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SYSTEM OVERVIEW

Introduction

The CompuCrete Payroll System is a financial application in the CompuCrete
software suite. It handles all aspects of timecard entry and paycheck processing while
providing record keeping necessary for local, state and federal regulatory agencies.

Just as CompuCrete Accounts Receivable is designed for the unique needs of the
building materials industry, the Payroll module is also designed to be highly flexible
and customizable to your unique reporting needs.

The Payroll module does a great deal more than simply print checks and record
financial data. It contains a flexible event-reporting system that offers the
functionality of a Human Resources module. Payroll can track everything from
physicals and drug test scheduling to the number of speeding tickets a driver incurs.

Payroll contains powerful departmental costing capabilities, allowing expenses to be
tracked by division and/or plant. These costs can be directly transferred to the
CompuCrete General Ledger system to provide true expense tracking.

In addition, Payroll can be interfaced to the CompuCrete Cash Management and Job
Costing modules. It can even interface to the Accounts Receivable system to track
driver efficiency!

Payroll may be run in a multi-user environment, but only one user at a time may
actively process payroll checks. Payroll also supports varying security levels,
allowing management to restrict access to sensitive information.
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Data Flow

Employee Data

Employee information is entered and maintained under the File Maintenance Menu.
All employee-based information is entered here, in addition to deductions, tax
withholdings and events (Human Resource records).

Timecards

Payroll processing begins with employee timecards. These timecards are entered
manually, automatically generated or imported from a third-party timecard system.
Timecard entries can reflect an entire pay period’s hours or be broken out by date,
plant or department. Many timecards can be combined to generate a single (or
multiple) paychecks.

As timecard data is entered, running totals of the timecard are calculated and
displayed. When complete, the paycheck can be calculated directly from the timecard
screen, showing gross and net pay, as well as taxes and deductions, which can then be
overridden as necessary. Whenever specified, override values disable the calculation
of that value and replace it with the value specified by the user.

Note: Overrides to calculated values should only be required in extraordinary
circumstances and must be done with utmost care!

Definitions

Payroll uses a system called Definitions to calculate and record hours, income, taxes
and deductions. These are maintained through the Company setup and can only be
altered in conjunction with GivenHansco personnel.

Payroll Processing

Payroll Processing is broken into five steps. All five steps must be executed before a
payroll can be accepted. At any time during these steps, the user may opt to reject the
payroll run to void the check run and clear the calculations, allowing corrections as
necessary to generate the correct paycheck.

Accepting/Rejecting Payroll

The user has the option to accept or reject the payroll run. Accepting the payroll
updates all values in the system, while rejecting the payroll run leaves all values
unchanged and available to correct before attempting another payroll run.

Once accepted, the payroll system will generate General Ledger and Cash
Management transactions to feed into those respective subsystems.
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Direct Deposit Transactions

Once a payroll run is accepted, a menu option allows the creation of an ACH-
compatible Direct Deposit transaction file. This file can then be transferred to the
necessary financial institutions.

General Ledger Transactions

General Ledger transactions generated by payroll are held until the user runs the
Payroll Distributions to G/L option from the Month-End Menu. This option may be
run as frequently as the user wishes.

Cash Management Transactions

Paycheck transactions are fed into the Cash Management system when the payroll run
is accepted. No further action is required from the user.
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System Startup

In order to get your Payroll system started in correct alignment with your other
applications, there are some special steps to take when you first get your system up
and running.

1.

Fill out the Payroll Setup Questionnaire (see Appendix A) and fax to
GivenHansco. This is a critical step to ensure the payroll system is set up
properly. The questionnaire must be filled out as completely as possible. Please
include a photocopy of the paycheck so the check layout can be set up at this
time.

Contact your GivenHansco Installation Consultant to review the questionnaire.
Review all state and local tax reporting requirements. These must be set up

After your GivenHansco Installation Consultant completes your payroll setup, it

will be transferred to your system to allow employee data entry via the option on
File Maintenance. Each employee is entered along with W-4 tax information and
information about deductions (if any) including garnishments, loans, 401K plans,
etc.

Customers upgrading from our discontinued DOS-based payroll system will be
able to import data from their existing system. This will usually take place when
your GivenHansco Installation consultant arrives on site. This eliminates the
need for Steps 6 and 7 below.

Enter all employee information, including tax and deduction information. This
information will be necessary for the payroll run.

Once all employee information is complete, go to the Setup Menu and choose
Adjust Employee Balances. Please enter the MTD, QTD and YTD balances for
each definition of each employee.

NOTE: You should not run any payrolls until all values are entered and verified
as 100% accurate.
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MENU OPTIONS

Menu Navigation

= { |
Menu Overview

[+ Entry/Processing Eney /

o . ntry Contains all menu items necessary for a typical payroll run.

-- File M aintenance Processing

" File: Lists File Contains menu items necessary to add/edit employees,

[+ Reparts/nquines Maintenance deductions, maintain tax jurisdictions, and define events in

i 1 data.

[+~ Data Exports o cmployee

" Manth End File Lists Contains programs to generate lists of items in File Maintenance.

: ARy Reports / Contains standard historical reports and lookups for payroll

+ . o o

SetupyLItilties Inquiries deductions, taxes and totals for company and employee.
Data Contains utility programs used to create export files for transfer
Exports to external programs / entities (Ex.: Magnetic Media)

Month End  Contains monthly, quarterly and annual filing reports as well as
accounting period setup and G/L transaction distributions.

Segl}p_ / Contains utility programs needed by GivenHansco technical staff
Utilities to setup and modify payroll configuration.
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ENTRY / PROCESSING

=- Fayroll
EI E ntry/Froceszing

- Prepare Payroll
- fAutomatic Pay
- |mport Timecards
- Diriver Bonuz Timecards

- Timecard Maintenance
- Timecard Audit List

- Calculate Payroll
- Payroll Register
- Print Checks

- Pay Check Register
- Compary Totalz
- focept Payroll
- Reject Paproll
H- File Maintenance

H- File Liztz

H- Reportz

H- Data Exports
H- Month End

H- Setup/Utilities

| g I g B g B g B g B e |

Menu Overview

Prepare
Payroll

Automatic
Pay

Import
Timecards

Driver Bonus
Timecards

Timecard
Maintenance

Timecard
Audit List

Calculate
Payroll

Payroll
Register

Print Checks

Pay Check
Register

Company
Totals

Accept
Payroll

Reject Payroll

Before timecards can be entered, information about the payroll
run must be specified within this option.

Employees flagged as Automatic Pay (typically salaried
employees) can have timecard entries automatically generated
via this option.

This option imports timecard information from an external
source for payroll processing.

This option imports driver bonuses from the CompuCrete A/R
module.

Employee wage and hour information is entered and edited
within this option.

This option generates a list of all timecard entries.

When run, this option locks all timecards and prepares the
payroll run. Once calculated, timecard information cannot be
changed except by rejecting the payroll.

This report generates a list of each employee’s current paycheck
information as well as historical totals (MTD, QTD and YTD)
as well as other registers.

This option prints paychecks.

This report generates a list of all paychecks generated in the
current payroll run.

This report generates company totals for the current payroll run.

The payroll files are not updated until a payroll is accepted.
Once accepted, all current payroll information is saved.

If a payroll run contains substantial errors, it should be rejected.
This allows the user to correct timecards and re-calculate.

The Entry/Processing Menu contains the functions necessary to process a payroll run from timecard entry through to
completion. A correct payroll run requires proper system setup and a complete understanding of this menu. Please read
the following section carefully and contact your GivenHansco Representative with any questions.
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Prepare Payroll

10

Prepare payroll is used to setup processing information about
the payroll run. No work on a payroll run may begin until
Prepare Payroll is done.

The values used here become the defaults for all timecards in
this payroll run, but they may be overridden on any
individual timecard(s).

NOTE: Because the settings used in this option become the
default for all timecards, it is critically important that the
settings are correct in order to avoid the potential of editing
all timecards later.

Prepare Payroll needs to be performed only once per payroll
run. It may be run again to correct any incorrect information
if necessary.

If you re-run this option, changing the default values will not
change the values of timecards already entered. For example,
if Prepare Payroll is run with Deductions To Take set to
Week 2 and then 20 timecards are entered, if you re-run
Prepare Payroll and change the Deductions To Take to
Week 3, those original 20 timecards will remain flagged for
Week 2 deductions, while any new timecards entered will be
flagged for Week 3 deductions.

If run a second time in the same payroll cycle, a menu will
appear underneath the G/L Trans. Date allowing the user to
delete existing timecards (see lower illustration). By
checking the appropriate box, the user can selectively delete
timecards. This offers an efficient way to delete a large
quantity of unwanted timecards.

Checking the Auto Pay checkbox will delete all timecards
generated by the Automatic Pay menu option (typically
salaried employees).

Checking the Imported checkbox will delete all timecards
imported from a third-party timecard system.

Checking the Calculated checkbox will delete all timecards
which have performed a Calculate Net Pay in Timecard
Maintenance.

Checking the Manual checkbox will delete all timecards
which were entered via Timecard Maintenance.

Checking the Overrides checkbox will delete all timecards
for any employee who has any overridden values (pay, taxes
or deductions).

To delete all timecards, simply check all five boxes.

Prepare Payroll - GH Materials | = ] |
File: Edit Help
r~Werify Payroll Parameters:—

Run Mo, 283 Status IPrepared

Description |March 2004 - Week #1

Cash G/L Ageount |1000.000.00 vI

‘week Ending Date |3/5/2004 EI Deductions To Take |week 2 VI
Check Date |3/9/2004 EI Deduction Periods 1
GAL Trans, Date |3/9/2004 %l Tax Periads 1

F2| DK Cancel

Prepare Payroll Screen

Select option[z] for exizting timecards:
[~ Delete Suta Pay
[~ Delete Imported
[~ Delete Calculated
[~ Delete Manual
[~ Delete Overnides

Timecard Delete
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Field Name Description / Usage

Run No. This is an internal control used by payroll to distinguish each payroll run. The user cannot
edit this field.

Description This field is used to identify the payroll run to the user. In the illustration above, the user
has identified the payroll ending date. For selective payroll runs (individual plants or
employees), include this information as well. A detailed entry here will greatly simply
searching for information in the future.

Cash G/L Use this field to identify the default bank account which this payroll run will draw against.

Account

Week Enter the last day of the pay period in this field.

Ending

Date

Check Date | This field contains the check date.

]();/L Trans. All General Ledger transactions created in this payroll run will use the date from this field.

ate

Deductions The payroll system can be set up to take deductions on a weekly or staggered basis. Use

To Take this field to identify which deductions apply to this payroll run.

Example: Union dues are withheld monthly, on the third paycheck of the month.

Deduction Payroll will default to taking a single pay period’s deductions for the current run, which is

Periods

the correct setting in almost all cases. The user may modify this value to change this
default. The user can change this value to 0 to disable all deductions or set the value
higher to multiply the deductions taken accordingly.

Example: Drivers are paid a monthly bonus which is not subject to standard deductions
such as Health Insurance, Uniforms, etc. Setting the Deduction Periods to 0 disables
all deductions for the bonus run.

Tax Periods

As is the case with Deduction Periods, this value can be set to alter the withholding
calculated for employees. Setting a value of 0 will disable tax withholding. Setting a
higher value indicates to the payroll system that this payroll run spans multiple periods and
effectively lowers the tax deduction.

Because the payroll system uses an annualized system to calculate taxes, when calculating
a weekly paid employee, the earnings are multiplied by 52. Tax is calculated and then
divided by 52 to generate the correct amount.

Changing the Tax Periods to 2 would indicate this payroll spans a two week period, so
instead of multiplying the earnings by 52 before calculating tax, the system would multiply
the earnings by 26

Example: An weekly-paid employee earning $1000 this week would have the taxes
calculated on annual earnings of $52,000. The resulting tax amount is then divided by
52 to determine this payroll run’s “share” of the annual tax liability.

If Tax Periods were set to 2, the taxes would be calculated on annual earnings of
$26,000, lowering the tax liability.

11



CompuCrete Payroll System

Automatic Pay

Automatic Pay is used to automatically
generate timecards for employees, typically
salaried employees.

12

The Report Sequence of this report

determines the order the report is generated.

Choices include:

Employee Id, Sequence Code
Display Name, Employee ID
Social Security Number

Plant ID, Employee ID, Code

Process Automatic Pay - GH Materials I = |E||5|
File Edit Help
Printer Hame I\\svw2k1 \HP Laserlet 4000 Series PS j Properties... |
Fiepuriﬁéquence IEmponee Id. Sequence j Copies |1_:||
Selection Criteria | Field IBeginning IEn_djng | -
Emplovee Id |
Soc Sec

|

Options

AutoPayDate [3/2672004 |

Pay Category [d IFIEG vl

Cash G/L &ccount |1 005.00 vl

FI2} Eririt | FLI| Preview Cancel

Automatic Pay Screen

The Selection Criteria of this report determines which employees’ timecards will be generated.

The Options tab allows further selection in the generation of timecards.

The Auto Pay date should be set within the pay period. The week-ending date is used by default.

The Pay Category Id determines which type of pay is to be automatically generated. This is typically used for
Regular Pay only, however additional pay types (Overtime, Vacation, etc.) may be chosen. Regular Hours is

the default.

The Cash G/L Account determines which G/L account these employees will be paid from. The default Cash
Account for the payroll run (set within Prepare Payroll) will be used, but may be overridden if salaried
employees are paid from a different account.
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B
. File Edit Help
Import Timecards
ThlS Option iS used to import timecard Printer Mame I\\svwEk‘I\HF‘ Lazerlet 4000 Series PS5 j Properties...
informati()n from remote locations or thlrd- Report Sequence IImportSequenca j Copies |1_:||

party timecard systems.

Sejeétion Criteria

All timecard locations appear in the lower right
of this screen and may be imported by
checking the box to the left of the location
name. If no current timecards exist for a

Mo selection fields are available for this report

location, its name appears in gray and cannot pions |
be CheCked' Select Locations to Impart:

. Timecard Date |1/10/2004 | _
Import Timecards may be set to add employee Al
records based on the settings of your system. oers

Please contact GivenHansco support for
additional information.

Fl2] Erirt | FlIf F-’regiewl Cancel |

Note: Not all timecard systems are capable of
exporting data to third-party payroll systems. Import Timecards Screen

13
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Driver Bonus Timecards

This option is used to import bonus pay
information from the CompuCrete Accounts
Receivable system.

This is accomplished by calculating the total
number of loads a driver has delivered within
the date range (in this example, January 1 — 15)
and multiplying it by a rate set in Plant File
Maintenance (in this example, $1 per load).

The report may be run in Summary or Detail
mode. Summary mode is often sufficient for
operations where drivers do not switch plants.

