposit Vouchers
Employes Check Register

) Re-Print File Copy Payrall Checks
oucher Register By Bank

::‘ Employes Gross Pay by Account

::' Gross Pay Summary by Account
Payrcll Surnmary Detail
Vioid-Payroll Register (Dt
oid-Employes Chadk Register

) Benefit Only Salary Account Distribution

* By Deforsht Oustom Reports use payroll date, Un-Check i a different
date range is neaedad.
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Gross Pay Entry and Adjustments

The Gross Pay Entry and Adjustment screen will allow quicker entry of time cards and will allow you to
add and edit easily while utilizing multiple functionality in one entry screen.

Gross Pay Entry and Adjustment Time Card Entry Screen: Edit Pay

*  Gross Pay Entry and Adjustments

For Payroll Due  payroll Indudes || Time by Week Enter for OT Week Starting Add Pay Z[IZT] Assign OT Only Benefits Who Options Green Accounting ||  Payment Totals

(®) Total $73,552.18 () P - CafeP $13,243.33
p- Cert $17,407.34 () P - Keyed $35,431.78
() p- Supp $3,489.67

[02r28/2017 w | [2/32017 Harzzizonr | ol [ = | b =

oned [1<¢] | < |[Fog= 175 V]| 3 | [521] Display Lines: [ other Fields

Ca e e Ulp Cle U Ule U Ur U Ok U Ul Ol Clo Ule Clg e Uls Or Ul Oy Olw Olx Oy Oz @1 U clear
MametoFind |

Gross Pay Entry and Adjustment Time Card Entry Screen: Add Pay

For Payroll Due Payroll Tncludes || Time by Enter for OT i TLE  EditPay  AssignOT i ing [

Payment Totals
®) Total 57355218 ()P Cofe 513.243.39
02282017 v 232007 Harzapa01z ] &/ | [ :ﬂ ()P Cor 17,407,534 ()P - Keyed $33,43078

() p- Supp £3,469.67
Ca Or Qe Op Ue O D On O1 O3 Ok O Owm On Do Op Qg COr Us Ot Cu Ov Ow Ox Oy Oz Oat Octear [ agbise
Dortame [

Employes Employes Master Area (QP 1-4) ) 101110120 8 511,42 Hesit () 10-1110-120.8 $13.25 Hrwet. L) 1011100201 51236 Hesid WA
Quick Pick # Account to Charge (Exp Accts) V] M iction 0|10 (20|
Description ¥ Us= Account Trde: Rate: ¥ Hours: ]  OTHes: [ | wnits:[ | $adii[ | Gross:[ |  GrsCode| | Ben Dist: Ret.CD: FICAZ: ] Marmal Pay Hours Pesition
(oot ] om0 o e o o a9 = v

Gross Pay Entry and Adjustment Time Card Entry Screen: Add Pay with “q-list” activate

H Remember last opened KeSOurces unine m4

* Gross Pay Entry and Adjustments

funacker, Jessica .

bocle, Christapher J. For Payroll Due Payroll Indludes || Time by Week Enter for OT Week Starting TS EdicPay  Assign OT Only Benefits. Whe Options
bsthur, Aaron G.

buils Hemandez, Jsime Nares

[02/2872017 | [2191207 Hareizor7 | b o | b &

Cia U Cle Up e Cle Ul U Ui Uy CUlg Ol O Ui Ul Ulp Clg Ulp Uls Uiy Cly Oy Ol Ol Oy Uiz Clan U clear M gtise

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017| 9
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Enter Time Card Information Pulled from Employee Demographics

Let’s now enter a time card using information being pulled from the Employee Demographics area. TO
do this select “Add Pay”

o Key the employee ID number or name. Hit enter or

o If “g-list” is active select the radio button next to the letter of the last name and a list will appear
to the left to choose a name

e If the name search finds multiple matches the dropdown with the employee names will display.
Select the “Alt” & Down Arrow key to navigate the employee to pay.

e The employee demographic account numbers, contracts and positions will display.

e ' oy
Contracts & Positions (QP 5-x) Q) (5) 2015/16 BASE SALARY - $0.0000 Hrs:0 Cert$38357.5(200) ' (£) Science - 311(20)

oy oy
Employee Master Area (QP 1-4) ) 10-1110-110-6 $18.95 Hrs:1 '/ 10-1110-110-6 $25.2 Hrs:1  N/A  N/A
Account to Charge (Exp Accts) 10-1110-110-6 | Sms Reg Prog Salaries | 10-1110-110-6 ™ | ] Ace

e Enteralinthe “Quick Pick #” text box, enter. This will select the first account for the employee.

Note: The Account number 10-1110-110-6, Rate of $18.95 & Hours of 1 populates because of

the quick # being entered. This information is pulled from the Employee Demographic screen

Account 1/Ratel/Hours 1. Four accounts with associated rates, hours, and gross codes can be
added in the Employee Demographic area to be available for selection when doing payroll.

[P or Name Acct/Rate 1 from Emp Demog Acct/Rate 2 from Emp Demog

Fmployee Employee Master Area (QP 1-4) (®) 10-1110-110-6 $18.95 Hrs:1 () 10-1110-110-6 §25.2 Hrs:1 WA /A

huick Pick # |1 Account to Charge (Exp Accts) [10-11101106 | ['sms Reg Prog Salaries | 10-1110-1106 || Search
L L7 L7 1 1 [ 1 1 [ ] Do nect. nos

e If no changes need to be made hit and the time card will record. The cursor will automatically go
to ID or Name field for next entry.

o If you need to make changes to the description, hours, or other fields tab through those fields
make the changes and hit enter. Note that there is an “Other Fields” select for states that need
to utilize fields that are not shown.

Description e Rate: Hours: ortrs: || units: ] adi:[_| Gross: [  GrsCode | Ben Dist: Ret.CD: FICA2:

$ Adj
[ew Descrpton | e |a— b 1 1F  F ] ] other reids
]

This example will pay an employee with a contract that has a percentage distribution to more
than one account number.

o After selecting the employee the contracts & positions became available in the “Contracts &
Positions (QP5-x).

o . o
Contracts & Positions (QP 5-x) '\_) (5) 2015/16 BASE SALARY - $0.0000 Hrs:0 Cert$38357.5(200) ./ (6) Sdence - 311(20)
A t Distributi

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 10
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e Enter a5 in Quick Pick# field (or the number associated with the information you want to pull
into the payroll) the screen displays the account numbers associated with the contract and the
percentage break down.

