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SSYYSSTTEEMM  OOVVEERRVVIIEEWW  

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. 

2. Contact your GivenHansco Installation Consultant to review the questionnaire. 

3. Review all state and local tax reporting requirements.  These must be set up 

4. 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. 

5. 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. 

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

7. 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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MMEENNUU  OOPPTTIIOONNSS  

Menu Navigation 

 

Menu Overview 
Entry / 
Processing 

Contains all menu items necessary for a typical payroll run. 

File  
Maintenance 

Contains menu items necessary to add/edit employees, 
deductions, maintain tax jurisdictions, and define events in 
employee data. 

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

Reports / 
Inquiries 

Contains standard historical reports and lookups for payroll 
deductions, taxes and totals for company and employee. 

Data 
Exports 

Contains utility programs used to create export files for transfer 
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. 

Setup /  
Utilities 

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

 
 

Menu Overview 
Prepare 
Payroll 

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

Automatic 
Pay 

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

Import 
Timecards 

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

Driver Bonus 
Timecards 

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

Timecard 
Maintenance 

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

Timecard 
Audit List 

This option generates a list of all timecard entries. 

Calculate 
Payroll 

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

Payroll 
Register 

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. 

Print Checks This option prints paychecks. 

Pay Check 
Register 

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

Company 
Totals 

This report generates company totals for the current payroll run. 

Accept 
Payroll 

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

Reject Payroll 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 
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 Screen 

 

 

 

 

 

 
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 
Account 

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

Week 
Ending 
Date 

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

Check Date This field contains the check date. 

G/L Trans. 
Date 

All General Ledger transactions created in this payroll run will use the date from this field. 

Deductions 
To Take 

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

Payroll will default to taking a single pay period’s deductions for the current run, which is 
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. 
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Automatic Pay 
Automatic Pay is used to automatically 
generate timecards for employees, typically 
salaried employees. 

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 

 

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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Import Timecards 
This option is used to import timecard 
information from remote locations or third-
party timecard systems. 

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 
location, its name appears in gray and cannot 
be checked. 

Import Timecards may be set to add employee 
records based on the settings of your system. 
Please contact GivenHansco support for 
additional information. 

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

 

Import Timecards Screen 
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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 Screen 

  

In order to function properly, drivers must be 
correctly identified on delivery tickets.  Under 
each Driver Id in the Accounts Receivable 
system, you must specify the Employee No.  
This must be an exact match to their Employee 
Id in the payroll system. 

Note: It is not necessary for the Driver Id field 
to match the payroll’s Employee Id.  

Driver Maintenance Screen (from A/R system) 

 

 
 
 

 

Driver Bonus Import – Summary View 
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Driver Bonus Import  – Detail View 
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Timecard Maintenance 

Timecard Entry 
Timecard Maintenance is often used to 
manually enter timecard information. 

The top section (timecard header) receives 
defaults from employee information as well 
as the information entered during Prepare 
Payroll.   

The lower section (timecard detail) 
generates one tab per timecard.   

There is also an Override Adjustment tab, 
allowing overrides as needed. 
(Ex: An employee might earn a bonus which 
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 
Week 

Deductions may be scheduled for some or all weeks.  This value indicates which 
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. 
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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 0 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. 

 
 

 

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 
Class 

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. 

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.   
 

Override Adjustment 
The Override Adjustment tab in Timecard 
Maintenance is a powerful tool, giving the 
user the capability of overriding almost any 
tax or deduction calculation. 

While this capability is sometimes 
necessary, it should be done with 
considerable care, especially when 
overriding tax calculations! 

To remove an override previously set, 
simply blank out the Override Value – do 
NOT set the override value to zero unless 
you wish to not withhold the tax or 
deduction. 

  

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 

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

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

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

 
This button deletes the current timecard, but leaves all other timecards unchanged.  
Timecards are automatically renumbered whenever one is deleted. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CompuCrete Payroll System 

20 

Timecard Audit List 
The Timecard Audit List is used to review all 
timecard information prior to payroll 
processing.  It may be run as often as required 
during a paycheck run. 