In detail mode, a breakdown will be given of
each driver’s load count by plant.

Driver Bonus Timecards - GH Materials = |EI|5|
File Edit Help
Printer Mame I\\svwEk‘I “HP Laser)et 4000 Series PS j Properties...
Fiepor‘tﬁéquence IEmponee Id. Sequence j Copies |1_i||
Selection Criteria | Field IBaginning IEn_ding- I e
Ticket Date 1/41/2004 1/15/2004
Plant o1 03
Emplo_l,lee_ld
Diriver Id
=
Options |
i~ Report Type:
* Summan: ¢ Dietail 2 ” =
) Flace Driver Bonus in what
I~ Include Inactive Drivers LCategayId? |BONUS i
¥ Print Exception Report

FI2| Brirt | FlI| Preview | Cancel
Driver Bonus Timecards Screen
In order to function properly, drivers must be P [=1F]
correctly identified on delivery tickets. Under B &t fh
each Driver Id in the Accounts Receivable Diver1d [0 =] L=
system, you must specify the Employee No. Mame. |AARON ABBOTT
This must be an exact match to their Employee Em"’“”:“”’ ’::’;’;FEM
. orE 2]
Id in the payroll system. Liserse Mo, 0972510
. . . Hame Plant (01 =
Note: It is not necessary for the Driver Id field =~ ™ E:; — 5
to match the payroll’s Employee Id.
Driver Maintenance Screen (from A/R system)
In Hequence By Employee Id, Sedquence
Ticket Date 1/1/2004 thru 1/15/2004
Plant 01 thru 03
Category Id: BONUS
Check Pavy Direct Extended
Employee Number / Name Sequence Freg? Deposit? Tickets Amount
LEELAR. LARON ABBEOTT 1 o il 41 41. 00
CAMCHL CHARLES CAMPEELL 1 o il 33 F3.00
D ATD &Y DAYVID DANIELS 1 o il 37 37.00
EARELW EDWARD EARNHARDT 1 o i} 36 36,00
FARFEE FRED'» FARFELL 1 o i} 29 29,00
ELIKEY FEVIN ELING 1 w i} 28 28,00
Grand Totals: 204 204,00

Driver Bonus Import — Summary View

14
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Check Fay Direct
Employee Numher / Name Sequence Fregz Deposit? Tickets Amount
ABBALR ABRON ABEBOTT Tax Ids 1 1) n
Timecard Card Date State Local Plant G/L Account Category Tickets Rate Ext Awmt
1 1/16/2004 NY oz BONTS 41 1.00 41.00
ABBAAF - BARON ABBOTT Totals: 41 41.00
CAMCHA CHARLES CAMPEELL Tax Ids 1 1) n
Timecard Card Date State Local Plant G/L Account Cateqory Tickets Rate Ext Amt
1 1/16 /2004 CT ukc] BEONUS 33 1.00 33.00
CAMCHL - CHARLES CAMPEELL Totals: 33 33.00
D AND AW DAVID DANTIELS Tax Ids 1 w n
Timecard Card Date State Local Plant G/L Account Category Tickets Rate Ext Awmt
1 1/16/2004  NY oz BONTTS 37 1.00 37.00
DANDAY - DAVID DANIELS Totals: 37 37.00
EAREDT EDWARDL EARNHARDT Tax Ids 1 1) n
Timecard Card Date State Local Plant GAL Account Category Tickets Rate Ext Awmt
1 L/le/2004 CT 03 BONUS 36 1.00 36.00
EAREDW - EDWARD EARNHARDT Totals: 36 36.00
FARFRE FRED FAREELL Tax Ids 1 w n
Timecard Card Date State Local Plant G/L Account Cateqory Tickets Rate Ext Amt
1 1/16 /2004 TX ukc] BEONUS 29 1.00 Z9.00
FARFRE - FRED FARFELL Totals: Z9 Z9.00
ELIEEW FEVIN ELING Tax Ids 1 w n
Timecard Card Date State Local Plant G/L Account Category Tickets Rate Ext Awmt
1 L/16/2004 CT oz BONTTS zZd 1.00 25.00
KLIKEY - KEVIN KLING Totals: ] 25.00
Grand Totals: 204 204,00

Driver Bonus Import — Detail View

15
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il
. . File Edit Help
Timecard Maintenance Enploee 14 [ERNGAATIINS]  CAMPBELL CHARLES
— = 3781 Constitution Ave. [~ Hald
. Sequence |1 i3 Cheshiie CT 61021

Tlmecard Entry Direct Depozit? (N vI Deduction: 'w'eek |1 Vl Total Hours 51.5000

Timecard Maintenance is often used to Frequency [ ] Periods ! Bross Pay 832.93
. . . 100600 i 1
manually enter timecard information. e = B NetPay  Caleuate |
The top section (timecard header) receives TimeCa 1 | Overide Ad |
defaults from employee information as well Card Date 171072004 @] Ta Code [CT = Union I
as the information entered during Prepare Plantld 12 = Local Code | Union # Laber Class
Payroll Job / Loc 3 Dept # ‘wiork Comp Class {7380 vl
. . . Categary [d | Hours | Fate| Pap |G/ Account | -
The lower section (timecard detail) M FEG | 40,0000 145500, 582.00 B000.02
generates one tab per timecard. o 11.5000 218250 250,99 600102
There is also an Override Adjustment tab, =~
allowing overrides as needed. e
e elete:

(Ex: An employee might earn a bonus which ’—N £5) Payiheck| £l Timecad| ” F3/Payheck]  Fe Timecard| ‘ fepin | ralox || ceed |

is not subject to deductions). Timecard Maintenance — Wage & Hour Entry

Note: Timecard Maintenance is also used to edit existing timecards, whether entered Timecard Maintenance or imported
from another payroll system.

Field Name Description / Usage

Employee Id Enter the employee to process in this field. An employee may have an unlimited number
of timecards in a single payroll run. Some opt to enter all hours for a work week on a
single timecard while others choose to enter each day’s timecards individually.

If department/plant/job costing is desired, different timecards should be entered when an
employee’s work week involves multiple departments, plants or jobs.

Daily timecard entries are required for employers who wish to generate certified payroll
registers.

Sequence This field indicates which paycheck will include the resulting pay from the current
timecard. In most cases, employees receive a single paycheck for a week, however if a
separate paycheck is desired, this value indicates which paycheck the timecard will be
included in.

Direct Deposit? | This field defaults to the value set in Employee File Maintenance, but can be overridden as
necessary.

Frequency The CompuCrete Payroll module uses the annualized method to correctly determine
income tax withholdings. As a result, withholdings are calculated for a paycheck as
though this employee received this compensation every paycheck.

The default value comes from the value in Employee File Maintenance, but may be
overridden here as necessary. The most common need for an override is bonus pay.

Example: If a weekly paid employee were to receive a $1,000 bonus, the payroll system
would pro-rate withholding as if the employee were earning $52,000 annually ($1,000
times 52 weeks in a year).

Cash G/L This field defaults to the value set in Prepare Payroll, but can be overridden for any
employee who is paid from a different payroll account.

Deduction Deductions may be scheduled for some or all weeks. This value indicates which

Week deductions a timecard is subject to. This can be especially useful to take a deduction from

a previous week that the employee may not have worked.

16
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Deduction
Periods

This field will default to the setting entered during Prepare Payroll. Payroll will default
to taking a single pay period’s deductions for the current run. The user may modify this
value to change this default. The user can change this value to O to disable all deductions
or set the value higher to multiply the deductions taken accordingly.

Tax Periods

This field will default to the setting entered during Prepare Payroll. As is the case with
Deduction Periods, this value can be set to alter the withholding calculated for employees.
Setting a value of 0 will disable tax withholding, while increasing the value will multiply
the withholding accordingly.

Hold?

This field is used to allow a user to enter a timecard without releasing it for payroll
processing. This is commonly used when a user does not wish to delay payroll processing
over a missing or incomplete timecard.

Total Hours

This is the total hours entered for this employee under this Check Sequence.

Gross Pay

This is the total gross pay for this employee under this Check Sequence.

Calculate

This button will calculate the Net Pay for this Check Sequence. The text of the button will
display the Net Pay and can be recalculated at will by clicking on the button again.

Once calculated, the taxes and deductions on the OVERRIDE tab can be displayed.

Note: Calculating the Net Pay is for informational purposes only. The user must still
execute the Calculate Payroll option during payroll processing.

Note: All timecards must be saved for an employee before using this feature.

Timecard Tab(s)

Card Date

Enter the date of the timecard. Users wishing to consolidate all hours worked to a single
timecard entry should use the week ending date in this field. The system defaults to the
payroll ending period as entered in Prepare Payroll.

Plant Id

Use this field to indicate where the work on this timecard was performed. If an employee
worked in more than one plant in a pay period, use separate timecards. Payroll tracks
hours by plant as well as offering sophisticated wage costing features. This field takes the
default value from the Home Plant field in the Employee Maintenance screen.

Job / Loc

The field is used to integrate cost reporting to the GivenHansco Job Costing system. If
entered, the data from this timecard will be used to track wage expenses for the job
specified.

State Code

Enter the state income tax jurisdiction in this field. The default value for this field comes
from the Employee Maintenance screen. While many neighboring states have reciprocal
agreements regarding income taxes earned for non-residents, it is important to consult with
a tax professional when hiring out-of-state employees to work in your state or in-state
employees to work in other states.

Local Code

This field is used to indicate the local income tax jurisdiction. Please consult with a tax
professional regarding any inter-jurisdictional issues.

Dept #

Expense tracking is made easier with this field. If an employee worked in more than one
department in a pay period, use separate timecards. This field is typically used to track
types of work performed (dispatch, delivery, maintenance, managerial).

Union Id

If any work performed is subject to union reporting, use this field to indicate which union
agreement the labor falls under.

Union / Labor
Class

When reporting union wages, this field is used to distinguish the type of work performed.
Consult the appropriate Collective Bargaining Agreement for additional information in the
type of reporting required.
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Work Comp This field is used for tracking hours and wages by the Workman’s Compensation
Class classification as set forth by your insurer. Please consult your Policyholder’s Guide for
additional information.

Hour / Wage Entry

Category Id Enter the type of wages earned. Regular and Overtime are typical for most payroll
systems, with additional types (Vacation, Holiday, etc.) available as well. While it is
common for hours to be grouped by category (all Regular hours combined on a single
entry), it is possible to have multiple entries of the same category on a timecard.

Hours Enter the hours worked for the given category in this field.

Rate This rate is calculated from the employee’s base pay rate, subject to modifiers (eg: time
and a half for overtime). This field can be overridden as necessary.

Pay This field is calculated from the hours and rate fields entered previously. The user may
still override the value in this field. When this occurs, the rate is recalculated.
Example: An employee working 5 hours at $10/hour would have a net pay of $50. If a
user changes the pay to $60, the rate is recalculated at $12/hour.

G/L Account This is the default G/L account for tracking the wage expense.
-lgix]
Override Adjustment He Edt e
. . . . Emplopee |d [EAMCHA CAMPBELL, CHARLES
The Override Adjustment tab in Timecard - 3781 Constitution e I~ Hold
. . .. Sequence Cheshie CT G021
Maintenance is a powerful tool, giving the
user the capability of overriding almost an Direct Deposit? [N VI Deduction: week |1 Vl Total Hours 51.5000
p ) y A g y Frequency [ 'V'I Periods 1 Gross Pay 832.99
tax or deduction calculation. CahGr [0BT ] o | — eire S |
While this capability is sometimes e
. ph ) dyb d ith TimeCard 1 { Dveiide & |
nece.ssary’ 1t shou € .One wit Difinition IDescription I Cale. Value .Dverrii:le'.Valuel IDverrii:Ie'_'? I =
considerable care, especially when [FEDTAR Federal Tax | 46,2900 L
overriding tax calculations! W 5T A< {451 T | 53500} s
|| MCTA _Medlcare Tax | 'IEI.53E|E|_ | _Y
To remove an override previously set, 8 CT_TAx |Connetliitiicaffio Taw. | £0000 LY
. . HE&ALTH_DED Health Deduction 100.0000 i =
simply blank out the Override Value — do [
NOT set the override value to zero unless
you wish to not withhold the tax or |
deduction. —
(= DGIUIU.
’—Nm F'atheckl F6| TiméEardl H’ F3i F'a_l,lEheckl Fa} Timel:ardl ‘ Fl2} Prirt | ‘F2| Ok | Eance| |

Timecard Maintenance — Override Tab

Field Name Description / Usage

Definition The definition codes are listed in the left column. This identifies the type of deduction or
tax calculation. It cannot be changed.

Description This is a description of the definition. It cannot be changed.

Calc. Value This field contains the value of the definition as calculated by the system.

Override Value | This field contains the override value of the definition. The user may change this value,
including setting it to zero. Any time a value is overridden, the new value will appear in
this field and an asterisk will appear immediately to the right of the column.

Note: Great care should be taken when overriding mandatory deductions (child support,
garnishments, etc.) or taxes. Companies may be subject to significant fines for failure to
comply with local, state or federal regulation or court judgments.

Override? Not all fields may be overridden. If a field may be overridden, a “Y” will appear in this
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column indicating the user may override any values.

Function Keys

F&| PayCheck

This button generates a new Sequence Number and paycheck for the employee.

FE| TimeCard

This button generates a new timecard (retaining the same Sequence Number as the last
timecard entered)

F3| PayCheck

This button deletes the current Sequence Number and all timecards in that sequence.