Contracts & Positions (QP 5-x) (® (5) 2015/16 BASE SALARY - $0.0000 Hrs:0 Cert$38357.5(200)
DorName [36800 Account Distribution V] 10-1110-1106 @ 75% M 10-1110-110-8-02 @ 25%
[mployee oy s RS L Y ) ) 10-1110-110-6 $18.35 Hrs:1 ) 10-1110-110-6 $25.2 Hrsa1
puick Pick # |5 Account to Charge (Exp Accts) Use Distribution | Sms Req Prog Salaries | 10-1110-110-§

e Key in the rate and make any other changes to the payroll fields and hit enter. The program will
split the rate according to the percentages from the contract

Account to Cha Accts Use Distribution
ption E Use Account Title Rate: Hburs: OT Hrs: |:| Units: |:| g
La Prog Salaries | |100.00 1 o | o |

Rate Req Hrs | OT Hrs | Units Adj Gross
W P [36600 |Bradley, Stephon D. | wo0f  0.75) of| o 0.00| ?s.uu|
Il W |p |36600 [Bradley, stephon D. | wo0ff o025 of| o 0.00|| zs.uu|
A ln neoon lneedt el 2o arlll Ml I 1Ml anlll .

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 11
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This example will pay an employee based on the information entered in the Employee Position area.

e After selecting the employee the contracts & positions became available in the “Contracts &
Positions (QP5-x).

e Enter a 6 in Quick Pick# field (or the number associated with the information you want to pull
into the payroll) the screen displays the account number, hours and rate associated with the
employee’s position area.

Contracts & Positions (QP 5-x)

~ )
L) 0 § BA ALARY - $0.0000 Hrs:0 Cert$38357.5(200] (o) (6) Science - 311{20)
@ 10-1110-110-6 @ 100%

D or Name [36500 Account Distribution
-
Fmployee | Bradley, Stephon D. v Employee Master Area (QP 1-4) () 10-1110-110-6 $18.95 Hrs:1 () 10-1110-110-6 $25.2 Hrs:1 WA Nj/A
Ruick Pick #l f | Account to Charge (Exp Accts) Use Distribution [V/] Acct Restriction o

e Make any other changes to the payroll fields and hit enter to record the time card entry

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 12
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Editing the Time Entries
1. Select Edit Pay at the Top of the Screen

* Gross Pay Entry and Adjustments

For Payroll Due  payroll Includes D Time by Week Enter for OT Week Starting Add Pay [=:/4°) |Assign OT Only Benefits Who Options Green Accounting D Payment Totals
(®) Total $73,503.78 (¢
[02/28/2017 v | [2/3/2017  Hzi2272017 | [sunday, 2/5/2017 ] 4 K » b :r';] O p-Cert 17,0734 L

)
\_/ P - Supp $3,469.67

eone 56 1] (2. 24 i 25+ ] i e
A Oe Oc Op U Or O OUn U1 O3 Ok O Om O Uo Up Ug Or Us Or Ou Oy Ow Ox Oy Uz Oan O clear
Name to Find

Name Rate RegHrs = OT Hrs | Units il Gross D n Ben Dist Y/N Account #
M [P |49536 Anacker, Jessica. || 1225 50| of[ o] 0.00] 735.00 || WK END 2/4/15 | [ ¥]ro11101206

select Save. 20 lines is the default for display and can be changed to show more entries.

3. If the field that needs to be modified is not showing on the screen select “other fields” to
expand the selection.

4. You can edit multiple time cards by making the changes on each field that are displayed. After
you have entered your changes select the “Save” button. The system will check all your entries
when you push save.

5. If something is entered incorrectly the system will highlight the incorrect entry. You can then
correct your entry and select the save button again.

Eliminate a Time Card

To eliminate a time card remove the Check in the column labeled “Pay?” and select “Save”.

Pay?| ype Emp #
49536 |Anacker, Jessica .

720  |Arthur, Kasey D.

36800 |Bradley, Stephon D.
36800 |Bradley, Stephon D.
36800 |Bradley, Stephon D.
36800 |Bradley, Stephon D.

45450 |Broughton, David C.

P 49491 |Brown, Chase C.

& &R R

Note: When you are in the “Add Item” area you can also make changes to any of the time cards
displayed. Simply follow the same rules that apply to the edit area.

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 13
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To pay using entries from prior payrolls or as a group for the employees that have accounts in the
demographics check out the below options on the screen and follow the below steps.

Who options:

Two basic types of “Who Options” are available, let’s take a look at them now.

Who Can Be Paid: All employees that fit the criteria of the below selections

Who Is Not Paid: Employees that fit the criteria of the below selections that don’t already have
a time card entry for the payroll selected.

! Who Optionsh || 15 @EanBePa'd I:::’Is MNot Paid§reen Accounting I:

:ﬁ | Accounts and Rates in Empl Master e |

The “Can” and “Not” options also have two possibilities. These two possibilities relate to how
the system will look for employees.

The first options are Accounts and Rates in Employee Master file setup area. (the * denotes the
employee that was used as the example for the gross pay entry options)

pecialized Data % est Data Ad strato

Payroll Processing ~ B Gross Pay Entry and Adjustm % Remember last opened Resources( I :@E;:,LE

wiz82017 v | (2o Hamnow | [Sunday, 2/5/2017 v | e By 1 13 :ﬂ [ Accourts and Rates in Empl Master v] ]
]

other 1¢] [ < | > |[1] Display Lines:

Cla Op Uie Ulp Ue O Ulg Ol Ox Ola Ol Ol O O Ol Ol Clg Clr Uls Ol Ol Oy Clwe Ox Oy Uz ®an Clglear
WametoFind|