A final copy should be printed prior to 
processing each payroll. 

Timecard Audit List 

Report Sequence 
The Timecard Audit List can be sorted in 
varying ways depending on the needs of the 
report.  

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.   

• The Summary option generates one line per employee, showing total hours and gross pay. 

• 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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Timecard Audit List – Summary View 

 

 

Timecard Audit List – Detail View 
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Calculate Payroll 
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 

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. 
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Payroll Register 
The Payroll Register gives a detailed list of 
wages, taxes and deductions for each 
employee in the payroll run. 

 

 

Payroll Register 

 

Sample Payroll Register 
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Print Paychecks 
The next step in payroll processing is to 
generate the physical paychecks.  This step 
should take place only after the payroll 
register has been thoroughly reviewed for 
errors. 

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

Note: It is possible to run paychecks more 
than once in the same payroll run.  If 
attempted, the system will confirm that you 
wish to void the checks printed in the 
previous paycheck printing. 

Before printing, an automatic backup is 
performed. 

 

Print Paychecks 

Checks can be run in several ways.  They can 
be run in employee order, by plant or by 
department.  Users should choose a method 
that works best for distribution of checks to 
employees. 

 

Check Sequence 

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. 
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Paycheck Register 
After printing paychecks, a paycheck register 
provides an audit trail of the checks 
generated.   

 

Paycheck Register 

 

 

 
Paycheck Register Sample 
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Company Totals Register 
The final report before accepting a payroll 
run is to print the company totals.  This report 
shows a grand total for many Definitions in 
the current payroll run. 

Additional information (such as MTD, QTD 
and YTD figures) is also displayed on the 
report.  

Company Totals Register 

 

 
 

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

Timecards from an accepted payroll run are 
archived and cleared.  Paychecks are stored 
in the check history file.  General Ledger 
transactions are prepared for update.  

 

Accept Payroll 

 

 
 
 
 

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

By rejecting a payroll run, all current 
calculations are cleared and timecards are 
unlocked for editing. 

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

 

Reject Payroll 
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FILE MAINTENANCE 

 

Menu Overview 
Employees 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. 

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

Event 
Types 

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

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

Workers 
Comp 
Classes 

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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Employee Maintenance 
All information necessary for the processing 
of an employee’s paycheck (types of income 
earned, tax withholdings, deductions) are 
defined within Employee Maintenance. 

 In addition, many default settings (rate, tax 
jurisdiction, home department) used in 
Timecard Entry come from this section as 
well. 

 

Employee Maintenance Screen 

Field Name Description / Usage 

Name 
    First 
    Middle 
    Last 

The employee name is broken into three fields (first, middle and last).  These fields should 
contain the complete legal name of the employee, as they are used for reporting and 
magnetic media filing. 

Whenever a change is made to the three name fields, a prompt will appear asking if the 
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 
[Name] 

By default, this field contains the employee’s last name and first name separated by a 
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 

Employee Maintenance Screen – History Tab 

 

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 
necessary. 

Employee Maintenance Screen – Pay Info Tab 

Field Name Description / Usage 

State Tax 
Code 

Enter the employee’s default state income tax jurisdiction in this field.  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 Tax 
Code 

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

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

Hour / 
Salary? 

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. 

Account 
Type 

This field indicates the type of account a Direct Deposit is being made to. 
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Misc Info Tab 
This tab contains administrative fields, used 
to track an employee’s job function, 
departmental information and other assorted 
fields.  These fields become the default 
values for Timecard Entry. 

 

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. 
 

 
 
 



CompuCrete Payroll System 

33 

 

Events Tab 
This tab contains information typically found 
in an employee’s history folder.  Reports can 
be generated from this information, allowing 
Payroll to function as a Human Resources 
tool. 

 

Employee Maintenance Screen – Events Tab 

Field Name Description / Usage 

Type 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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Income Tab 
This tab indicates the type of pay the 
employee is eligible for.  An employee may 
have some or all pay types. By default, the 
only pay types displayed on this tab are those 
which are active.   