F8| TimeCard

This button deletes the current timecard, but leaves all other timecards unchanged.
Timecards are automatically renumbered whenever one is deleted.
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~loix
. . . Fle Edit Hel
Timecard Audit List T
The Timecard Audlt LlSt iS used to reVieW all Frinter Hame I\\svw2k1 YHF Laserlet 4000 Series PS j Froperties... |
timecard information prior to payroll Report Sequence IEmponee Id, Sequence j Copigs I'I_ilI
processing. It may be run as often as required b e e [Banig TEnang | -
during a paycheck run. ' Employee 1d :I
Soc Sec #
A final copy should be printed prior to Timecaid Date
processing each payroll. Sl 4
-Optiohs
£ Sumrmary
& Defat
FI2| Brint | FlI| Presiew Lancel
Timecard Audit List
R ‘S Report Sequence  |Emploves |d, Sequence
eport Sequence :
The Timecard Audit List can be sorted in Selection Criteria ! :
varying ways depending on the needs of the Sacial Security Mumber
report. Flant 1d, Employes 1d, Sequence

20

Timecard Audit List — Report Sequence Dropdown List
The Selection Criteria of this report determines which employees’ timecards will be printed.
The Options tab allows more thorough reporting.
e The Summary option generates one line per employee, showing total hours and gross pay.

e  The Detail option reports each timecard, including hours, rate, plant, G/L account and much more. This report can
grow significantly longer than the Summary version.
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In Sequence By Employes Id, Sequetce

Check Direct Extended
Euploipes Mimber [ Mame Soc. Sec. f Sequence Hold? Deposit? Hours Amcnmt

AFBAAE AFEBOTT, RARON 051-85-2311 db ) ) 4500 631,12
ELAEEN ELATLOCE, EBEMNJANIN OzZ1-E3-7210 1 u u 40,00 e2E. 00
CAMCHA CAMIEELL, CHARLEZ 045-79-5721 db n n E1l.E0 83z2.99
DANDAY DANIELS, DAVID 055-23-1412 db ) ) 4400 B33 66
EAREDT ELTIAIND, EADMNHATDT 05Z-87-z2124 db n n 2200 422 320
FADFLE FIED, FADTELL OEZ-22-9001 db ) ) 2400 4E0. 50
GRAGER GPRAY, GRACE 071-05-2213 1 u u 8000 1250.00
HENCLLE HEMDRIES, GREC 024-71-041F db n n 2000 ZEo0. 0o
IZZIAN IZZ0, IAN 02Z-LEZ-1Z68 db ) ) 4000 EEL. 00

In Sequence By Buployee Id, Sedquence

Check Direct
Enployes Mamber / HNeme Soc. Sec. # Secquence Hold? Deposit?
L ____________________________________________________________________________________________________________________________J

ABBAAR. AEEOTT, ARRON Tax Ids 0EL-B5-Z311 b H H
Timecard Card Date State Local Plamitc GfL Acct Caf egory Hoars Rate Ext Amt
1 14102004 NT nl &000.01 LEG 40_00 14 L& E2Z_00
a1 aT E.00 2182 105912
AEBARE. - AEEOTT, AARCH Totals: 4500 63112
ELIEEN ELATLOCE, EENIAMTN Tax Ids 021-53-7Z10 1 H H
Timecard Card Date State Local Planic G/L Acoct Cat egory Hours Rate Ext Amt
1 14102004 Ma nz E0Z0_02 LEG 40_00 15 &2 BZE_00
ELLEEN - BLAYLOCE, BENIAMIN Totals: 40,00 SZE.00
CAMCHRL CAMPEELL, CHARLES Taxr Ids 045-29-8721 1 12} 12}
Timecard Card Date Btate Local Plant G/L Acct Cat egory Hours Rate Ext Amt
1 17102004 CT 0z E000_02 LEG 40_00 14 EE E2Z_00
nz aT 11 E0 21. 82 280939
CAMCHA - CAMPEELL, CHARLES Totals: El.E0 3299

Timecard Audit List — Detail View
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Calculate Payroll

22

Once all timecards have been entered and
verified, the next step is to calculate the
payroll. All employees are processed and all
warnings (if any) are printed at this point.

The confirmation of the payroll dates gives a
final opportunity to make any corrections
prior to processing the payroll.

Any warnings or errors should be carefully
reviewed. While some warnings are not
significant and processing can continue,
others may represent serious problems which
prevent further processing.

The Preview option allows the user to review
possible errors without locking timecards.

Calculate Payroll - GH Materials i =1
Ele Edt Help
Printer Marme I\\svw2k1 “HP Laseret 4000 Series PS j Propeties... |
Hepurigequence ISystem Defined Sequence j Copies |1_i||

SEJeétlon Criteria

Mo selection fields are available for this report.

DOptions

‘wieek Ending Date [1/10/2004 H [~ Trace Operations
Check Date |1 132004 =
G/L Trans Date |'| 1342004 53|

FI2| Brocess | FlI| Preyiew | Cancal |

Calculate Payroll

Once a payroll is calculated, the timecards for that payroll are locked and cannot be altered unless the payroll run is
rejected. An accepted payroll run will update all files and move timecard data to a history file.

Note: The TRACE OPERATIONS checkbox should only be checked at the direction of GivenHansco personnel. This
feature is only used for diagnostic purposes and can dramatically slow the processing.




Payroll Register

The Payroll Register gives a detailed list of
wages, taxes and deductions for each

employee in the payroll run.

CompuCrete Payroll System

Payroll Register - GH Materials

File Edit Help

=lof x|

Sejeétion Criteria

Printer Hame I\\svw2k1 \HP Laser)et 4000 Series PS

Repart Sequence ICurrent Payrall Only

j Properties... |
j Copies |1_j

Mo selection fields are available for this iepaort,

Options
FI2 Brint FlI| Prewiew Cancel
Payroll Register
Employee
Id Hame
LEELAR ABEOTT, ALRON Rate: 14,5500 Dept #: 01 Home Flant: 01

Current HTD QTD TTD
REGHRS Regular Hours 40. 0a 40. 00 40. 00 40.00
REGPAY Regular Pay 582,00 582.00 S8z.00 S8z.00
OTHER 3 Owvertine Hours 5.00 5.00 5.00 S.00
OTPAYT Overtime Pay 109,12 lo9. 12 log.12 lo9.1z
HOLHRS Holiday Hours . oo 40, 00 40,00 40,00
HOLPAY Holiday Pay i} Laz.oo Lgz.00 58z2.00
GRO3E Gross Fay 691,12 1273, 12 1273, 12 127312
FEDGRS Federal Grozs 559,12 1009, 12 1009, 12 1009.12
FEDT & Federal Tax 32,64 54,37 54.37 54.37
35GRO3S Jocial Jecurity Gross 559,12 loga. 1z lo0a. 1z 1o05.12
SETAX 0&5D0T Tax 34, 67 2. 57 a2.57 G2.57
MCGROZS Medicare Gross 559,12 1009, 12 1009.12 1009.12
MCTAX Medicare Tax g.11 14. 64 14.64 14,64
NY_GROSS New York Gross go9l, 12 g9l.12 go9l.12 69l.1z2
YTk New ¥ork Income Tax 29,86 29,868 Z9.86 29,86
CHILDETRg Child Support (Fixed 5 / Min Pay) 0. 00 1e0. 00 lan. oo 1en. 00
HEALTH CALC Health Calculation 1z0.00 Z40. 00 Z40. 00 Z4n.00
HEALTH_DED Health Deduction 1z0.00 240,00 240,00 Z40.00
DENTAL CALC Dental Calculation 1z.00 24,00 24,00 24.00
DENTAL_DED Dental Deduction 1z.00 z4.00 z4.00 z4.00
TUNIFORMS Tnifornm Deduction g. 00 1a6.00 1a.00 16.00
HiND LING Handling Fee 1.00 Z.00 .00 Z.00
NETPAY Net Pay 364, 84 669, 68 659,68 669 .68
CHFANT Check Amount 364, 84 o669, 68 gE9.65 6E9.65
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gl
. File Edt Help
Print Paychecks
The next Step in paerH processing iS to Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS j Properties... |
generate the physical paychecks. This step Report Sequence |Employes I |

24

should take place only after the payroll
register has been thoroughly reviewed for
CITOrS. Mo selection fields are available for thiz report.

Sejaétion Criteria

The first check number is maintained by the
system automatically and should not need to

be changed. Dpions |
Note: It is possible to run paychecks more Check Date 171372008 B
than once in the same pgyroll run. It Fist Check o, [14218
attempted, the system will confirm that you o
wish to void the checks printed in the = :
previous paycheck printing.
F12} Bririt FlI| Prewiew LCancel |
Before printing, an automatic backup is
performed. Print Paychecks
Checks can be run in several ways. They can Repart Sequence  |Emplopes Id j

be run in employee order, by plant or by

department. Users should choose a method Selection Criteria
that works best for distribution of checks to

employees. Check Sequence

Em i
Home Plant 14, Employes 1d
Department, Emploves 1d

The Payroll system can be configured for many different check styles and supports dot-matrix, inkjet and laser printer
formats. For the most flexibility, GivenHansco recommends a form with the check on the top and a blank stub.

Please consult GivenHansco support before changing check forms.



Paycheck Register

After printing paychecks, a paycheck register
provides an audit trail of the checks

CompuCrete Payroll System

Pay Check Register - GH Materials |

File Edt Help

=lofx]

Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS

Hepuriﬁéquence ICurrent Posting Only

j Properties... |
j Copies |1_i||

generated. Selection Criteria | Field |Begining Ending | -
Emplovee Id
Check Mo.
Check Date
Liger Mame:
=
Options
FI2| Eririt FlI| Preyiew LCancel
Paycheck Register
Euployee Check Check Check Dir Gross Total Total Total
Id Hane Hao. Date Imount Dep Pay Taxesz Deductions Reimbursze
ABELLE ABEOTT, AARON 14152 171372004 Jad. 54 ol 691,12 105,25 Z2l.00
BELABEN BLAYLOCE, BEENJAMIN 14153 171372004 379.18 ol GZ5.00 155,32 G§7.50
CAMCHE CAMPEELL, CHARLE3 14154 171372004 BEZE. 62 ol §32.99 110.37 loo.00
D AND &Y DANIELSZ, DAVWID 141585 1/153/z004 40z.04 W 639,66 156.63 140.399
EAREDW EDWARD, EARNHARDT 141584 1/153/2004 307.84 N 455. 30 35.04 145.4z2
FARFEE FRED', FAFRELL 14197 1/13/2004 103. 20 n 450. 50 121.30 226.00
GRALGER GRAY, GRACE 141585 1/153/2004 1018.81 n 1z50.00 231.19
HENGEE HENDEIES, GREG 14199 1/13/2004 1600430 n 2500.00 517.70 3E2.00
LZZIaN IZZ0, IaN l4z00 1/13/72004 385. 268 n 625.00 142,94 95.380
JOHTEE JOHNZ0N, JERRY 14201 1/13/2004 404, 17 ol &00.00 55.83 137.00
KLIKEY FEVIN, KLING l4z0z 171372004 135.00 ol 594,40 93.385 363.02
Grand Total 5726, 26 2356.97 1730.98 1599.73 .00

Paycheck Register Sample
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Company Totals Register

Company Totals Register - GH Materials

File Edit Help

The final report before accepting a payroll
run is to print the company totals. This report
shows a grand total for many Definitions in

Printer Hame I\\svw2k1 \HP Laser)et 4000 Series PS

j Properties... |

Repart Sequence ICurrent Posting Only

j Copies |1_::||

Selection Criteria | Field IEeg\nning Ending I

the current payroll run. Company Def

Additional information (such as MTD, QTD

and YTD figures) is also displayed on the

report.

Optiohs
FI2 Brint | FlI| Prewiew Cancel
Company Totals Register

Def Id Definition CUR WD aTn TTD
REGHES Reqular Hours 432,00 432. 00 432,00 432.00
REGPAY Reqular FPay 7030, 60 7030. 60 7030. 60 7030. 60
OTHE S Overtime Hours 20,50 20. 50 20,50 20,50
OTPAY Owertime Pay 451,37 451,37 451, 37 451.37
VACHRS Vacation Hours 40, 00 40. 00 40. 00 40.00
VACPAY Vacation FPay 1250, 00 1250, 00 1250, 00 1250, 00
HOLHES Holiday Hours 40, 00 360,00 360,00 360.00
HOLPAY Holiday Pay 625,00 5291. 40 5291.40 5291.40
GROSE Gross Pay 9356.97 14023, 37 14023, 37 14023, 37
FEDGES Federal Gross G204, 06 12051, 01 1z061.01 1z051.01
FEDTAX Federal Tax 729,70 1080. 95 1080.95 1080.95
S3GROSS Social Security Gross B536. 97 12485, 37 12495, 37 12495.37
SETAN 0AZDI Tax 529,30 774,72 774,72 774.72
MCGROSS Medicare Gross 8536, 97 12435, 37 12495, 37 12495.37
MCTAX Medicare Tax 123,81 181.22 181,22 181.22
M4 _GROSS Maszzachusetts Gross 4325, 50 5980, 50 5950, 50 5950, 50
Ma Tax Massachusetts Income Tax 248, 22 315,44 315,44 319.44
CT_GROSS Connecticut Gross 1921, 29 3617, 29 3617.29 3617.29
CT_Tix Connecticut Income Tax 8.00 .00 g.00 g.00
NY_GROES Hew ¥York Gross Z015.78 3249, 18 249,18 249,18
WY _Tax Hew ¥ork Income Tax 91.95 147.79 147.79 147.79
CHILDSTFRS Child 3upport (Fixed § / Min Pay) 225.00 365.00 365.00 365.00
CHILDSURP#Z Child 3upport #:2 150.00 210,00 Z10.00 Z10.00
GARNISHS Garnistwent (Fixed § / Min FPay) 115,00 165. 00 165. 00 165.00
GARNIZHY Garnishwent (% of Net / Min Fay) 45, 80 a1, &0 a1, 60 91,60
LEVY Lewy 111.02 111,02 111.02 111.02
HEALTH CALC  Health Calculation 755,00 1410. 00 1410.00 1410.00
HEALTH_DED Health Deduction 755,00 1410. 00 1410.00 1410.00
DENTAL_CALC Dental Calculation 5. 00 11lg.00 11g.00 1lg.00
DENTAL DED Dental Deduction .00 11lg.00 11g.00 1lg.00

g5
Company Totals Register Sample
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Accept Payroll - GH Materis =10 x|

Accept Payroll Fle Edit Help

The final step in processing a payroll run is
running Accept Payroll. This confirms to the
system that all calculations, paychecks and IMPORTANT
reports are accurate and the system should be
updated with the results.

Y'ou are about o ACCEPT the currently
Timecards from an accepted payroll run are calculated paprall. All calculations made in
archived and cleared. Paychecks are stored this payrall will be accepted.

in the check history file. General Ledger
transactions are prepared for update.

LCancel |

Accept Payroll

Reject Payroll - GH Makeria -0 =|

Reject Payroll File Edit Help

If problems occur at any point after
Calculate Payroll is executed, the user may
opt to reject the payroll run.

WARNING

By rejecting a payroll run, all current Praceeding with this aption will REJECT the
calculations are cleared and timecards are currently calculated payroll. All calculations

unlocked for editing. rnade during thiz payroll will be ignored.

If paychecks have been generated, it is very : )
important to check the VOID CHECKS box IV Woid Checks
(shown on right). This flags all checks
generated in this payroll run as void. F21 0K

LCancel

Reject Payroll
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FILE MAINTENANCE

El Fayroll

28

-- Entrp/Proceszing
[S§ File Maintenance
-~ Emplopess

i Company
Event Types
Tax Codes
L wWarkers Comp Clazses
- File Listz
- Reportz
- Data Exports
- Month End
- SetupdUtilities

Menu Overview
Employees

Company

Event

Types
Tax Codes

Workers
Comp
Classes

Employee information is maintained through this menu option.
Many defaults for timecard entry such was pay rate, tax
withholding settings and deductions are set in this area.