|| Source | imp #

[ | [rress(fosas |anscher, Jessica. [ 12.25] of o[ o[ o) o[uhsuenisncs |[v | 10-1110-120-1 [N 10 |
[ | |are=_1[pos3s |Anacker, Jessicz. || waf[ o[ eof[ o o[ 0]|[Elem Reg Temp Safariec[v | 10-1110-120-8 [N 0 |r
[ | |are=_2(pos3s |Anacker, Jessicz. || zasf[ o[ ef[ o of| 0]|[Elem Reg Temp Salariec][v | 0-1110-120-8 [N 0 v
[] | |are=_1[ps040 | Apple, chrissaphers. | ooonol[ o] ef[ off of| 0f[Hem Reg Salaries v | 10-1110-110-9 [T 10 N
[ | |Are=_t|ps660 | Arthur, Aaren G. I 0.0000] of[ of[ o of[ 0|[D Conral Salaries v | 10-2610-110-8 [T w0 [N
[ | |are=_tff20 |Arthur, Kessy D [ vl o[ eof[ o o[ of[Custodial Salaries v | [z [20-2540-110-8-021 20 |v
[] | |are=2{f20 |Arthur, Kessy D [ vl o[ eof[ o of| 0] [Custodial overime [v | 0-2540-130-8 |1 0 |v
[] | |Are=_1{po040 | Avis Hemandez, Jsime | ooooof[  of[  of[ off o[ 0] [Personnel Serv Salery [[v | 10-2610-110-8-01[T 10 N
[ | |Area_1[}2540 | Bace, Tereza . [ ooooof[  of[ o][ off of| 0]|[Elem Salary Cd. ] 10-1110-110-7 [T 10N
[ | |are=_t[ps200 |Bass, Alyssa L. ( 0.0000] of[ of[ o of 0| Dir Curriculum Saleries [v | 10-2610-110-8-02{T 10 N
[ | |Area_1{poas0 |Bentey, Jourd W K. || ooooof[  of[ o][ off of| 0 [Eingual The sal ] 10-1800-110-4 [T 10N
[] | |Are=_1{J8720 | Batton, Tyer . [ wa|[ of  ef[ off of| 0] Custodial Selaries v | 20-2540-110-8-02]1 20 |v
[ | |Are=_2{J8720 | Balton, Tyer . [ wa| of  eof[ o of| 0| Custodial overime v | 0-2540-130-8 |1 0 |v
[ | |Are=_1[ps800 | Bradey, Stephon D. * wes][ o[ of[ o o[ 0]|[5ms Reg Prog Salaries [[v | 10-1110-110-6 [T 10 N
[ | |are=_2|pse0n | Bradiey, Stephon . | 25.2])| of[ of[ o of[ 0][5ms Reg Brog Salaries |[v | 1011101106 [T 10 |u
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The second option is for Employees with Time Cards from a Previous Payroll. If this option is
selected you will then have the ability to select the payroll to be used.

orPayroll Due payroll Includes | Time by Week Enter for OT Week Starting Add Pay Edit Pay Assign OT Only Benefits [ITY/TCE= Who: (8 Can Be Paid | Is Not PaidGreen Accounting |_| Other Payrolls |

12/282017 v | [2/9/2007  Haraajann7 | [Sunday, 2/5/2017 | 4 B B 3 :ﬂ [ Time Cards From Brevious Payrol v 02/15/2017 |

aher[14¢] [ ¢ |[Foge 136 ]| > | 921 Display Lines: [20 ']

e e Cip e R e e T Ul e i e e g LR s T ey w0k 0y 0 ®an L cear

Lia Ll t
Mame to Find

RegHrs | OT Hrs | Units

(] |n2rasiz017)as3s1 |amedovar, Oscar . s 4] o e 00000 25,7k END 172816 [ ] [ |11z |u w v
[]  |o2i15/2017)eaz91 |Almedovar, Oscar, | 12| o7 of[ o 0.0000 [ 9.64][ L2516 x | |o [w1104202 |u 0 v
[]  |o2i1s/2017)eaz91 |Almedovar, Oscar, || | of[ o] 0.0000 ][ -24.5] [ Wi END 21/16 [x ] o |e11104z02 |n w0 v
[]  |n2/15/2017 43503 | angsl, Jzyiin . ( 131 of [ 2s][ o 0.0000 [ 49.13] [ Wi END 1/30/16 [v ] [o [02540430e |1 0 v
[]  |o2i15/2017|43413 | Aping, Kole E. ( 3.5 of [ os][ o] 0.0000 ][ 10.2] Wk END /30716 [r ] |o [o2s404308 |1 EI
] |n2/15/2017{35980 |Ammstrong, Kaylin M. | 1325][ 28] o[ o] 0.0000 ] -29.81| WK END 1/21/16 ¥ ] |po [w11104209 |6 10 v
O |nefasi2017(z2760 |Amold, Cortey M. ] sas[  es|| o[ 0.0000 | wral|[HPTHRU U286 [ | [0 |i-ani0-130-6-04T 0 N
] |n2fas/2017(z2760 |Amold, Cortney M. ] s sas|| o 0.0000 soss|[HPTHRU 12036 [ | [0 101010130804 0 N

In both cases, to pay the employee simply check the box under the column “Pay?” and push the
save button.

If you would like to check all employees notice that the “Pay?” is a button. If you push that
button all employees displayed will be checked.

Mame to Find |

02/15/2017 (49351 | Almaodovar, Osc
02/15/2017(45351 | Almadovar, Osc
02/15/2017(49281 | Almedovar, Osc

Modify the pay entries for the current payroll and select save.
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Automatic Evaluation

Automatic evaluation of hours in a work week and the creation of overtime time cards using a blended
pay rate.

What does this do? Overtime is normally computed based on a 40 hour work week of Sunday thru
Saturday. The automatic assignment of overtime needs to have the ability to collect payroll information
based on each week’s work if a work week is split between 2 payrolls.

In the example used, the payroll date is 2/28/2017 which is for the period 2/9/2017-2/22/2017.
husallbatel Date Closed.| Contract Prenaced | nefauittiows| catol cata Leat 2L catal cata Lcas | car 6l carz) car sl cat o Leiscal Xear Closed| st woricnay)

3/14/2017 0 0 i 0 0 i 0 0 0 i 0 N 2/23/2015
2/28/2017 0 2/9/2017

=
=
=
=
=
=
=
=
=
=
=

That pay period includes 3 weeks, 2 partial and 1 full. Week starting 2/5 and 2/19 would be a part of 2
different pay dates.

1 February 2017 b

S0 Mo Tu We Th Fr Sa
29 30 31011 2 3 4
5 6 7 8 [9 10 11
12 13 14 15 16 17 18|
19 20 21 22|23 24 25
26 27 28 1 2 3 4

By using the blended rate/assign OT option the program uses the entries by work week to compute the
overtime. If an employee is paid two different rates the blended rate is figured by taking the total gross
divided by the number of hours worked in the week. That dollar amount is then divided in half to create
the overtime time rate and create a time card entry for the overtime hours.

Stephon Bradley worked 50 hours in a week. 25 hours were paid at 15.00 and 25 were paid at 20.00.