All pay types can be shown by checking the 
SHOW CATEGORIES box labeled Inactive. 

 

 

Assigning G/L Accounts 
Default G/L information may be entered by 
clicking the plus sign next to the category and 
entering the corresponding G/L account next 
to the payment definition. 

 

Employee Maintenance Screen – Income Tab 

 

 

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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Taxes Tab 
This tab indicates the type of taxes to 
withhold from the employee’s pay.  By 
default, the only tax types displayed on this 
tab are those which are active.   

Additional tax authorities can be shown by 
checking the SHOW CATEGORIES box 
labeled Inactive. 

 

Assigning tax factors 
Tax factor information may be entered by 
clicking the plus sign next to the category and 
then the plus sign next to the tax definition.  
In this example, this employee is withholding 
an additional $10 per paycheck and claiming 
three personal exemptions. 

 

Employee Maintenance Screen – Taxes Tab 

 

 

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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Deductions Tab 
This tab indicates the type of deductions to 
withhold from the employee’s pay.  By 
default, the only deductions displayed on this 
tab are those which are active.   

Additional deductions can be shown by 
checking the SHOW CATEGORIES box 
labeled Inactive. 

 

Assigning G/L Accounts 
Default G/L information may be entered by 
clicking the plus sign next to the category and 
entering the corresponding G/L account next 
to the payment definition. 

 

Assigning deduction factors 
Deduction factor information may be entered 
by clicking the plus sign next to the category 
and then the plus sign next to the tax 
definition.  In this example, this employee 
paying $60 per pay period in Child Support 
to Marilyn Abbot.  He is assured a Minimum 
Pay of $120. 

 

Employee Maintenance Screen – Deductions Tab 

 

 

Assigning G/L Accounts 

 

 

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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Event Type Maintenance 
One of the most powerful new features in 
Payroll is the ability to record and report 
events. 

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. 

 

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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Worker Compensation Class 
Maintenance 

To aid in accurately recording and filing of 
Workman’s Compensation reports, this menu 
option is used to define valid groups. 

 

 

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 

 

Menu Overview 
Employees Prints many different reports of employee information. 

Company Prints Company Definition setup information. 

Event 
Types 

Lists all Event types 

Tax Codes Lists Tax Code settings – diagnostic use only. 

Workers 
Comp 
Classes 

Lists all valid Workman’s Compensation Classes. 

 

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. 

 

 

Employee List Screen 

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

 

Employee List – Report Sequence Dropdown List 

Option Description / Usage 

Summary This option generates a single-spaced report. 

Detail This option generates a longer report, including pay, departmental and basic settings. 

Definition 
Detail 

This is used for diagnostics and generates a list of all active Definitions for each employee 
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 
List 

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

Telephone 
List Use this option to generate a company phone list. 
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Summary – Normal List Sample Report 

 
 

 
Detail  – Normal List Sample Report 

 
 
 

Definition Detail  – Normal List Sample Report 
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Summary –  Automatic Pay List Sample Report 

 
 
 
 
 

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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Event Type List 
This option is used to generate a list of valid 
events. 

 

 

Events List Screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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Worker’s Compensation Class List 
This option is used to generate a list of valid 
Workman’s Compensation Classes. 

 

 

Worker’s Compensation Class List Screen 

 

 

 

 

Events  List Sample Report 
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REPORTS / INQUIRIES 

 

Menu Overview 
Employee 
Inquiry 

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. 

Employee 
Detail 

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. 

Workers 
Compensatio
n 

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

Pay Check 
History 

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

Timecard 
History 

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

Special 
Deduction 
History 

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

Company 
Totals History 

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

Employee 
Event History 

 

Employee 
Loan History 

 

Re-Print 
Checks 

 

 
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 
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 Screen 
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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.  

 

 

Employee Detail Screen 

Report Sequence 
The Employee Detail report can be sorted in 
varying ways depending on the needs of the 
report.   

Employee Detail – Report Sequence Dropdown List 

 

 

Employee Detail Sample 
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Worker’s Compensation Report 
This report is used to calculate the Workman’s 
Compensation expense.  It can be run against 
any period containing one or more accepted 
payroll runs. 