This option is used by GivenHansco personnel to define the payroll
setup. Itis password protected.

CompuCrete’s Payroll system includes Events — a feature designed
to allow tracking and reporting of information usually stored in an
employee’s personnel file.

This option is used by GivenHansco personnel to define the valid
tax withholdings in a payroll setup. It is password protected.

This option is used to define specific Worker’s Compensation
Classes to correspond with filings with your insurer.

Before any payroll processing can take place, the system must be set up. Initial setup and continuing maintenance of
employee data is handled in this menu. Proper maintenance of company and employee data is essential for the continued
accuracy and efficiency of payroll runs. Please contact your GivenHansco representation with any questions.
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=loix
Employee Maintenance ISk IR
ploy Emplopee |4 [ABESAR I™ Inactive
All 1nformat10n, necessary for the processing P — . feaaaT . IR
Of an employee S payCheCk (types Of mcome Address 1 (107 Auturnn Ave. Soc Sec # |051852911
earned, tax withholdings, deductions) are Address 2 ook 17371967 B
defined within Employee Maintenance. City jAlbany state [NV Zip [12041 Sex|M
Phone {518-231-5214 Al Stalus [M ¥
In addition, many default settings (rate, tax Ernail Ethnic Cods [ ]
jurisdiction, home department) used in Histary |an InfDI Misc Iﬁfol Eventsl lnc:omal Tares I Qeductionsl Met Pa_lgl Motes I
Timecard Entry come from this section as
Month To Date Quarter To Date Year To Date
well. '
| ast Check Check # Check At
F3| Delete | FI2} Frint | F2| OK | Eance| |

Field Name

Employee Maintenance Screen

Description / Usage

Name The employee name is broken into three fields (first, middle and last). These fields should
First contain the complete legal name of the employee, as they are used for reporting and
magnetic media filing.
Middle
Last Whenever a change is made to the three name fields, a prompt will appear asking if the
as change should be made to the Display Name.
Address 1 This field contains the employee street address.
Address 2 This field can be used for an apartment number or a PO Box.
City Enter the employee’s city of residence in this field.
State Enter the employee’s state of residence in this field.
Zip Enter the employee’s zip code in this field.
Phone Enter the employee’s home phone number in this field.
Alt # This field can be used for an alternate phone number (most commonly a cellular phone)
Email If any employee has an email address (company or personal), enter it in this field.
Display By default, this field contains the employee’s last name and first name separated by a
[Name] comma. This name is used on checks and reporting within the Payroll system.
Soc Sec # This field is used for the employee’s social security number. It should be entered as a 9
digit number without dashes.
DOB This field contains the employee’s date of birth. When keying in any date before 2000, the
year must be entered as four-digit year (eg: 1955).
Sex Enter the employee’s gender in this field. This data can be useful in EEOC filing.
Status This field contains the employee’s marital status for the purposes of income tax
calculation. The value in this field will be used for all income tax calculations, however
the payroll system supports multiple filing statuses (Ex: married for federal, single for
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Ethnic Code | This field is not required, however can be useful in EEOC filing.

History Tab

This tab contains Month To Date, Quarter To
Date and Year To Date values maintained
automatically by the system

Pay Info Tab

This tab contains basic pay information used
to process typical payrolls. The values
entered in these fields serve as defaults in
Timecard Entry, and can be changed
temporarily within Timecard Entry as

Pay Infol Misc:lnfol Eventsl lncomel Taxes I Qeductionsl Met Pa_lgl HMotes I

Month To Date

Quarter To Date

Year To Date

Last Check

Check #

Check Amt

Mizc Inlol Eventsl jncomel Tares I Deductionsl Met Payl HNotes I

Histary
Stale TaxCode |NY  w| New'Vork
Local Tax Code I
Auta Pay? |7 b
Std Rate 14.5500
Std Hours 40.0000
Pay Frequency? [ VI

Hour/Salary?
Direct Dep?
Fiouting #
Account #

Acct. Type

T

=
4l

J

necessary.
Employee Maintenance Screen — Pay Info Tab
Field Name Description / Usage

State Tax Enter the employee’s default state income tax jurisdiction in this field. While many

Code neighboring states have reciprocal agreements regarding income taxes earned for non-
residents, it is important to consult with a tax professional when hiring out-of-state
employees to work in your state or in-state employees to work in other states.

Local Tax Enter the employee’s default local income tax jurisdiction in this field. Please consult with

Code a tax professional regarding any inter-jurisdictional issues.

Auto Pay? This field is typically used for salaried employees and is used to automatically generate a
timecard using the Automatic Pay menu option. Automatically generated timecards use
the standard rate and hours in the following fields and may be edited once created.

Std Rate Enter the regular rate of pay in this field. This is an hourly rate for hourly paid employees
and a pay period salary for salaried employees.

Std Hours This field contains the standard hours worked in a pay period for this employee.

Pay Pay Frequency dictates both the frequency in which an employee draws a paycheck as well

Frequency? as the manner in which tax is withheld.

The CompuCrete Payroll module uses the annualized method to correctly determine
income tax withholdings. As a result, withholdings are calculated for a paycheck as
though this employee received this compensation every pay period

Salary?

Hour / This field indicates whether an employee is paid hourly or draws a straight salary.

Direct Dep? | Set this field to indicate whether an employee has Direct Deposit.

Routing # If an employee has Direct Deposit, enter their bank’s routing number in this field.
Account # This contains the employee’s account number for Direct Deposit purposes.
%;count This field indicates the type of account a Direct Deposit is being made to.

pe
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History | Pay Info | Eventsl 1ncome| Taxes I Qeductions' Met Pa_lgl HNotes I
Misc Info Tab
. . .. . . Title Labor Class I
This tab contains administrative fields, used I
, . . Craft IDHNEH ‘wark Camp I?SSD vl
to track an employee’s job function, _
. . Dept # |U1 Pension? IN VI
departmental information and other assorted rinld [ . -
. . nian ire
fields. These fields become the default .
. Horme Plant |U1 VI Terminated I El
values for Timecard Entry.

32

Employee Maintenance Screen — Misc Info Tab

Field Name Description / Usage

Title Enter the employee’s job title (if any) in this field.

Craft This field is used to enter to the type of work the employee typically performs.

Dept # Use this field to indicate the employee’s default department for expense tracking purposes.
This field is typically used to track types of work performed (dispatch, delivery,
maintenance, managerial).

Union Id If an employee belongs to a union, use this field to track his default union. Employees
belonging to more than one union can be tracked via Timecard Entry.

Home Plant | This field is the default plant for an employee. Payroll tracks hours by plant as well as
offering sophisticated wage costing features.

Labor Class | When reporting union wages, this field is used to distinguish the type of work performed.
Consult the appropriate Collective Bargaining Agreement for additional information in the
type of reporting required.

Work Comp | This field is used for tracking hours and wages by the Workman’s Compensation
classification as set forth by your insurer. Please consult your Policyholder’s Guide for
additional information.

Pension? This field is used to indicated whether the Pension Indicator box on the W-2 should be
checked.

Hired Enter the original Hire Date for the employee in this field.

Terminated Use this field to indicate when an employee left the company.




Events Tab Type I n Datel Amountl Comment I ;I
. . . . . DTP 111742003 Randam Drug Screen - Passed
This tab contains information typically found | 7|puve 114172003 Al Physical - Passed
in an employee’ S history folder. Reports can | |_[|vAc 11/24/2003 ‘acation - Thanksgiving ‘Week
F|vs 2/19/2004 Speeding Ticket

be generated from this information, allowing =
Payroll to function as a Human Resources

tool.

Field Name Description / Usage

Type

CompuCrete Payroll System

ﬂistory' Pay Infol Mise Info  Events |1ncome| Taxes I Qeductions' Met Pa_lgl HNotes I

Ll

Employee Maintenance Screen — Events Tab

Enter the type of event being reported. The payroll system contains over 80 predefined
events. Additional events can be used via Event Type Maintenance.

Date

This field contains the date of the event (or anticipated date when used for scheduling,
such as renewing licenses, etc.)

Amount

This field is used to track dollar values in conjunction with payroll. For example, if an
employee receives a salary advance, the amount of the advance would be entered here.

Comment

Additional information about the event may be entered in this field. Double-click on the
field to open a larger window. While the line on this screen may only appear to hold a
short sentence, the larger window can contain several pages of supporting documentation
if necessary.
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ﬂistoryl Pay Infol Mise: Infol Events

Taxes I Qeductionsl Met Pa_lgl HNotes I

Income Tab * |Eategnry|d |Descriptinn |SuhtnlaI|Active | ;I
. .- & [ 3
This tab indicates the type of pay the B Pt 0T o
employee is eligible for. An employee may | |E DBLTIME Doubletime Pay 0| ¥
h ll t B d f lt th L AT Wacation Pay r cd
ave some or all pay types. By default, the @ oL Helidey Pay i
only pay types displayed on this tab are those | |=GROSS_Pay  Totel Pay [ _
which are active.
=
All pay types can be shown by checking the Show Categories:
. [~ Inacti [+ Subtatal F3| Dek F12| Pri F2| Ok C |
SHOW CATEGORIES box labeled Inactive. e T £ odee |_eaein | T
Employee Maintenance Screen — Income Tab
* |Category|d |Descripti0n |Subt0laI|Active | 1=
L M B REG Riegular Pa O jcd
ASSIgnIng G/L ACCOUHfS * |Definition gl Descri};tion |Deb\t G/L Acct =
. . }FHEGHFHS Fegular Hours
Default G/L information may be entered by 1= Receay Froqular Pay B0l ||

clicking the plus sign next to the category and
entering the corresponding G/L account next
to the payment definition.

Assigning G/L accounts

Field Name Description / Usage

Category Id | This is the type of pay.

Description This field contains the description for the type of pay.

Subtotal This special field only applies to the GROSS_PAY category. Hours and wages are not
entered into any Subtotal field. A subtotal field is updated from the results of other income
fields.

Active Indicates if the employee is eligible for this type of pay. By default, the only pay types
displayed on this tab are those which are active.
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ﬂistory' Pay Infol Mise: Infol Eventsl Income | Qeductions' Met Pa_lgl HNotes I
TaxeS Tab * |Eategory|d |Descripti0n |Subt0laI|Active | 1=
. . DEIED Federal | T
This tab indicates the type of taxes to — Sb et szcifs:;i:: = ,': g
withhold from the employee’s pay. By _|E MEDICARE Medicare O | ¥
. . STATE-NY New York Income Tax O ¥
default, the only tax types displayed on this = o
tab are those which are active.
Additional tax authorities can be shown by =l
1 Show Categories:
fﬁ;ﬁ?%ﬂiﬂilﬁ?ow CATEGORIES box [ Inactive v Subtotal F3| Delete | F12| Print | F2l Ok | Lance] |

Employee Maintenance Screen — Taxes Tab

ASSIgnlng tax faCtorS ﬂisluryl Pay InfUI Misc InfUI Evenlsl Income educliunsl Met F'a_lgl Notes I
Tax factor information may be entered by * [Categowld  [Description [Subtatalfactive | ]
saled H M E FIT Federal Income Tax ] vl
clicking the ph_ls sign next to the Cat(.ag.o.ry and *_[Definitian [Deseription [Debit GAL Acet [Credit G/L Acct -
then the plus sign next to the tax definition. ¥ = FEDTAx Federal Tax
In this example, this employee is withholding Factsr __[Dascrption Jvae ]2 L
.. .. M| TeADDWH Additional withholding |10
an additional $10 per paycheck and claiming T|TAFILEST | Fiing Status
three personal exemptions. || [LITAXNDEXM Exemptions 3 - = e

Assigning tax factors

Field Name Description / Usage

Category Id | This is the type of income tax.

Description | This field contains the description for the tax.

Subtotal This field is rarely used in tax calculations and should only be set up on instructions from
GivenHansco personnel.

Active Indicates if the employee is subject to this type of withholding. By default, the tax types
displayed on this tab are those which are active.
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ﬂistory' Pay Infol Mise: Infol Eventsl 1ncome| Taxes | Met Pa_lgl HNotes I
Deductlons Tab * |Eateg0ry|d |Descripti0n |Subt0laI|Active | 1=
. L. . M@ CHILDSLUPE Child Suppart #1 O I
This tab indicates the type of deductions to |E HEALTHINS  Health Insurance (Pretes] N
withhold from the employee’s pay. By _|E DENTAL Dental Insurance [Pretax] O e
default. th lv deducti displaved thi _|E UNIFORMS Uriform Deduction | L
clault, the only deductions displayed on this - (A yanpume Handling Fee i
tab are those which are active.
Additional deductions can be shown by =]
checking the SHOW CATEGORIES box iy 53‘990"981—‘
. [ Inactive v Subtotal F3| Delet F12| Print F2l Ok Lance
labeled Inactive. = | = | 4' 4'

Employee Maintenance Screen — Deductions Tab

ASSIgnlng G/L Accounts ﬂistory' Pay Infol Misc Infol Eventsl 1ncome| Tawes Deductions | Met Pa_lgl Motes I
Default G/L information may be entered by * [Categoyld  [Description [Subtatalfactive | -
E ; »|= CHILDSUPS Child Support #1 r |~
chckl.ng the plus sign nf?Xt to the category and [+ [Defirition [Deseription [Debit GAL Acet [Credit G/L Acct -
entering the corresponding G/L account next PERCHILDSUPS  Child Suppor (Fied $ / Min Pay) 2400.00
to the payment definition.
Assigning G/L Accounts

Assigning deduction factors

. . . History | Pap Info | Mise Info | Events | Income | Tawes [Cleductions | Net Pay | Notes
Deduction factor information may be entered l I ! ! l | I !

. . . * |Eategory|d |Descripti0n |Subt0laI|Active | 1=
by clicking the plus sign next to the category  [M@ ciiosurs | chid Support 1 O |
and then the plus sign next to the tax *_[Definitian [Deseription [Debit GAL Acet [Credit G/L Acct B
»|= CHILDSUPS Child Support (Fixed $ / Min Pay) 2400.00

definition. In this example, this employee

D escription |Value | =

paying $60 per pay period in Child Support Decuction Amount |80 [
to Marilyn Abbot. He is assured a Minimum g;:';“:m Fay Amourt ;Zinyn yorms| |
Pay of $120. B — -

Assigning deduction factors

Field Name Description / Usage

Category Id | This is the type of deduction.

Description | This field contains the description for the deduction.

Subtotal This field is rarely used in deductions and should only be set up on instructions from
GivenHansco personnel.

Active Indicates if the employee is subject to this deduction.