$15%25 = $375.00

$20*25 = $500.00

Gross = $875.00

$875/50= $17.50 per hour / 2 = $8.75 per overtime hour
$8.75*10= $87.50 total overtime pay

Reg Hrs | OT His | Units Adj Description
p|Bradley, Stephon D. 2] s off  of 0.00] 500.00 ||| weEK 2/5
p|Bradley, Stephon D. 5| s of|  of 0.00 375.00 | WEEK 2/5
| Bradley, Stephon D. 8.75 | o of| 1off 0.00 87.50 || WEEK 2/5 (0T)

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 16



Manual Z

How to Optimize Payroll and Use Customizable Payroll Reports Online Course Manual

To activate the Blended Pay Rate option follow the below steps:

1. Administrative Utilities/SDS Web Office Settings
2. Select Payroll
3. Activate the Blended Pay Rate with a Y and The First day of the work week, if it is not Sunday,

and Save.
]
Auto Award feature in the A If ¥ then the feature to auto awared Sick, PL, and Vacation
M Human Resource Control will be activated in the Human Resource Control center.
contar v
R Blel?ded Ratfa Overtime v Thl_s option uses a Blended Pay Rate._ A Blended Rate is a A
Option - Activate Weighted Average for wages earned in a week. Blended Rate =
(7 Day Wage / Total Hours) * .5. E
Time Clock Blended Rate - First day of 1-Sunday W The First day of the work week. A work week is a seven-day
the work week period of time that begins on the same day every week. The
system uses this information when evaluating Regular and v
Employee Portal Overtime hours.
s | Contract Fractional Salary N W Y=New Employee Contracts created midyear using the contract

Using blended rate and assigning OT time cards follow the steps below:

On Gross Pay Entry screen the program displays the First and Last day of work for the payroll date
selected and the First day of the week for all weeks that employees could work in. First and Last day
dates come from what is entered when the payroll date is applied to the payroll calendar.

For Payroll Due  payrgll Indudes 'I'l.elrr'ﬁ'eek nter for OT Week Starting

02/282007 w | |z3i2017  Hazaemg | iz

Sunday, 2/12/2017
Sunday, 2/159/2017

1. Choose the week start date under “Enter for OT Week Starting”
2. Enter hours for the days of the week worked for the payroll date.

»  Gross Pay Entry and Adjustments
For Payroll Due Payroll Indudes 'I'l-Eh'r'HBEI: Enter for OT Week Starting|| Ad

[02/28/2017 v | |2/3/2007  [H2/22r2m7 |
Sunday, 2/12/2017
Sunday, 2/19/2017

In the above example the payroll date included days within 3 different weeks. You would put in the
hours worked within each of those weeks on the add pay screen.

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017]| 17



Manual Z

How to Optimize Payroll and Use Customizable Payroll Reports Online Course Manual

Assigning Overtime Pay

Let’s now take a look at assigning overtime pay. Below is an entry for one of the weeks (the description
was added to reference the week start day)

Payroll Processing v W Gross Pay Entry and Adjustm v B B0 g et s

ntry and Adjustments
Payroll Includes [ [ by Week Enter for OT Week Starting Add Pay Edit Pay Assign OT
o Jwazow | TR

C OD C)E OF C)G OH OI O] C:}K (:)I_ OH OH OD OP (:)Q C}Il OS C:)T C:)U OV OW OX OY O

Contracts & Positions (QP 5-x) C) (5) 2015/16 BASE SALARY - $0.0000 Hrs:0 Cert$38357.
radley, Stephon D. v Employee Master Area (QP 1-4) (®) 10-1110-110-6 $20 Hrs:1 ) 10-1110-110-8 $15 Hrs:1
Account to Charge (Exp Accts) [¥] 10-1110-110-6 [ sms Reg Prog Salaries | 10-111
escription I:‘ Use Account Title Rate: E Hours: E OT Hrs: I:‘ Units: |:| % Adj: |:| Gross: |:| Grs Cod
o 2 ) i e o [ o o i 03
Pay? | Type Emp # Rate Reg Hrs | OT Hrs it i Description
P |36800 [Bradley, Stephon D.| ][ os] of[ o] 0.00| 375.00 | week 2/12/17
kM (VP |3sann Bradley, Stephan n.“ ) o o of oo 500.00]||Week 2/12/17

NOTE: This entry is for the full week within the payroll to show how the OT is computed. If it was a
partial week, the program would add the hours from this pay date and the prior or next pay. If there was
over 40 hours within that start week, OT can be assigned.

To compute overtime pay select the “Assign OT” button at the top of the Gross Pay Entry screen.

Assign OT

i

The Overtime assignment display divides the possible overtime in separate columns for each week
within a payroll. Evaluate the computation, modify if you necessary. Un-Check if you do not wish to
award the overtime indicated.

rting ISunday, 2/5/2017 |40 Regular Hours Before O day, 2/19/2017 |4

Aoveard p # ame orked Reg Pa OT Rate O D OT Pa
[w] |25800 |Bradley, St=phon D B s7s.00f[ BT 1] 67.50
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Select the “Award OT if Checked” on the left side of the screen.

or Week Starting
] Refresh OT List
"] Avrard OT If Checked
A\ Delete ALL OT

m Regular Hours Before O

Name Reg Pa OTRate (OTHours|  OTPa
grs.00|[ eS| 0] 87.50]

After the Time Cards have been created, they are available for viewing and editing in the “Edit Pay”
area, if needed.

Important things to know:
The overtime payment is not entered in the Hours column. This is to insure that the calculation for the
overtime payment does not double report hours worked on various wage reports.

If the account for the regular pay is has an overtime account associated with it, the overtime pay will
automatically be paid to that overtime account.

The overtime account is entered in the “Account_Number_OT” field which can be found in the Budget
Master area. If your Budget Master view does not include this field, you can create a new view or
modify a view in the “Data View Definition Area” located under the “Administrative Utilities” menu
selection.

If a time card in entered using the regular and OT hours the system assumes that you don’t want to use

blended rate for those hours. The program will report these OT hours using the standard time and a half
concept.
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Compute Payroll

Timing Codes

Now let’s look at the timing codes. Following that we will look at naming the codes.

1. Select the Appropriate Timing Codes for this payroll from the Select Deduction Timing Codes to

Include.

2. The timing code numbers come from the Deduction/Benefit Master and are used to control
which deduction/benefits codes are to be pulled into each payroll. When selected, the
deductions/benefits with the associated number will be applied to the payroll. If deselected,
the program will ignore deductions/benefits associate with that number.

[Actnve Payroll: UZ] 28] 2017
bt 8 shv v comps T

E Deduction Timing Code 0 E‘ Deduction Timing Code 5 'i:' Hide Deducton B Benefit List
E Deduction Timing Code 1 E‘ Deduction Timing Code & ':::::' Show Dedudtion & Benefit List

[Select Deduction Timing codes(s] to Inchudz: E Deduction Timing Code 2 E Deduction Timing Code 7 '::::' Show Deductions List
E Deduction Timing Code 3 E‘ Deduction Timing Code 8 '::::' Show Benefit List
E Deduction Timing Code 4 E‘ Deduction Timing Code 9

[Compute Net Pay for: 02/ 28,2017 | Compute

| Special Setings

[ | Show Payroll Calculation History

D Show Payroll Summary Information

3. Select the “Compute” button.
4. After the payroll has computed the Payroll Register Detail Report will display.

Notes:

> If changes need to be made to the payroll, after the compute, you will need to compute

again

> Computing a payroll will remove all check numbers and voucher numbers if they had been

run

> You can compute as many times as you need to until
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Naming the Timing Codes

To name a Timing Code click on the “Edit” button.

[Selact Dacuction Timing code{s)

El Deduction Timing Code O El Deduction Timing Code 5
E‘ Deduction Timing Code 1 El Deduction Timing Code &
Belect Deduction Timing codes(s) to Incudesf| W] peduction Timing Code 2 ] peduction Timing Code 7
E‘ Deduction Timing Code 3 El Deduction Timing Code 8
El Deduction Timing Code 4 E‘ Deduction Timing Code 9
Enter the new name, click Save Changes.
Fomputation Options: [Select Decuction Timing code{s)
o O
E‘ Deduction Timing Code 0 El Deduction Timing Code 5
E‘ Deduction Timing Code 1 El Deduction Timing Code &
El Deduction Timing Code 2 E‘ Deduction Timing Code 7
] peduction Timing Cod= 3 ] peduction Timing Cod= 8
e El Deduction Timing Code 4 El Deduction Timing Code 9
Deduction Timing Code 0 Deduction Timing Code 5
Deduction Timing Code 1 Deduction Timing Code &
Deduction Timing Code 2 Deduction Timing Code 7

Uncheck if Third Payrol
Deduction Timing Code 4

Deduction Timing Code 9

|| —

=

Selact Dacuction Timing code(s)

El Deduction Timing Code 0
El Deduction Timing Code 1

IS=lact Deducton Timing codes(s) to Includs:

E‘ Deduction Timing Code 2

W] uncheck if Third Payroll

%] Deduction Timing Cods 4

El Deduction Timing Code 5
El Deduction Timing Code &
E‘ Deduction Timing Code 7
E‘ Deduction Timing Code 8
El Deduction Timing Code 9
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Show/Hide Deduction and/or Benefit List

Let’s take a look at the “Show Deductions and Benefit List”.

[Computation Options: [Select Dacuction Timing code(s)
T
%] peduction Timing Code 0 ] Deduction Timing Code 5 () Hide Deduction & Benefit List
El Deduction Timing Code 1 E‘ Deduction Timing Code & '@:‘ Show Deduction & Benefit List
Select Deduction Timing codes(s) to Incude:l| W] peduction Timing Code 2~ ] Deduction Timing Code 7 () Show Deductions List
] Uncheck if Third Payroll ] Deduiction Timing Cade 8 () Show Bensfit List
El Deduction Timing Code 4 E‘ Deduction Timing Code 9
\Compute Met Pay for: lln2/28/2017 | Compue

Selecting one of these options (in the above red box) will open up the list on your screen for review.

Code  |Description nmmm;mm%ﬂaﬁtmmnﬂmmmmm
AB PRUDENTIAL 1 0,00 ojw ¥
AC JOHN HANCOCK. MUTUAL 1 0.00 ofn ¥
AD AID ASSOC FOR LUTHERANS 1 0,00 ofm Y
AETMA |AETMA VARIABLE 1 0.00 ofn ¥
AF FRANKLIN LIFE 1 0,00 ofm Y
AG (GREAT AMERICAN LIFE 1 0.00 ofw ¥
AG?  |GREAT AMERICAN 1 0,00 ofn ¥
AH FRANKLIN/ TEMPLETON FUNDS 1 0.00 ojm Y
Al FEDERAL KEMPER LIFE 1 0,00 ojn ¥
A} JACKSON NATIONAL 1 0.00 ofn Y
AK KEMPER. INVESTORS 1 0,00 ofn ¥
AL LUTHERN EROTHERHOGD 1 0.00 ofm Y
aM EQUITABLE LIFE ASSUR 1 0,00 ofm ¥
AN EQUITABLE LIFE INS CO OF I0WA 1 0.00 ofn ¥
40 MASS MUTUAL LIFE INS 1 0,00 ofm Y
AP WANGUARD FIDUCIARY 1 0.00 ofn ¥
40 LINCOLN NATIONAL €O 1 0,00 ofn ¥
AR T.R.S CONTRIBUTION 4% EMPLOYEE PAID 1 0.00| 4.2105/N ¥
A5 ANKAMPEN{SISCOR) 1 0,00 ofn ¥
AT CADTT Al GLIABTTAN O30, 1 .00 niK N
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Evaluate & Show Pre-compute Test

Selecting this option brings up a gross to net grid on the screen for review with an employee count and
total gross.

™ ¥ of Emplayees — 101 Gross Pay - $76,399.78 i

3[Amt 3 |Ded 4{Amt 4|Ded 5|Ame 5 |Ded 6|Amt & |Ded 7|Amt 7| Elﬁmts Ded 9|Amt 3|Ded 10|Ame 10

Empioyes MName Gross  (Texzble Gross|Federzl [FICA |State  (Local Total Deduct Pay|Ded 1|Ame 1 |Ded 3(Ame 2 |Ded