Company Maintenance

The Company Maintenance menu option is used by GivenHansco personnel when configuring the Payroll system and is
beyond the scope of this manual. To prevent unauthorized access to this option, it is password-protected.
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i
Event Type Maintenance L
Ewvent Typs : [T Inactive
One of the most powerful new features in
. . Deseription IAbsent-Excused
Payroll is the ability to record and report
events.
Hotes |

To aid in grouping and reporting events,

Event Type Maintenance is used to code

events for consistency.

Payroll comes with over 75 pre-defined

events common in this industry, however

should additional events be required, they

may be entered through this screen.

F3| Delete | FI2} Frint | F2| 0K | Eance| |
Event Type Maintenance
Field Name Description / Usage
Event Type This four-character field is used to create a code to represent an event. When assigning

codes to similar events, GivenHansco recommends that you use the first 2 characters of the
event type as an "event class" -- a grouping of similar events. Use the remaining 2
characters to represent a specific event type. This will allow you to run a single report
showing, for example, all vehicle violations for a period of time.

Example: Payroll comes predefined with five common on-road violations. These are
Operating (such as changing lanes without a signal), Parking Violations, Speeding,
Unsafe Equipment (such as a broken tail light) and Weight (overloaded). By coding these
violations with a “VV” prefix (Vehicle Violation), a single report can be run showing all
vehicle violations for a period of time. If these were coded separately, it would be
necessary to run five reports to gather the same information.

Description | Enter the description of the event.

Notes This free-form field can be used for additional information (doctors approved for
administering physicals, etc.)

Tax Code Maintenance

The Tax Code Maintenance menu option is used by GivenHansco personnel when configuring the Payroll system and is
beyond the scope of this manual. To prevent unauthorized access to this option, it is password-protected.
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~loix]
. File Edt Help
Worker Compensation Class s ] F i

Maintenance

Deseription  |CLERICAL OFFICE/DISPATACH

To aid in accurately recording and filing of Rate | 2400

Workman’s Compensation reports, this menu
option is used to define valid groups.

Hotes
SAME RATE FOR ALL PLAMTS|

F3| Delete | FI2} Frint | F2| 0K | Lancel |

Worker’'s Compensation Class Maintenance

Field Name Description / Usage
Class Id This four-character field is used to create a code to represent a Workman’s Compensation
group. GivenHansco strongly recommends using the same codes as your insurer.
Description Enter the description of the group covered under this Workman’s Comp. Class
Rate Enter the Workman’s Compensation rate for this class.
Notes This free-form field can be used for additional information and comments.
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FILE LISTS

El F'_ayrl:ull
- Entry/Pracessing Menu Overview
--Wtenance Employees Prints many different reports of employee information.
- Employees Company  Prints Company Definition setup information.
- Lompary Event Lists all Event types
- Event Types Types
i Taw Codes . : . :
Tax Codes - .
- Warkers Comp Classes Lists Tax Code settings — diagnostic use only
- Reports Workers Lists all valid Workman’s Compensation Classes.
[ D'ata Exports gi)iglspes
[+ Momnth End
[ Setup/Utilities

The File Lists contains options used to report on raw data entered through the File Maintenance and is typically used to
verify the payroll system is set up properly. These reports are frequently used within the organization rather than used
for reporting to external entities.

Users should not confuse the File Lists menu with the Reports or Month End menu, which contains reports required
for regulatory filing.
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Employee List

This option generates a wealth of employee
information in dozens of combinations.

Several report samples are included in this
section, but they represent the most basic

variations.

It is recommended that users experimenting
with this option be sure to PREVIEW reports
before selecting print, as some reports can
easily reach several hundred pages long.

Report Sequence

40

Employee Lists can be sorted in varying
ways depending on the needs of the report.

Employee List - GH Materials I

File Edt Help

Printer Mame |\\svw2k1 “HP Laserlet 4000 Series PS

j Properties... |

Report Sequence | Ermployee |d

j Copies |1_::||

Selection Criteria | Field

I Begihning Ending I -
Employee Id
Department Mo,
Horne Plant |d
=
Options
Report Type:
™5
Ll & Normnal List
i Detail
- .  Auta Pay List
" Defintion Detail il R
[ Include Inactive Employees € Telephane List
FI2| Brint FlI| Preview LCancel |

=lofx]

Repaort Sequence

Selection Criteria

Employee List Screen

Emplopee [d

Dept Nu:u. Emplopes [d
Dizplay Mame

Dept Mo, Dizplay Hame
Lazt Mame, Employee Id
Firzt Mame, Employes 1d
Sacial Security Mo,

Zip Code, Employes |d

j

Employee List — Report Sequence Dropdown List

Description / Usage

Summary This option generates a single-spaced report.

Detail This option generates a longer report, including pay, departmental and basic settings.
Definition This is used for diagnostics and generates a list of all active Definitions for each employee
Detail including any settings. This option may only be used with the Normal List report type.

Report Type Description / Usage

Normal List

This option generates a standard employee list.

Auto Pay This option generates wage information for employees flagged as Automatic Pay (typically
List salaried employees).

Telephone . . .
List Use this option to generate a company phone list.
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Euployee
Id HNane Address Phone Hire Date Lotiver?

LEELLE ALBEOTT, AARON 101 dutumn Ave. /&lbany /NY /L2041 518-231-5214 05 /12 /1992 Y
ELAEEN BLAYVLOCE, BENTAMIN 245 Broadway/Bellinghan/Mis01754 L08-251-5812 os5/18 /2002 Y
CAMCHA CAMPEELL, CHARLES 3781 Constitution Awe. /Cheshire/CT/81021 B60-367-9311 04722 /2002 Y
D AND AV DANIELS, DAWID 441 Darlington Rd. /Danville/N¥/12521 Ll8-452-4224 0571571974 Y
EAREDW EDWARD, EARNHARDT 5058 Morningside Dr. /Enfield/CT/06085 BE0-582-5821 08/11/1997 Y
FARFEE FEED, FAFRELL 621 Firzt 5St. /Feeding Hills/ M4 01036 413-646-235189 0z/29/2004 Y
GRAGER GERAY, GRACE 71 Great Lake Rd./Granby/Ma/s01033 413-788-1323 07102000 Y
HENGERE HENDEIEZ, GEEG: &0 Hillwiew Terr. /Hadley/Ma/01033 413-521-5821 07 /05 /1965 Y
IZZIAN IZz0, IAN 97 Ironzide Rd. /Idlewylde/N¥/ 12116 515-923-1238 104152001 T
JOHJER JOHNSON, JEERRYT 1003 Jenkins Dr. /fleffersons/CT/O06204 Go0-572-15582 0343172003 T
ELIKEV FEEVIN, ELING 1152 Roosewvelt Heights Hartford/CT /061395 §60-497-9761 05 /04,2003 T

Summary — Normal List Sample Report
Enplaoyee

Id Hame & Address Mi=zc. Info Pay Info History Lotiver
LEELLE LEEOTT, AARON Joc Sec #05185:2911 nto Pay? T Hired 06712 /1992 T
101 Autunn Ave. Phone 515-231-5214 Pay Fregs w Terminated
Llbany NYT 12041 Title Pay Type Hourly

Dept # oL Std Hours 40,00

Mnion Id Rate 14.55 Last Check

Pension® N 5T Code Y Ham

Local Code Amt

Detail — Normal List Sample Report

FEDTAX Federal Tax
Factor Description Walue
TAXNOEXT Exemptions 4
T aDDH Additional Withholding
TAXFILEST Filing Status

SEGROSS Social Security Gross

S3TAX 043DT Tax

MCGROEE Medicare Gross

MCTaX Medicare Tax

CT_GROSS Cormecticut Gross

CT_Tix Cormecticut Income Tax
Factor Description Talue
TAXNOEXM Exenptions 4
TaXADDWH Additional Withholding

TaXFILEST Filing Status

HEALLTH CALC Health Calculation

Factor Description Talue

AMOTHT Deduction Amount 100,00
Definition Detail — Normal List Sample Report
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Enployee Hourlys FPayment srd Rate or
I4 Display Name Falarvy? Fregquency Hours Salary Fhone Hire Date Aotiver
ELAEEN BELAYLOCE, EENJAMIN Zalary Meekly 40. 00 B25.00 S05-251-581z 05 /1572002 T
GRAGER GEAT, GRACE Salary Ei-Weekly 0. 00 1z50.00 413-788-1323 07 /102000 T
HENGEE HENDRIEZ, GREG Jalary  Bi-Weekly g0.00 Z500.00 413-521-5521 0740541965 T
IZEIAN IZZ0, IAN Salary  Weekly 40.00 G625.00 518-923-1238 104152001 T
JOHJER JOHNS0N, JERRY Salary Meekly 40. 00 s00.00 Be0-872-1382 03 /3172003 T
Summary — Automatic Pay List Sample Report
Euployee
Id Display Name Fhone Aotive:?

ABBAL AR ABBOTT, A&RON 518-231-5214 T

ELABEN ELAYLOCE, BENJAMIN S0g-251-5812 T

CAMCHL CAMPEELL, CHARLES S60-367-9311 T

D AND A% DANIELS, DAVID 515-452-4224 T

EAREDIT EDWARD, EARNHARDT ga0-582-5821 T

FARFRE FRED, FARFELL 413 -646-2319 T

GRAGER GRAY, GRACE 413-788-1323 T

HENGEE HENDERIES, GEEG 413-5G21-5821 T

IZZIaAN IZZ0, IaN 5158-923-1238 T

JOHJEER JOHNS 0N, JERRY ge0-872-1382 T

ELIEEY FEVIN, ELING Se0-497-9761 T

Summary — Telephone List Sample Report

Company List

The Company Listing menu option is used by GivenHansco as a diagnostics tool and is beyond the scope of this manual.
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-loix
. File Edt Help

Event Type List

ThlS Option iS used to generate a llSt Of Valid Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS j Propeties... |

events. Report Sequence IEvenl Tupe j Copies |1_i||

Selection Criteria Field IEeg\nning |En_djng- I
Ewvent Type
Options |
[ Include Inactive Event Type
FI2| Eririt FlI| Preyiew LCancel

Events List Screen

Event Type Description Lotives
AFE Ahsent - Excused T
ARTT Ahgent - Tmexcused T
ACCT Accident - Jobsite T
A4CCO Acepident - Office T
LCCE Accident - Plant T
LCCV Accident - Wehicle T
ACCY Accident - Tard T
CERT Certification T
I Deceaszed T
nDP Driver Deliwvery Problem T
DISL Digability Leawe T
DTF Drug Test - Failed T
TP Drug Test - Passed T
TR Druy Test - Randon T
DTa Drug Test - 3cheduled T
DV Disciplinary Warning - ¥Werbal T
ToTirr Diszciplinary Warning - Written T
FL Family Leave T
GC3 Ganishment - Child Support T
GIRS Garnishment - IRS T
0 Garnishment - Other T
GET Garnishment - State T
ILL3 Illness - Short Term T
ILLT Illness - Long Term T

Events List Sample Report

Tax Codes List

The Tax Codes List menu option is used by GivenHansco as a diagnostics tool and is beyond the scope of this manual.
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SEE
y . : File Edt Help

Worker’s Compensation Class List

ThlS Option iS used to generate a llSt Of Valid Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS j Propeties... |

Workman’s Compensation Classes. Repart Sequence | Class 1D =] copies[1 =

Selection Criteria Field [Bedinning [Ending |
Class D
Dptians |
™ Include Inactive Class 1D

Laricel

FI2| Eririt |

Worker’s Compensation Class List Screen

Class ID Description Rate Activesr
7350 DRIVER3, NOC Sl T
5742 SALESPERZONS, OUTSIDE .65 T
§810 CLERICAL OFFICE/DISPATALCH .24 T

Events List Sample Report
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REPORTS / INQUIRIES

= F'_a_l,lru:-ll
- Entmp/Proceszing

H.

Menu Overview

[+ File Maintenance E
R mployee
-- File Lists Inquiry
=% B eports/nguines
- Employee Inguiny
- Employes Detail Emp!oyee
- whorkers Compengation Detail
- Pay Check Higtory
- Timecard Higtory Workers
- Special Deduction History Compensatio
- Compary Totalz Higtony n
- Employes Event Higtor
Emﬁlnﬁee Loan Histu:urj,l-IrI i’lz‘ly Check
: istory
- Re-Print Checks
- [rata Exports Timecard
- Morth End History
[+~ SetupsUtilities Special
Deduction
History
Company
Totals History
Employee
Event History
Employee
Loan History
Re-Print
Checks

This screen is an ideal way to review employee payroll data
with balances available year-to-date or by any period (or
single run) specified.

This report generates current, month-to-date, quarter-to-date
and year-to-date values for each employee’s Definitions.
This report may be backdated as necessary.

Used for filing data with Workman’s Compensation
insurance, this report has a variety of customized reporting
features.

Prints a list of paychecks for any employee or group of
employees.

Lists details of each timecard processed for any selected
employee(s) for any selected date(s).

This report shows desired Definition history by employee as
of any Check Date.

This report generates MTD, QTD and YTD totals for all
Definitions as of a given date.

The Reports menu contains reports and inquiries used to verify payroll information as well as provide reporting on

payroll history.
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Employee Inquiry

46

This option is used to review employee
payroll information. When initially loaded,
the resulting screen contains the results of
every payroll run. When a run number is
specified, the results from that single payroll
run are shown.

If a payroll date is specified, the results
shown will reflect the data as of the date
indicated.

Clicking on the Events tab will show all
events for the employee. This display can be
sorted by date or event type.

Employee Payroll Inquiry - GH Materials | = |E||5|
File Edit Help
Ermplapes |d |4 ABBOTT, A4R0N |
Run Ko [331 - Payroll Date |01/06/2004 El
Dfinition |Desciiption Current | MTD | otD| ¥1D iz
P|HOLHRS  Holiday Houss 40 40.00] 40.00] 40.00
|_{HOLPAY |Holiday Pay 582 582,00 582.00 582.00
|_|GROSS Gross Pay 582 582.00 582.00 582.00
|_|FEDGRS \Federal Gross 450/ 450,00 450.00 450.00
| |FEDTAX \Federal Tax 2173 2173 21.73 21.73)
| |556ROS5 Social Secuy Gross 450 450,00 450.00 450,00
| |seTex |0ASDI Tas 273 2730/ 270 2740
|_|MCGROSS |Medicare Gross 450 450.00] 450.00 450.00
| IMCTAR Medicars Tax 653 £.53 £.53 653
Histary | Events I Motes I
) Laszt Check Check # Check &mt
Last Check Info:
Edit Emplo}leal F2l 0K Canoe

Employee Payroll Inquiry Screen




Employee Detail Report

This report is used to show all definitions and
the current, month-to-date, quarter-to-date
and year-to-date values for each employee.

This report can be run at any time, and may
be backdated to reflect values at as of a

particular date.