45535 Anacker, Jessics . 735.00] 735.00) 37.46[56.23| 3638 0.00 0.00| £04.53 0.00) .00 0.00] 0.00) 0.00] 0.00) 0.00) 0.00) 0.00) 0.00
36660 (Arthur, Aaron G. 350.40 0.00[ 0.00| 0.00 0.00|0.00 31136] 639.04[D | S6SE[KA | 2472KC | T.O5KU [ E650(KD  |156.13] 0.00) 0.00) 0.00) 0.00) 0.00
720 Arthur, Kasey D. 710.48] 54203 1.3343.42| 2234 0.00 17645| 466.56(BL5 [132.16[D5 | 10.75|V 200 | 2554 0.00) 0.00) 0.00) .00 0.00) 0.00
20040 Avila Hemandez, Jaime Naresh| 5785.85 4732.02(1005.71| 0.00(234.23) 0.00 120441(334254KC | 7.05[D | 5696[CA | 7632KA | 49.54[ED D0|KD | 68.38MC | EL.1§| 0.00) 0.00) 0.00
10280 Dunn, Sarz A 726,00/ 65427 12.51| 0.00| 27,50 0.00 8226 60333(SR | €5.34[MC | 10.53[TS 639 0.00) 0.00 0.00) 0.00) .00 0.00) 0.00
45415 Eberscle, Bailey J. EE0.00 53473 0.00| 0.00| 2436 0.00 74.78| 560.26(T5 SEISR | S3eDMC | 957 0.00) 0.00 0.00) 0.00) 0.00) 0.00 0.00
45253 Eidridge, Heylie D. 330.00] 25740 20.16( 0.00| 1472 0.00 37.39| 252.73(T5 250[5k | 2970MC | 479 0.00) 0.00] 0.00) 0.00) .00 0.00) 0.00
41520 Finecy, Brianna L. 559.88] 556.82| 139.72[44.60| 27,56 0.00 3306) 34434fB5 | &B2MM | 26.24) .00 0.00) 0.00] 0.00) 0.00) 0.00) 0.00) 0.00
4520 Fiarss, Richie 1. 3872 3046 0.00] 244 0,00 0.00) .26 20025 | 6.82[M 144 .00 0.00) 0.00] 0.00] 0.00) .00 0.00) 0.00
1040 Folkening, Michelle L. 50.00) 30.00 0.00| 6.83 4.45(0.00) 0.00| 78.65] 0.00) 0.00] 0.00) 0.00 0.00] 0.00) 0.00) 0.00) 0.00) 0.00
4ses Ford, Kejuan L. 47.50) 4280 0.00| 0.00 0.00( 0.00) 533 42.11[T5 0425k | 42BMC | 0.69 0.00) 0.00) 0.00) 0.00) 0.00) 0.00) 0.00
36580 Fritch, Shelby K. 220.00] 138.26) 0.0 0.00| 9.1 0.00 2493 185.26MC | 3.43(TS 134/5R | 19.80 0.00 0.00] 0.00) 0.00) 0.00) 0.00) 0.00
26540 Gallagher, Samuel J. 3063 3063 0.00] 234 0.00( 0.00) .00 28.23) 0.00) .00 .00 0.00) 0.00) 0.00) 0.00) .00 0.00) 0.00
22320 Gates, Jessz 5. 52.50) 4731  0.00| 0.00 0.00( 0.00) 535 46.55[TS 046[sR | 473MC | 078 0.00 0.00 0.00) 0.00) 0.00) 0.00) 0.00
29600 Gearids, Kurt R 110.00] 35.13  0.00| 0.00 4:31(0.00 1247 @EMC | 160[TS 0575k | 290 0.00) 0.00) 0.00) 0.00) .00 0.00) 0.00
22060 Gobetz, Wil R, 210,00/ 18925 0.00| 0.00 4.8 0.00 2280 18132MC | 3.05[T5 LES/SR | 18.90 0.00 0.00 0.00) 0.00) 0.00 0.00) 0.00
18200 Goodspesd, Amands . 5253.30) 4457.56 49638 0.00[220.65 0.00) 2936,09|1606.18[BL  |169.22(D 12.90(aM  |100.00(Uw | 200U 323575 | 46.28TR  |[473.34C  [2100.00) 0.00) 0.00
15040 Goodwin, Jessica D 2862 0.00[ 0.00| 0,00 0.00|0.00 1075 17.87)D5 | 10.75 .00 .00 0.00) 0.00 0.00) 0.00) 0.00) 0.00 0.00
16240 Grabie, Darrll G. 95.00) 8561 0.00] 0.00] 424/ 0.00) 1077 7FMC | 1385 0B4SR | 855 0.00) 0.00] 0.00) 0.00) .00 0.00) 0.00
3700 Griddine, Christopher M. 726,54 65476 29.43( 0.00] 3241 0.00) 8231 SE239(R | €5.39(TS 639MC | 10.53 0.00] 0.00] 0.00) 0.00) .00 0.00 0.00
16040 Harris, Nysnn K. 950.10] 1073 0.00[ 0.00 104 0.00 8B159| 67.47HC | S0.00(KAS | 3375[CA | 2S00KC | 705D | 2L1S[T  [40142|CB | 3&.25\MC ss7(uw | L00fAv | 300.00
45513 Harrison, Sarsh C. 47.50) 4280 0.00| 0.00 0.00( 0.00) 533 42.11[T5 0425k | 42BMC | 0.69 0.00 0.00] 0.00) 0.00) 0.00) 0.00) 0.00
20200 Hawikins, Aleandres . 21.0) 14400 0.00( 115 071 0.00] 750) 12545 | E.E2[IM 0.68] .00 0.00) 0.00) 0.00) 0.00) .00 0.00) 0.00
27400 Hesd, Emily M. 24.50) 2450 0.00| 187 1.21)0.00) 0.00| 2142 0.00) .00 0.00] 0.00) 0.00] 0.00) 0.00) 0.00) 0.00) 0.00
8200 Heffeman, Patrick M. 343.72] 0.00[ 0.00| 0.00| 0.00|0.00 93400 1572[BL  [E51I3(HC [I66.66(KB | 40.00(KC | 7.05)KA | 29.16| 0.00) 0.00) .00 0.00) 0.00
22580 Jehn, Arthony A 432.90 15030)  0.00[15.24) 045 0.00 24260| 1746105 | 17.51(BL5  [215.72(IM 297 0.00 0.00 0.00) 0.00) 0.00) 0.00 0.00
45532 Jenkine, Kobe A. 35.00) 2561 0.00] 0.00] 4.24] 0.00) 1077 793315 0B4[sR | BEEMC | 138 0.00) 0.00) 0.00) 0.00) .00 0.00) .00
az240 Jehnson, Katehm M. 220,00/ 15826  0.00| 0.00 0.84 0.00 2493| 190.23MC | 3.a3(TS 1345k | 19.80 0.00) 0.00 0.00) 0.00) 0.00) 0.00 0.00
46320 Jehnsan, Morgan M. 95.00) 8561  0.00| 0.00 0.00( 0.00) 1077 8423(Ts 0845k | 855MC | 138 0.00) 0.00] 0.00) 0.00) .00 0.00) 0.00
46330 Jones, Drake A 1322.40) 1126.41) 76.60/30.23| 55.76] 0.00) 195,99| 903.82[BL5 1321605 | 10.75(M | 53.08 0.00) 0.00) 0.00) 0.00) .00 0.00 0.00

Special Settings

If special settings are being used for your payroll these selections must be chosen before selecting the
“Compute” button.

|_Specil Setings | I

an Accrual Transaction. Debi

pense Accounts and Cradit Payroll Accrual || [ acerual Erery

Jccounts.
E“I;J l:;l:eﬁ'r fuﬁﬂ: this will and

" . 1) Did mot FFICA for some eamings CHECK, this juest TAX Fica Gross.

B A ZgTonkdwemPermtEnrﬁmDOMDTﬂﬂdis adjust TAX but NOT Gross.
| Checked is the Standard setting,
Dﬂwd:mlewuwishmmpmeﬂLunpbmsmﬁispawﬂ

fSpecial Flat Federal Tax Rate Payroll: lusing 3 flat rate of (27| For more information refer to your Federal

Fax manual,
UMMMM Deposit Employees will receive checks.. 403b payments will be sent to A,

none Direct Deposit setting everyone Qets
z i for ONLY Base Accounts will
s ¥ checkedd " ]

[] oy include Direct Deposit Base Accounss

@Cﬁﬂwbﬂﬂ&mﬁmdﬁwﬁmmrds

To create an Accrual Transaction, Debit Expense Account and Credit Payroll Accrual Accounts — Creates
an accrual payroll transaction journal entry to post for the end of a fiscal year (see accrual payroll
instructions
http://help.schooloffice.com/financehelp/#!Documents/payrollaccrualandreverseaccrual.htm )
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If Extra FICA is taken Auto Adjust FICA Gross(G3) — In the employee demographics there is a field for
Extra FICA using this setting will adjust the FICA gross accordingly
e Special Flat Federal Tax Rate Payroll - Used for setting a flat federal tax percentage for the

payroll

e Ignore Direct Deposit setting everyone gets a check this payroll — no vouchers or direct deposit

file because everyone gets a check

e Direct Deposit for ONLY Base Accounts will be included if checked — The Base Account setting is
in the Employee Direct Deposit settings. If the payroll is to only go to the Base Account check
this box. Used for smaller payrolls that may not have enough net income to cover depositing to

2 or more accounts.

e Compare benefit Gross codes to time cards — If unchecked the program ignores gross code

settings for distribution

Show Payroll Information

The Show Payroll Information gives an overview of gross for current payroll and payroll periods

Show Payroll Summary Information
[ Show Payroll Calculation History

| Information: Amount or Count: Last Closed:

For Payroll Date Selected:

Employess with Time Cards| 101
Time Cards Not Authorized]| [i
Time Card Gross Total| 76,399,749
Time Card Count|
(Gross Pay After last Compute: I
[ Open and Computed Payroll| .00 0Z07/2063]
Month to Date|| 1,338,553.15
Quarter to Date]| 4,045,070.70
Calendar Year]| 4,045,070.70]
Fiscal ear]| 15,649,492.0]
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Show Payroll Calculation History

The Show Payroll Calculation History provides a list of times and user that computed payroll along with
information the program found.

Show Payroll Calculation History

[EDS Office

EDE Office

11/5/2017 12:37:1% PM

11/8/2017 12:3E:15 FM

Started

Endad

Compute Met Pay Started

Employves 36660 has tzx and or deductions that exceed gross wages, Deductions of 58545 whers
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Accessing External Websites from SDS

1. Select Administrative Utilities | Control Center
2. Then select Add Outside URL

Specialized Data Svstems - Test Data Administrator

Administrative Utilities M Control Center hd M Remember last opened Resources O
Control Center:

Finance Message to Users

| Lock users cut of SDS The 5D databass is unavailable.
\sehul Information 1 Enter Website Description 2  Websites Available to Users ><
| | DOlﬁ'mEsinmsemriymwillluveaooEs.
=l Enter Website URL [ > | [Hlineis Municipa] Refirement Fund - IMRF
File Transfer | |
add - S Selact from default library

AESOP - Automated Substitute Placement B Ahsence
Colorado Automated Dats Exchange

Add Outside URL Colorado Department of Education
Colorado Dept of Revenus

£ Colorado Pera 401K reports
System Adjustments. Colorado Pera website
Colorado Unemployement
Federal Tax Payment

Cther Operations Tinci= Municipal Retiremen Fund - IMRF
Tllincis Teachers Retirament System - TRS
Toolbax Tlingis Unemployment TaxMet - IDOR

ISBE - Educator Certification System

ISEE - Illingis State Board of Education

1SBE - Wb Application Security - TWAS login
Michigan Maw Hirs

Michigan TSA

Note: When you make a website available it will automatically be added to all users with access to the Remote
Website menu item. After adding new websites review user security. After making changes you MUST logout and then
login before using the menu options for Remote Web Access Option.

3. Under “Select from default library” choose the site then use the arrow icon to move it over to the
“Web Sites Available to Users” box.

4. To create a site that is not on the list, under the number 1 option “Enter Web Site Description”
type in a unique description then enter the URL under the “Enter Web Site URL” area.

1 Enter Website Description 2 Websites Available to Users }‘:
|5["'5"""""3|3‘5-"'3‘E DDrl',rusa'Sin my securicy group will have access.
Enter Website URL | || Hiincis Municipsl Retiremant Fund - TMRF

Https//schooloffice.com

Select from default library

5. Select the arrow button to move the new web site over so it will be available to use.

6. You need to log out of the system and then log back in for this new website to show under the
Remote Web Site Access on the menu tree.

7. Applying website will add an option at the top of your menu tree “Remote Web Site Access”
Under “(Select an Area)” will be the list of sites that were added.

Specialized Data Systems - Test Data

Remote Web Site Access B (Select an Area)
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8. To delete a website select the website under the “Web Sites Available to Users” and then select

2  Web Sites Available to Uu-

the X option.
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Customizable Reports

This screen allows you to create date driven reports and gives you the option to pick up to 40 fields. You
can pick from various groups, Gross, Tax, Deductions and Benefits. When creating a report you simply
select the data fields you would like to report, change column headers, create a report name and save
it. You also have the option to share the report with other users.