In the sample below, the report was
backdated to the payroll run as of 1/6/2004.

Report Sequence

The Employee Detail report can be sorted in

CompuCrete Payroll System

ol
File Edt Help
Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS j Properties... |
Report Sequence IEmponee Id j Copies |1_::||
Selection Criteria | Field IEeg\nning Ending I -
Employee Id
Dept Mo
Flant Mo
Social Sec. #
=
Options
AszofDate |1/6/2004 |
F12} Bririt FlI| Prewiew LCancel
Employee Detail Screen
Report Sequence

Selection Criteria

varying ways depending on the needs of the

Employee |d

Di3|:|la_l,I MHame

Dept Mo., Ermployes 1d
Home Plant Mo, Employes |d

report. Social Security Mo.
Employee Detail — Report Sequence Dropdown List
ALBELLE ABEOTT, AARON Rate: 14,5500 Dept #: 01 Home Plant: 01

Current HTD QTD VD
HOLHES Holiday Hours 40, 00 40,00 40,00 40.00
HOLPAY Holiday Pay 5§z, 00 SE8zZ.00 L8z.00 LEZ.00
GROSS Gross Pay 5§z, 00 SE8zZ.00 L8z.00 LEZ.00
FEDGRS Federal Gross 450,00 450,00 450.00 450.00
FEDT&X Federal Tax 21.73 21.73 21.73 21.73
SEGROSS Social Security Gross 450,00 450,00 450,00 450.00
S5TAX 0501 Tax 27.90 27.80 27.90 27.90
MCGROSS Medicare Gross 450,00 450,00 450,00 450.00
MCTAX Medicare Tax 6. 53 6. 53 6. 53 E.53
CHILDSUFRS Child Jupport (Fixed § / Min Pay) §0. 00 §0. 00 §0.00 g0.00
HEALTH CALC Health Calculation 120,00 120,00 1z0.00 120.00
HEALTH_DED Health Deduction lzo. 00 1z0.00n 1z0.00 lz0.00
DENTAL_CALC Dental Calculation 1z.00 1z2.00 1z.00 12.00
DENTAL_LED Dental Deduction 1za.00 lz.00 12,00 1z2.00
UNIFOEMS Tniforn Deduction .00 .00 .00 g.00
HAND LING Handling Fee l.00 1.00 l.00 1.00
NETTPAY Het Pay 304, 54 304,84 04,84 304,84
CHEAMT Check Amount 304, 54 304,84 04,84 304,84

Employee Detail Sample
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i
’ . Fie Edt Help
Worker’s Compensation Report
Thls report iS used to CalCulate the Workman’s Printer Name I\\svw2k1 SHP Laserlet 4000 Series PS j Properties. . |
COmpeI:lsatiOn e)?pf:nse. It can be run against Report Sequence IWD[k Comp. Class, Employee 1d j Copies |1_::||
any perIOd COntalnlng One or more aCCCpted Selsction Criteria | Field IEeg\nning Ending I -
payroll runs. Timecard Date 1/1/2004 1/31/2004
‘whork Comp. Class
The Selection Criteria should contain a date Flant/d
range at minimum. Without a date range, the ezl o
report will calculate against all payroll history.
. . . Dptions
The Options tab contains a list of pay types and e 5 5 e
. . OIMnE: 5
three columns in which they can be selected. mETEE 5 ) (Wi = * Summary
Under the columns, you may enter a report v Lot B | L
WAt i Caleulate Opy;
header. CIHA LI = " Haurs
. REGULAR OVERTIME OTHER = Pay.
The Summary report type generates a single I I I
line per employee, while the Detail option £ P | Fill Previow | Cancel

displays totals on a timecard-by-timecard basis.
Worker’s Compensation Report Screen

Report Sequence IWDrk Comp. Clagzz, Employee Id

Report Sequence F ;
The Worker’s Compensation Report can be run ~ Selection Criteria | Plant Id. ‘work Comp. Class. Employee 1d

company-wide or by plant. Worker’'s Compensation Report — Report Sequence Dropdown List
Enployee REGULAR OVERTIME OTHER REGILAR OVERTIME OTHER Work Comp
Id Hame Hours Hours Hours Pay Pay Pay Total Calc
Clazz: 7380 DRIVERS, NOC Rate: 3.9200 Per/5100
LEBELAR ABEOTT, ALRON ] 0o 40,00 ] oo Lgz.0o Lgz.00 22.81
CANCHL CAMPEELL, CHARLES ] 0o 40,00 ] oo Lgz.0o Lgz.00 22.81
DAND AV DAWNIELS, DAVID ] 0o 40,00 ] oo G605, 40 05, 40 23.85
EAREDW EDWARD , EARNHARDT . oo oo 40.00 . oo oo 514.00 514.00 Z0.15
Work Comp Class 73530 Totals: . oo oo lao. 00 . oo oo 2286.40 2286, 40 §9.63
Class=s: §742 SALESPERIONI, OUTSIDE Rate: . 8500 Per/slo0
JOHJER JOHNZ0N, JERRY . oo oo 40,00 . oo .00 G00. 00 00, 00 3.90
Work Cowp Class 5742 Totals: . oo oo 40,00 . oo .00 G00. 00 00, 00 3.90
Class: 8510 CLERICAL OFFICE/DISPATACH Rate: . 2400 Per/sl00
ELABEN BLAYLOCE, EENJAMIN . oo .00 40,00 . oo 0o 625,00 625,00 1. 50
IZEIAN IZZ0, IaN . oo .00 40,00 . oo 0o 625,00 625,00 1. 50
Work Cowp Class 8810 Totals: . oo .00 g0.00 . oo 0o 1250.00 1z 50,00 3.00
Grand Totals ] 0o 280,00 ] oo 4136, 40 4136, 40 98, 53

Workman’s Compensation Report Sample - Summary
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-laix]
. File Edit Help
Paycheck History Report
Thls report iS used to generate a hSt Of aH Frinter Hame I\\svak‘I WHP Lazerdet 4000 Senies PS j Properties.. |
paychecks. It can be run for an employee, Report Sequence |Employes 1d =l conies[1 =
dep.artment or entire company for any date range Selostion Crteia | Fild (B [Ening | -
deSlred. Employee Id
Check No.
In the sample below, the report was run for the Check Diate 14172004 1/7/2004
first week of January, 2004. LU &
-Options
F12} Erint | FlI| Preyiew Cancel |

Paycheck History Report Screen

Report Sequence IEmpIu:u_l.Jee Id ﬂ
Report Sequence

The Employee Detail report can be sorted in

Selection Criteria

. . Check Mo; Employes [d
varying ways depending on the needs of the Tranzaction Date; Employes 1d

report.

Paycheck History Report — Report Sequence Dropdown List

Enployee Check Check Check Dir Gross Total Total Total
Id Name Mo, Date Amount Dep Pavy Taxes Deductions Feimburse
ABEA AR ABBOTT, ALRON 14173 l/6 /2004 304,54 N s82.00 56,16 22l.00
ELABEN BLAYLOCE, BENJTAMIN 14174 Lig/z2004 379,18 i) 625.00 l5g.32 87.50
CAMCHA CAMPEELL, CHARLES 14175 1/6 /2004 4300 20 N L52.00 51.80 100,00
D AND AWV DANIELE, DALVID 14176 Liafz00d 340,02 N G605 . 40 130.13 135.25
EAREDW EDWARD, EARNHARDT 14177 l/6 /2004 3E7. 86 i) 514.00 39,44 146,70
FLRFRE FRED, FARFELL 14178 Lig/z2004 le0. 45 i) 530.00 l43.52 226.00
IZZIAN IZZ0, IAN 14179 1/6 /2004 385. 268 N B25.00 14z.94 96.80
TOHJER JOHNSON, JERREYT 14180 Liafz00d 404d. 17 N a00.00 556.83 137.00
Grand Total 2732.01 4666 .40 TE1l.14 1153. 25 .00

Paycheck History Report Sample
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=T
. . File Edit Help
Timecard History Report
Thls report iS used to generate a hSt Of aH Printer Hame I\\svak‘I \HF Lazer)et 4000 Seres PS j Properties.. |
paychecks. It can be run for an employee, Report Sequence |Employes 1d =l conies[1 =
dep.artment or entire company for any date range Selostion Crteia | Fild (B [Ening | -
deSlred. Employee Id
SocSec #
In the sample below, the report was run for the Timecard Date 14172004 1/7/2004
first week of January, 2004. Eloitl &
This report can be run in a summary and detail i
. -Options
mode. Samples of each are included
& Summarny
 Datail
12} Eritit | FlI| Preyiew LCancel |

Timecard History Report Screen

Report Sequence IEmpIu:u_l.Jee Id ﬂ
Report Sequence

The Employee Detail report can be sorted in Sislellan Lzl - -

. . Social Security Mumber
varying ways depending on the needs of the Flant Id, Employee |d
report.

Timecard History Report — Report Sequence Dropdown List

Check Check Direct Extended
Euployee Number / Name Soc. Bec. # Huanhe r Date Deposit? Hours Amount
ABBLLR ALEEOTT, AARON 051-85-2911 14173 1/6/2004 u 40.00 582.00
ELABEN BLAYLOCKE, BENJTAMIN 0z1-55-7z10 14174  1/6/2004 i) 40. 00 625,00
CAMCHA CAMPEELL, CHARLES 045-20-8721 14175 ls6/2004 I 40,00 SEz.00

Timecard History Sample — Summary

Check Check Direct
Enployee Nuwmber / Nane Soc. Sec. # TManhe r Date Deposit?
ABBA AR ABEOTT, ALRON 05l-85-2911 14173 ls6/2004 )
Timecard Card Date State Tax Local Tax Plant G/L Acct Category Hours Rate Ext Amt
1 15372004 oy o1 HOL 40. 00 14. 55 582,00
LEBALR - ABBOTT, AARON Totals: 40. 00 582,00
BELABEN BLAYLOCE, BENJAMIN 0Z1-59-7Z10 14174 1/6/2004 i)
Timecard Card Date State Tax Local Tax Plant GAL Acct Category Hours Rate Ext Amt
1 17372004 Ma 03 HOL 40.00 15,62 625,00
ELABEN - ELAYLOCK, BEMJAMIN Totals: 40.00 g25.00

Timecard History Sample — Detail
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=l
. . . File Edt Help
Special Deduction History
The SpeCial Deduction HiStOry report giVeS a Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS j Propeties... |
report of each Definition by employee. Report Sequence |Emp ID =] copies[1 =
The report can be run for a single Definition el EiE': . IE:?‘L"[;’:LIQP . [Exing |
(eg: Child Support in the sample) or include all e
Definitions.
The report will contain all values up to the
Check Date specified. i
Lphonz
Note: If all Definitions are selected, the
computer will ask to confirm, as this can
p firm, Chesk Dote. [17772008 5]
generate a very length report.

FI2| Eririt | FlI| Preyiew LCancel

Special Deduction History Screen

Def Id Description

CHILDSUES Child Support (Fixed § / Min Fay) 4z 0f Date: 1/7/2004
Enp Id WName HTD oTD FTD
LEEALR ABBOTT, AARON 0. 00 §0. 00 g0.00
FARFRE FRED', FARFELL &0. 00 B0, 00 B0.00

Totals: 140,00 140,00 l40.00

Special Deduction History Sample
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i
. File Edit Help
Company Totals History
ThlS report iS used to ShOW all definitions and Printer Mame I\\svw2k1 “HP Laserlet 4000 Series PS j Properties... |
the Current, month-to-date, quarter-to-date Report Sequence ICategory Group, Sequence j Copies |1_::||
and year-to-date Values fOr eaCh empl()yee. Sejaétion Criteria | Field IEeg\nning Ending I
. . Company Def
This report can be run at any time, and may P
be backdated to reflect values at as of a
particular date.
In the sample below, the report was B |
‘Hptions
backdated to the payroll run as of 1/6/2004. ’
bsOfDate [1772004 B

FI2| Brint | FlI| Preview LCancel

Company Totals History Screen

AEEL AR ABEBOTT, AARON Rate: 14.5500 Dept #: 01 Home Plant: 01

Current HTD QT VD
HOLHES Holiday Hours 40, 00 40, 00 40,00 40,00
HOLFPAY Holiday Pay S8z 00 552,00 S5z, 00 L52.00
GROZS Gross Pay S8z 00 552,00 S5z, 00 L52.00
FEDIFES Federal Gross 450,00 450,00 450,00 450.00
FEDT&X Federal Tax 21.73 21.73 21.73 21.73
SE3GROSE Social Security Gross 450,00 450,00 450,00 450.00
SETAX 04L5DT Tax 27.90 27,80 27.90 27.90
MCGROSS Medicare Gross 450,00 450,00 450,00 450,00
MCTAX Medicare Tax B. 53 B.53 B. 53 E.53
CHILDSTFRS Child Jupport (Fixed § / Min Pay) §0. 00 §0. 00 §0.00 S0.00
HEALTH CALC Health Calculation lzZo. 00 1z0.00 1z0.00 1z0.00
HEALTH_DED Health Deduction 1z0. 00 1z0. 00 120,00 1z0.00
DENTAL_CALC Dental Calculation 1z.00 1z.00 1z.00 1z.00
DENTAL_LED Dental Deduction 1z.00 12,00 1z.00 1z2.00
THIFOEMS Mniforn Deduction &. 00 g. 00 g. 00 5.00
HANDLING Handling Fee L. 00 1.00 L. 00 1.00
NETFAY Het Pay 304. 54 304,54 304,54 304.54
CHEAMT Check Amount 304. 54 304,54 304,54 304.54

Employee Detail Sample
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Employee Event History

This report is

CompuCrete Payroll System

Employee Event History Screen

Employee Event History Sample

Employee Loan History

This report is

Employee Loan History Screen

Employee Loan History Sample

Re-Print Checks

This function is used

Company Totals History Screen

Re-Print Checks Sample
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DATA EXPORTS

El F'_ayn:ull

54

[ Entry/Pracessing
-- File M aintenarce
- File Lists
-- Reparts

i Emplayes 401k Expart

i L BUTA kagnetic Media Export
- Month End

- Setup/Utilities

Menu Overview

Employee
401K
Report

SUTA
Magnetic
Media

This custom-configured report generates an extract of employee
contributions to a 401K benefit which can then be sent to the
financial institution.

This extract generates a magnetic media filing for submission to
the State Unemployment Tax Authority.