To access this option follow the below instructions:
1. Select Payroll Processing
2. Select Customizable Reports

Payroll Processing “ B Customizable Reports W

Current Year or Historical Report Processing |Corren: Vesr

Q U -

Ll -
Clos= Design Customizable Payroll Reports  View PDF Wiew & Export  Export to Excel  Docur

Report Definition:

Select a Report Field Group: =2

Gross PayfTax's W
| |

2 Report Fields: E

3. The example given on how to use this screen we will create a basic payroll register by date
range.

4. Select a Report Field Group by clicking on the dropdown arrow (i.e. Gross Pay/Tax's), once you
made the group selection you will see which fields are available to access to build your custom
report. (“All Fields” will allow you to select fields from various groups).

Select a Report Field Group: =2

D=ductions

Benefits

Time | Hours

Attendance

Emploves Master & Other Felds

Preset Reports & Special Caloulation Options
All Felds

CIiC A

The icon next to Select a Report Field Group is to Create Taxable Wages by State

Select a Report Field Group] =2
| Gross Pay/Tax's

5. Select the fields you would like to report (i.e. Gross Pay, Taxable Gross...) and click on the right
arrow between column 1 & 2 to move selected data to column 2.
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eport Definition:

Select a Report Field Group: = N Ecieslemet
| Gross Pay(Tax's W | 2 Report Fields: |Er1'||:|l|:q.lBE Summary Totsks Vl

Gross Pay

Taxable Gross

IL State Taxable Gross
Federal Tax

FICA

Mon-Resident Liske Tax (N}

Other City Tax (B}
Resident Lisle Tax (R)
Your City Tax (A)

Net Pa

--= Other Gross Options <

FICA Gross

Ret-T Gross

Ret-I Gross

Rekt-M Gross

Medicare Gross W
State Gross

@
@

IL State Tax

Total Local Taxes (Tx)
0
9]
Sum
&

6. Choose the Report total Control

Report Total Control:

Emploves Summary Totals
Payroll Date within Employes
Emploves within Payroll Date

7. After moving the selected fields select the Sum Icon if you want a total of the fields you selected
(looks like a calculator) located below the up and down arrows. (Please see screen shot below)

This option will report the sum of the codes defined above. You have the option to rename the
sum above the center column if you want to as well, Example: “Total”, then select Chg Name
and it will change the header of this particular column.

Report Definition:

Select a Report Field Group: -2 . e R e 7
= 2 Report Fields:

|ﬁcssl’a1_,g“|'axs s | | Employes Summary Totzlks V| |h

I

Chg Name IITelle X ‘

1
Gross Pay ¥ G P
Taxable Gross @ Txbl:ém
IL State Taxable Gross Eﬁ IL State Taxable Gross
Ele&ral Tax Federal Tax

FICA
IL State Tax [=] |nstate Tax
Total Lﬂ'l_ﬂl Taxes (T=) @l Total Local Taxes (Tx)
EER?;T: LE:; Tax (N} Mon-Resident Lisle Tax (M)
er Tax Other City Tax (B)
Resident Lisle Tax (R) E‘ Resident Lisle Tax (R)
Your City Tax (A) mn “Your City Tax (4&)
Sum| I
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Gross Pay

Gross Pay
Taxable Gross Taxable Gross
IL State Taxable Gross 1L State Taxable Gross
Federal Tax Federal Tax
FICA FICA
I State Tax IL State Tax

Total Local Taxes (Tx)
MNon-Resident Lisle Tax [N}
Other City Tax (B)
Resident Lisle Tax (R)
Your City Tax (A)

Taotal Local Taxes (Tx)
Non-Resident Lisle Tax (N}
Other City Tax (B)
Resident Lisle Tax [R)
Your City Tax [A)

P

EiEEEE ©

—

8. To save this report, type in a report name under "Report Library" (i.e. Payroll Register) in the
upper right hand corner of the screen and click the save diskette.

Select a Report Field Group: "4 Bapeort Total Contrek B NS
: " 2 Report Fields:
[Gross PayiTas v [ Employes Summary Tomls | HPIT'HFWWW |
'# Your Reports ' 506 Library
- a Gross Pay
; Tacable Gross
IL State Tacable Gross
I!I E;g:ﬂ Tax
Total Local Taves [Tx) & by
oes (T Tokal Local T.
Mon-Resadent Lisle Tao: (N} E Nwwm‘mqi (N)
Other City Tax (B} - Orther City Tax (B)
Hﬂht ﬁ'yI'JI:* IE::}: ”) 8] |Resident Liske Tax (%)
our e
eyl 3 ety

9. Determine the payroll date range you would like to report.

10. Preview the report by clicking on the Paper icon, View PDF, Export to Excel at the top of the
screen.

Lo

11. To share the report, select the envelope icon in the upper right hand corner — , In the
column under “available users” choose the employee(s) you would like to share this report with
select the save icon.

| E|pam| n:::m R E4 Eﬂﬂahle Users: X

@ Your Reports O 505 Library
Payroll Register

Hathaway (4}

Mlouadone (9%
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Note for future reports: If a report title is changed the original report will remain and another report
with the new title will be created. This provides the ability to copy a report to a new name without the
need to redesign the report. If the original report is no longer needed simply delete the old report after
the copy has been made.

*Payday Payroll Reports screen will allow you to access any Custom Reports you have created in the
Customizable Reports Area. When you select one of your custom reports from the payday screen it will
allow you to run your custom report for the payroll date selected just like the standard reporting from
your payday reporting area. If you do not currently have any custom reports built, you will not see the
option to run custom reports from your Payroll Payday Reports screen.

Payroll Processing v § Payday Reports VB

Active Payroll: None

Payday Payroll Reports: . View Report As PDF . Active Payroll 0 All Payroll Dates

Standard Individual Report W 09/2%/2017 e
Standard Preset Reports

Customizable Reports *
Payroll Register (Detail) (Custom) O Payroll Register

Payroll Register (Detail) (Standard)

You can also use a date range from this area by deselecting “By Default Custom Reports use payroll
date. Un-Check if a different date range is needed.”

Direct Deposit Report
) Re-Print Direct Deposit Vouchers
Employes Check Register
) Re-Print File Copy Payroll Checks
Voucher Register By Bank
:' Employes Grass Pay by Account
:' Gross Pay Summary by Account
Payroll Summary Detail
Vioid-Payroll Register (Detsil)
Void-Employea Chedk Ragister
) Benefit Only Salary Account: Distribustion

(] * By Defansht Custom Reports use payroll date. Un-Check if = different
date range is nesded.

Copyright ©2017 by Specialized Data Systems, Inc. - 11.17.2017] 31