Note: Additional reports will be added to this menu periodically. Please call GivenHansco for information on these

additional options.
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L=
Employee 401K Export e Edt ek

ThlS report generates an export Wthh can be Prirter Name I\\svak'I YHF Lazerlet 4000 Senes PS j Properties.. |

sent to the financial institution administering o T gl mE

the company 401K plan. This report shows - : 24

each employee who has an outstanding loan Selection Lrteta

as well as payments received against the

loan(s). Mo selection fields are available for this report,

This report can be run in summary or detail
mode and can extract data from any current

. e . Dptions |
or previous payroll run by specifying the
payroll run in appropriate box in the Options ko 3]
tab. & Summery
The export must be previewed before it can [ (kg ctye Enplress Lot
be generated (hardcopy may be generated at
this time as well if desired). After Fil| Evpon T
previewing the report, the user can proceed to
generate the export. Employee 401K Export Screen
401K Def. 401K Loan 401K Loan
Eup ID Euployee Name Gross Pay Amount Payment Payoff
AEBAAR  AARDN ABBOTT 582,00 1654.00
BLABEN  BENJAMIN BLAYLOCK 625.00 2402, 50
CAMCHA  CHARLES CAMPBELL 582,00 1686.00
DANDAY ~ DAVID DANIELS 608,40 2231, 35
EAREDT EARNHARDT EDWARD 514.00 1846, 30
FARFRE FARRELL FEED 530,00 1525.00
GRAGER GRALCE GRAY
HENGEE GREG HENDEIEZ
IZZIAN  TAN IZEO 625.00 1870.00
JOHJER  JEERY J0HNSON 600.00 1728.00
KLIKEV  KLING KEVIN
Grand Totals: 4666, 40 .00 14943, 15 .00

Employee 401K Summary Preview
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Eup. Nawme & Address

LARON ABEOTT
101 idutumh Ave.
Llbany NY 1204l

BEENJAMIN ELAYLOCE
245 Broadway
Eellingham Ma 01734

CHARLES CAMPEELL

3781 Constitution Ave.

Cheshire CT 61021

55 Number
Date of Eirth
Date of Hire

Date of Term

5% Number
Date of Eirth
Date of Hire

Date of Term

5% Number
Date of Birth
Date of Hire

Date of Term

051-85-2911 Gross Pay
L/371967 Total Hours
61271992

021-59-7210 Gtoss Pay
21472072 Total Hours
S/1E /2002

045-28-6721 Gross Pay
341352007 Total Hourzs
4722 /2002

Employee 401K Detail Preview

L8z,
40,

625,
40.

LEZ.
40,

oo
oo

oo
oo

oo
oo

401K
401K
401K

401K
401K
401K

401K
401K
401K

Def.
Loan

Loan

Det.
Loan

Loan

Def.
Loan

Loan

Amount
Payment

Payoff

Amount
Payment

Payoff

Amount
Payment
Payoff

1& 54,00

2402, 50

lada. on
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SUTA Magnetic Media Export

The SUTA Magnetic Media Export is used
to generate a computer file for transmission
to the state authorities.

Many states now require companies of a
certain size to use magnetic media rather
than paper filing. Check with your attorney
or CPA for additional information.

i
Eile Edt Help
Setup Info |Qata | Ees'u\tsl ‘
Employer Mame |GivenHansco Materials “Year [e.g. 2003) IW
Ermployer EIN "123?5789— M spaces or dashes Quarter (1.23.4] |1_
State Ul Account Ma. IW Mo spaces or dashes Employment Month 1 I—
Bekiress 165 West Ave. H304 Morth2 [
Cip [Ludow Monthz[
State/Zip/Zip Ext 'W |UW 056 Definition to Process IMA_GF!DSS H
Phone |18005489754 Mo spaces or dashes SUTA Lirnit IBDDD
Contact li County Code Ii
MAICS Code [27320 Crostion Date [rnddpey] [Q60IZ00E
e Note: Gray fields are not needed uritil further notice
Fil Brocess | F2lEspot |

SUTA Magnetic Media Export — Setup Info Tab

Setup Info Tab

This tab contains the company and extract information for the payroll run. To help eliminate typographic errors, the field

values are stored for the next run of this export.

Field Name Description / Usage

Employer Enter the full legal name of your company as it filed in your state.

Name

Employer EIN | Enter your Electronic Identification Number in this field.

State UL Enter your state Unemployment Insurance Account Number in this field.

Account No.

Address, City, | Enter your mailing address in these field.

State, Zip,

Zip-Ext.

Phone Enter your phone number in this field without spaces or dashes.

Contact Enter the name of the person in your company for the state to contact with any questions or
problems with your magnetic media filing.

NAICS Code Enter your NAICS Code in this field.

FIPS Code Enter your FIPS Code in this field.

Year Enter the calendar year of the quarter to process. It is important to note that this option can
be run for past years and quarters as well as the current.

Quarter Enter the quarter within the above calendar year to process.

Employment This option is reserved for future use.

Month1/2/3

Definition to The Definition specified in this field becomes the basis for calculating the SUTA tax. In

Process the current example, MA_GROSS is used. This is the gross taxable wages for employees
in the state of Massachusetts and exempts certain pre-tax deductions (401K, AFLAC, etc.)
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SUTA Limit

This is the ceiling limit on state unemployment tax. It varies by state. Please check with
your tax advisor to assure compliance.

Country Code

This field is reserved for future use.

Creation Date
dashes or slashes.

This field contains the date of the export file. Please enter the date without any spaces,

Data Tab

This tab contains two windows. The top
window contains basic data for each
employee.

The lower window contains the total pay,
tax and deduction for the employee
highlighted in the top box. This is a handy
tool to browse an employee’s values without
necessarily generating a file.

These windows provide an excellent
opportunity to review your data prior to
generating the extract.

Results Tab

58

This tab contains a snapshot of the resulting
data when processed. It remains blank until
the Process key is selected.

The data layout is specified by each state
and is designed to create uniform records,
easily imported by their system.

An export will typically contain “header
records”, which indicate company
information, followed by “detail records”
indicating employee information.

The program will only export data for
employees who activity in the current
quarter.

SUTA Magnetic Media Export - GH Materials I

File Edt Help

=10l x|

Setup Infa | Bata | Results |
Employee Id |First |Last Hame |F'hnne !Sld Hrs |Std Rate I =
l ABBALE AsRON ARBOTT 518-2315214 40.0000 ~14.5500
|_|BLABEN BENJAMIN BLAYLOCK 508-251-5812 40.0000 E25.0000
|_|CAMCHA CHARLES CAMPRELL 860-367-9311 40.0000 14.5500
|| DANDAY DaYID DANIELS 518-452-4224 40.0000 15.2100 =
Definiionld | Desciiption |MTD |aT1D [T |DB G/ scct [RGB dext -]
|I{HOLHRS Holiday Hours 35.00 35.00|
|_|HOLP&Y Haoliday Pay 582.00 582.00
| |sross Gross Pay 582,00/ 582.00 =
| |FEDGRS Federal Gross 450.00 430.00/
| |FEDTAx FederalTar | 2173 2173
|_|55GROSS |Social Secuity Gross 450.00/ 450.00
WEE 0830l Taw 2730 2740
| |MCGROSS Medicare Gross 450,00/ 430,00
| |MCTAR Medicare Tax B.53 .53
|_|CHILDSUPE Child Support [Fixed § / 80.00 60.00 LI
Fll| Process | F2| Export |
SUTA Magnetic Media Screen — Data Tab
(o
File Edit Help
ﬁeluplnlol Data  Besults I
AZ0041Z23456789UTAN CivenHansco Materials 185 West Awve. #3204
BZ004123456789DELL ASC UTAX
EZ004123456789 GivenHansco Materials 185 West Awve. #304
S051852911ABBOTT AARON A48 Q0000000058200 00000
S021597210BLAYLOCK BENJAMIN B48 Q0000000052500 00000
8045296721 CAMPEELL CHARLES C48 Q0000000058200 [sfulujulu]
S05523141ZDANIELS DAVID D48 Q0000000050840 00000
8052872124 EDWARD EARNHAPRDT E48 Q0000000051400 00000
S062822001FRED FARRELL F48 000000000532000 00000
S08252126512E0 IaN 48 Q0000000052500 [sfulujulu]
8010428752 J0HNSON JEREY 48 Q0000000050000 00000
Tatal Gross'afages: 46664 Total Employes Court: |8
UFI Process: F2| Export

SUTA Magnetic Media Screen — Results Tab
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MONTH END

=- F'_a_l,lru:ull
-- Entrp/Proces zing Menu Overview
E::: I:::;;tenan-:e Payroll Payroll generates General Ledger transactions on each payroll
: g Distributions  1yn but holds them out of G/L reports until this selection is run.
- Reportz/Anguines to G/L
(- Data Exparts While this option appears on the month-end menu, it can be run
=- at any time. A large number of payroll users choose to run this
Payrall Distributions ta GAL selection after each payroll processing run.
- FICA Report FICA Report
- SUTA/FUTA Report
- Print 341 %UTA/tF UTA
- Print -2 epor
. Setup Periods Print 941 This report generates the figures necessary for Form 941 filing.
- Setup/Utilities This report prints on plain paper for transcription to the federal
form.
Print W-2 This option prints W-2 reports. While this is a year-end option,

it can be run anytime if needed.

Setup Periods  This option “locks” payroll into pre-defined periods to avoid
accidental postings to incorrect payroll periods and to maintain
consistency in recording and reporting

The Month End menu contains processing and reporting options. Additional processing and reporting options will be
added in future version.
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Payroll Distributions to G/L

Payroll generates General Ledger

=lof x|

Paytroll Distributions to G/L - GH Materials
File Edit Help
Printer Mame Properties... |

transactions Wlth eaCh paerH processing Report Sequence | G/L Account, Transaction Date j Copigs |1_::||
run. Sejeétion Criteria | Figld IBeginning IEnding I
. Tranzaction Date
To better manage the flow of transactions
into the G/L system, the transactions do not
flow into G/L until this option is run.
While this option is on the month-end menu, i
. . Uphons
it can be run anytime.
Only the General Ledger transactions dated
within the specified range on the screen will
be printed and allowed to post to G/L. If the
date range is left blank, this signifies all G/L
transactions from Payroll will be printed and £ pin | Fl Proview | Carcel
allowed to update.
Payroll Distributions Screen
Trans. Dehit Credit Segs Source
G/L Acocount Locount Name Date Created By Lot Amount Ho. Thl Tx
1005.00 CA%H - Payroll 1/6/2004 Payroll Checks 2732.01 375 D C
Total /L Account .oo 2732.01
Z1l00.00 Federal Withholding Payable 17672004 Payroll Checks 5L o 375 D C
Total GAL Account .on 351.25
2200.00 FICA Withholding Payahle 1/6/2004 Payroll Checks 302.83 375 D«
Total GAL Account .on 302.83
2300.00 HY Withholding Payable 1/6/2004 Payroll Checks 55.84 375 D C
Total G/L Locount oo LE.gd
231l0.00 Mi Withholding Payable 1/6/2004 Pawroll Checks 7L.22 375 D C
Total /L Account .oo 71,22
2400.00 Child Support Pavable 1/6/2004 Payroll Checks 200.00 375 D C
Total GAL Account .on 200,00
Z410.00 Garnishments Payable 1/6/2004 Payroll Checks 95.80 375 D C
Total &AL Account .on 95,80
2500.00 IRA Withholdings 1/6/2004 Payroll Checks 81.45 375 D €
Total G/L Locount oo al.45

Payroll Distributions Sample Report
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o
File Edit Help
FICA Report
The FICA report ShOWS FICA deduCtiOnS by Printer Mame I\\svak‘I \HP Laser)et 4000 Series PS j Properties... |
empl()yee fOr the period Specified. Report Sequence ISDciaI Security Murnber j Copigs |1_i||
By default, the FICA report is set to report on a Sefection Citeria | Fild [Beginning [Ending | =
. Employee Id
given quarter. Depto
=
Options |
Feport Dats Typs:
ity : .g. 2003 I2DD4
’7(" MTD & QT0 © ¥TD Teaileg !
Quarter [1,2.3.4] |1
V' Include Inactive Employees

FI2| Brint FlI| Preyiew Cancel

FICA Report Screen
By selecting MTD, the report may be run for a ptions |

given month by choosing the last payroll date in Repuort Date Type: Select Date [17772000 ]
& MTD ¢ QTD € ¥TD

the month to be reported.

MTD Report Date Type Selection

In Sequence By Social Security Humber
Ocr 1 as of 2004

55 Number Hame Emp Id 55 Tax 35 Gross Med-C Tax Med-C Gross
010428752 JEREY  TOHN SO0 JOHIER 30.268 455,00 T.08 455. 00
0zZ1597z10 BENJAMIN E ELAYLOCE BELABEN 35.65 575.00 §.34 575,00
045296721 CHARLE3 C CAMPEELL CAMCHA Z9.84 45z.00 6,39 452,00
0518525911 ABRON 4 ABBOTT ABBALE 27.90 450.00 6,53 450,00
052872124 EARNHARDT E EDWARD EAREDW 24,92 40z .00 5.83 402, 00
05523141z DAVID D DANIELS DANDAY 30.78 496 .40 T.20 496, 40
052529001 FARFELL F FEREL FLEFRE 30.07 455,00 7.03 455,00
082521265 IaN IZZ0 IZZIAN 35.95 580.00 g. 41 580.00

Totals: 245,42 3955.40 57.41 3955. 40

FICA Report Sample
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FUTA/SUTA Report

The FUTA/SUTA report generates reporting
for each respective report by selecting the date
(MTD, QTD or YTD).

After specifying the date range, additional date
information can be provided in the next
column.

In the final column, choose the Definition to
process against. When running the FUTA,
choose the FEDGRS Definition. When running
the SUTA report, choose SSGROSS.

The limit and rate are specified under the
Definition.

By selecting MTD, the report may be run for a
given month by choosing the last payroll date in
the month to be reported.

SUTA /FUTA Deduction History - GH Materials

=lof x|

j Properties... |
j Copies |1_i||

File Edit Help

Printer Mame I\\svak‘I \HP Laser)et 4000 Series PS

Fn;epclr.tﬁéquence ISDciaI Security Murmber

Selection Criteria | Figld IBeginning IEn_ding- I e
Emplovee Id
Diept o
=

Options |

Feport Dats Typs:
(r‘ MTD & Q7D ¢ ¥TD

Year[eq. 2003) |2DD4 Difinition ta Process |FEDGRS vl

: Quarter 1,2.3.4) |1 Lirnit |?DDD
Repart Type:

: Rate |-UE
T SUTA & FUTA ¥ Include Inactive Employess :

FI2| Brint | FlI| Preyiew | Cancel

FUTA/SUTA Report Screen

Options

Repart Date Type:
€ ATD YD

Select DateIB.-"?.-"2DD4 B Defintion to Process [FEDGRS vl
Lirpit I
MTD Report Date Type Selection

3% Number Hame Emp Id
010425752 JEREYT  TOHN 0N JOHTER
021597210 BENJAMIN B BLAYLOCE ELABEN
045296721 CHARLES C CAMPBELL CAMCHA
051852911 LARON &4 ABEOTT LBEELAR
052872124 EARNHARDT E EDWARD EALREDT
05523141z DAVID D DANIELS DANDAY
062529001 FARRELL F FRED FARFRE
0B2521265 IaN  IZE0 IZZIAN

Totals:

In Sequence By Social Security Number

Qtr 1 as of 2004

33 Tax 33 Gross Med-C Tax Med-C Grozzs
30.26 455,00 T.08 455. 00
35.65 575.00 g. 34 575,00
29,88 4sz.00 6,99 482, 00
27.90 450,00 6. 53 450,00
z4.92 40z.00 5.83 402,00
30.78 496, 40 T.20 496, 40
30.07 455.00 7.03 455,00
35.96 580.00 g, 41 580,00

245,42 3955.40 57.41 3955. 40

FICA Report Sample
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-lgix]
. File Edit Help
Print 941

ThlS Option generates 941 reports The Printer Mame I\\svak‘I WHP Laseret 4000 Series PS5 j Properties... |
report can be run for any quarter. Rieport Sequence | o I
Adjustments to figures may be made in the Selection Crietia

right columns.

Mo zelection fields are available for thiz report.

-thion_sl
‘ear [e.g. 2003 |2004 MNumber of Employees [as 3/12) |14
Quarter [1.2.3.4) |1 55 and MC T ax Adjustments ID
Dieposit Totals for Quarter, including |
Owerpapment from Frior Quarter 0
FI2} Bririt FlI| F-'regiewl Caneel |
Print 941 Screen
In Sequence By
Qtr 1 as of 2004

Nane Date Quarter Ended
GivenHansco Materials 0373172004

Enployer Identification Number
Lddress City, Itate and Zip Code
1585 West Awe. #304 Ludlow, IMi o1056
State Code M
1 Mumwber of employees in the pay period that includes March 12th is 14
2 Total wages and tips, plus other compensation. 120581.01
3 Total income tax withheld income tax from wages, tips and sick pav. 10&0.3958
5 Adjusted total of income tax withheld 10&0.3958
6 Taxable social security wages Ga 12495.37 X B.2% &h 774,71
7 Taxable Medicare wages and tips Ta 12495.37 x 1.45% Th 151.18
8 Total social security and Medicare taxes 955,30
9 Adjustment of social security and Medicare taxes Other (+/-) .on .00
10 Adjusted total of social security and Medicare taxes 955,90
11 Total Taxes 2036.85
12 Adwvance earn income credit (EIC) Payments made to employees oo
13 Net Taxes 2036.85
14 Total deposits for gquarter, including overpayment applied from a prior quarter oo
15 Balance Iue 2036.85

Print 941 Sample Report
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Print W-2

The CompuCrete Payroll system provides
W-2 support for both dot matrix and laser
printers.

Setup Periods

64

This option establishes the relationship
between each pay period and each recording
and reporting period.

Typically, each pay period begins on the
first day of a month and ends on the last
day.

For customers who use a day of the week
method (eg: the period ends on the last
Thursday of the month), this option gives
them the flexibility to maintain their current
accounting preferences

Print W-2 Screen

Paytoll Period Maintenance - GH Materials =10 x|

File Edit Help
enr |2EIEI4
Periad NDI Begin Drate End Date I i
Ll _ 14142004 1431/2004
|| 2| 2/1/2004 2/29/2004 |
|| 3| 34142004 343142004 |
|| 4 44172004 443042004
;| 3 54172004 543172004
|| B B/1/2004 6/30/2004 |
|| 7| 741/2004 73142004 |
|| 8 8/1/2004 8/31/2004
;| 3 34142004 3430/2004
|| 10 10/1/2004 1043172004
F2| Ok LCancel |
Setup Pay Periods
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SETUP/UTILITIES

=- FPaprall

- E ntry/Proceszing
- File Maintenance
- File Lists

- Reportzdnguines
-[ata Ewpaorts

- Month End
kS etupdUtilities
- Setup Categony/Linkz

- Print Cateqon/Linkz

- Setup Formulas

- Print Formulas

- |mpart/E #port Canfiguration
- Bdjust Ermployes B alances
- Print Employes Adjustmentz
- Waoid Paycheck,

Menu Overview

Setup
Category/Link
s

Setup
Formulas

Print
Category/Link
S

Setup Periods

Print Formulas

Import/Export
Configuration

Adjust
Employee
Balances

Print
Employee
Adjustments

Void Paycheck

This option is used to configure income, deduction and tax
Definitions. It is password protected.

Payroll comes with many pre-defined formulas. This option is
used by GivenHansco personnel to establish custom formulas
as necessary. It is password protected.

This is a short diagnostics report, typically used by
GivenHansco personnel to verify payroll configurations.

This option “locks” payroll into pre-defined periods to avoid
accidental postings to incorrect payroll periods and to maintain
consistency in recording and reporting.

This is a diagnostics report, used by GivenHansco personnel to
verify the payroll calculation logic.

This option is used by GivenHansco personnel to maintain the
payroll system’s configuration files. It is password protected.

This option is typically used to enter change the calculated
values of employee Definitions. It is typically used to enter
beginning balances for mid-year payroll installations.

This report generates an audit trail of all adjusting entries

made employees’ definitions.

This function is used to void paychecks in a payroll run that
has already been accepted.

The Setup/Utilities menu contains powerful setup tools and should only be used in conjunction with instructions from

GivenHansco personnel.

Setup Category/Links

The Setup Category/Links menu option is used by GivenHansco personnel when configuring the Payroll system and is
beyond the scope of this manual. To prevent unauthorized access to this option, it is password-protected.
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Print Categories/Links
This report is a listing of the Payroll

Category List - GH Materials

File Edit Help

Printer Hame I\\svak‘I \HF Lazer)et 4000 Seres PS

j Properties.. |

=lofx|

Configuration. Repot Sequence IF‘rocess Sequence j Copies |1_ZII
The information on thlS report iS Of a Selection Criteria | Field Beginning IEnding | -
. . . . Categom |d
diagnostics nature and likely of little use to s
end-users.
=
Optionz
FI2} Britit | Cancel
Print Categories/Links Screen
Category Link Check
1o Description Type Group Check Label WZ Group Wz Labhel
REG Eegqular Pay F Rate Factor 1.000 REG Fegqular
0T Owvertime Pay T Rate Factor 1.500 oT Owertime
DELTINE Doubletime Pay T Rate Factor 2.000 DEL DoubleTime
VAL Vacation Pay T Rate Factor 1.000 VAC Vacation
HOL Holiday Pay i3 Rate Factor 1.000 HOL Holiday
GROSS_PAY Total Pay i3 Rate Factor GROAE Gross Pay
FIT Federal Income Tax T Tax Code FIT FIT Federal
SOCEEC Gocial Security T Tax Code FICA 35 55T Social Security
HEDICARE Medicare T Tax Code FICA MED HMED Hedicare
STATE-MA Mazzachusetts Income Tax T Tax Code M4 STATETAX MASS TAX
STATE-CT Connecticut Income Tax T Tax Code CT STATETAX CT Tix
STATE-NT Wew York Income Tax T Tax Code NY STATETAX WY Tax
CHILDAUP; Child 3upport #1 ju Ded ks 1 23 4 56 783 DED Child Support
CHILDAUP#Z Child 3upport #2 ju Ded ks 1 23 4 56 783 DED Child Support
GARNIZHS Garnishment (Fixed §) I Ded Wks 1 23 456 7 89 LDED Garnishment
GARNISHY: Garnishment (% of Net) I Ded Wks 1 23 4 56 7 893 LDED Garnishment
LEVY1 Lewy L Ded ks 1 23 456 789 DED Lewy
LOANS Enployee Loans o Ded Wk 1 2 3 4 56 7 83 DED Loans
HEALTHINS Health Insurance [(Pretax) o Ded Wk 1 23 4 56 7 893 DED Health Ins.
DENTAL Dental Insurance ([Pretax) o Ded Wk 1 2 3 4 5 6 7 § 3 TPRETAX Dental In=s.
TEL FEIN Telephone Feimburzement o Ded Wk 1 2 3 4 56 7 83 DED Tel. Reimbursen
TRIICE Truck EBenefit o Ded Wks 1 23 4 56 7 &9 DED Truck EBenefit
UNIFORMS Tmiform Deduction o Ded Wks 1 23 4 56 7 &9 DED Tniforms

Print Categories/Links Sample Report
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Setup Formulas

The Setup Formulas menu option is used by GivenHansco personnel when configuring the Payroll system and is beyond the
scope of this manual. To prevent unauthorized access to this option, it is password-protected.

Print Formulas

This report is a listing of the formulas used in
the Payroll configuration.

The information on this report is of a
diagnostics nature and likely of little use to
end-users.

Formula List - GH Materials

File Edit Help

-lofx]

Frinter Hame I\\svw2k1 AHF Lager)et 4000 Seres PS

Fiepclr‘t Sequence I Farmula 14

j Properties... |
j Copies |1_i||

Selection Criteria | Field Beginning IEn_ding. | -
Farmula Id
Custam?
Restrict To.
=
Options
7 Summar —
i I Include Inactive Formulas
&+ Detail
" Detail w.-"Dpera_t'rbhs' [~ Expand Macros
FI2} Brirt FlI| Prexiew Cancel

Print Formulas Screen
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Payroll Period Maintenance - GH Materials = IEllil
Setup Periods File Edit Help

This option establishes the relationship
between each pay period and each recording A enr |2EIEI4
and reporting period.
Typically, each pay period begins on the Period Na | Begih Date EndDate| =
first day of a month and ends on the last | B 11142004 143142004
day. | | 2| 24172004 242342004
For customers who use a day of the week [ 3 34172004 332004
method (eg: the period ends on the last 4 41/2004 4,/20/2004
Thursday of the month), this option gives il 5 EM /7004 5491 /2004 |
them thf.: flexibility to maintain their current [ g B/1/2004 £/30/2004
accounting preferences — - = : {

i 7| 7/2004 74342004

|| g8 8/1/2004 8/31/2004

|| 9| 9/1/2004 9/30/2004

|| 10 10/1/2004 10/31,/2004

F2l OK, LCancel |
Setup Pay Periods

Import/Export Configuration

The Import/Export Configuration menu option is used by GivenHansco personnel when configuring the Payroll system and
is beyond the scope of this manual. To prevent unauthorized access to this option, it is password-protected.
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i
Adjust Employee Balances r—————
l p y Ermployee |d 3 Toad ABBOTT. AARON [ Inactive
. . . . = 107 Autumndyve.
This option is used to make adjustments to Albany NY 12041
employees’ Definition balances. TisDate [3716/2004 & [ Create Gl Transactions
. . Cash G/L &cct |1005.00 vl CASH - Payoll
Ideally, it should never be required exceptto .
) . Diefinitions |
enter beglnmng bala.nces for. customers who e | o] ] 710] T =
begin using Payroll in the middle of a year. ¥|HOLHRS 4000 40.00
_|HOLPay | | 582000 56200
By default, General Ledger transactions are _|EROSS _ . 58200 582.00
created for all adjusting entries unless this |FEDGRS i i 40 4
at ) g entr _|FEDTAX [ | 2173 N7
option is turned off (which is often the case | |ss6Ross _ _ 450,00 45000,
. : : SETAK 27490 2780
when entering beginning balances) Ncaross . . & w0
. . . . . MLCTAx 653 653
Due to the high degree of risk in using this ~|cHLDSUPS : : a000 .00
option, no changes should be attempted _|HEALTH_CALC . . 12000 120.00
. . HEALTH_DED 120.00 120.00
before contacting GivenHansco support — : i
personnel. Holiday_Hours ‘F3| Delete | FI2] Prit | ‘2l 0k | Eance| |

Employee Balance Maintenance Screen
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=Y
Print Employee Adjustments e B
This report creates an audit trail for all Fiinter Name [ Siswn2k1\HP LaserJet 4000 Series PS5 =l Propetties.. |
adjustments. Rieport Sequence |Employee Id o e
By default, this report will list all adjustments. Sefection Crteria ?:;wesm [Beining [Ending. | =

By specifying a date range or employee range,
the report can be filtered to show the desired
employee adjustments.

Transaction Date

=
Options
In the sample below, two adjustments are
indicated for the employee’s Holiday Hours.
FI2| Brint | m F-'IEXIEWE Cancel
Print Employee Adjustments Screen
Euployee Transaction Definition Adjustment Balances After Adjustment
Id Name Late Id Amount HTD T TTD
ABBARR  ABBOTT, AARON 3/16/2004 HOLHRS -2.00 -5.00 35.00 35.00
HOLHRS -3.00 -5.00 35.00 35.00

Print Categories/Links Sample Report

Void Paychecks

This function is used to void a paycheck from a
processed and accepted payroll run.

After selecting the employee Void Paychecks Screen
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Appendix A - Typical Payroll Procedures

1.

3.

10.
11.
12.
13.

Perform a Hard Disk Backup.
Open ENTRY/PROCESSING Menu.
Choose PREPARE PAYROLL.
Enter a description of the payroll run. Eg: Company-Wide, Plant 2 & 3, etc.
Verify Cash G/L Account
Enter the Week Ending Date
Enter the Check Date
Verify the G/L Transaction Date
Select the Deduction Week (if applicable)
Verify the deduction and tax periods (typically 1).
Choose AUTOMATIC PAY to generate timecards for salaried employees.
a. Select the Auto Pay Date (typically the week-ending date)
b. Select the Pay Category Id (typically REG)
c.  Verify the Cash G/L Account.
Choose TIMECARD MAINTENANCE to manually entered timecards for hourly employees.
a. Enter the Employee Id.
b. Verify settings
c. In the Timecard tab, go to the Category Id field and enter REG for Regular Hours, OT for Overtime,
etc.
Enter the hours worked.
Verify the rate, pay and G/L account.
Click on CALCULATE to verify the net pay.
If the employee does not work sufficient hours for his deductions, use the Adjustments Tab to correct.
Repeat for each timecard.
Choose TIMECARD AUDIT LIST and review the data carefully.
Choose CALCULATE PAYROLL and verify the payroll settings.
Note: If any errors are found between steps 8 and 11, choose REJECT PAYROLL and return to step 5.
Choose PAYROLL REGISTER and verify the resulting employee information.
Choose PRINT PAYCHECKS and verify the paychecks.
Choose PAYCHECK REGISTER and verify the paycheck information.
Choose COMPANY TOTALS REGISTER and verify the company totals.
If all information is correct from steps 8 through 11, perform a Hard Disk Backup.
Choose ACCEPT PAYROLL.

e Ao o
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