The Selection Criteria should contain a date 
range at minimum.  Without a date range, the 
report will calculate against all payroll history. 

The Options tab contains a list of pay types and 
three columns in which they can be selected.  
Under the columns, you may enter a report 
header. 

The Summary report type generates a single 
line per employee, while the Detail option 
displays totals on a timecard-by-timecard basis.  

Worker’s Compensation Report Screen 

Report Sequence 
The Worker’s Compensation Report can be run 
company-wide or by plant.  

 

Worker’s Compensation Report  – Report Sequence Dropdown List 

 

Workman’s Compensation Report Sample - Summary 
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Paycheck History Report 
This report is used to generate a list of all 
paychecks.  It can be run for an employee, 
department or entire company for any date range 
desired. 

In the sample below, the report was run for the 
first week of January, 2004. 

 

 

Paycheck History Report Screen 

Report Sequence 
The Employee Detail report can be sorted in 
varying ways depending on the needs of the 
report.  

 

Paycheck History Report  – Report Sequence Dropdown List 

 

Paycheck History Report Sample 
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Timecard History Report 
This report is used to generate a list of all 
paychecks.  It can be run for an employee, 
department or entire company for any date range 
desired. 

In the sample below, the report was run for the 
first week of January, 2004. 

This report can be run in a summary and detail 
mode.  Samples of each are included  

 

Timecard History Report Screen 

Report Sequence 
The Employee Detail report can be sorted in 
varying ways depending on the needs of the 
report. 

 

Timecard History  Report  – Report Sequence Dropdown List 

 

Timecard History Sample – Summary 

 

 

Timecard History Sample – Detail 
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Special Deduction History 
The Special Deduction History report gives a 
report of each Definition by employee. 

The report can be run for a single Definition 
(eg: Child Support in the sample) or include all 
Definitions. 

The report will contain all values up to the 
Check Date specified. 

Note: If all Definitions are selected, the 
computer will ask to confirm, as this can 
generate a very length report. 

 

Special Deduction History Screen 

 

Special Deduction History Sample 
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Company Totals History 
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.  

 

 

Company Totals History Screen 

 

 

Employee Detail Sample 
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Employee Event History 
This report is  

 

 

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 

Menu Overview 
Employee 
401K 
Report 

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

SUTA 
Magnetic 
Media 

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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Employee 401K Export 
This report generates an export which can be 
sent to the financial institution administering 
the company 401K plan.  This report shows 
each employee who has an outstanding loan 
as well as payments received against the 
loan(s). 

This report can be run in summary or detail 
mode and can extract data from any current 
or previous payroll run by specifying the 
payroll run in appropriate box in the Options 
tab. 

The export must be previewed before it can 
be generated (hardcopy may be generated at 
this time as well if desired).  After 
previewing the report, the user can proceed to 
generate the export. 

 

Employee 401K Export  Screen 

 

 
 
 

Employee 401K Summary Preview 
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Employee 401K Detail Preview 
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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. 

 

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 
Name 

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

Employer EIN Enter your Electronic Identification Number in this field. 

State UI 
Account No. 

Enter your state Unemployment Insurance Account Number in this field. 

Address, City, 
State, Zip, 
Zip-Ext. 

Enter your mailing address in these field. 

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 
Month 1 / 2 / 3 

This option is reserved for future use. 

Definition to 
Process 

The Definition specified in this field becomes the basis for calculating the SUTA tax.  In 
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 This field contains the date of the export file.  Please enter the date without any spaces, 
dashes or slashes. 

 
 

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. 

 

SUTA Magnetic Media Screen – Data Tab 

 

Results Tab 
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 Screen – Results Tab 
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MONTH END 

 

Menu Overview 
Payroll 
Distributions 
to G/L 

Payroll generates General Ledger transactions on each payroll 
run but holds them out of G/L reports until this selection is run.  

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 
selection after each payroll processing run. 

FICA Report  

SUTA/FUTA 
Report 

 

Print 941 This report generates the figures necessary for Form 941 filing.  
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 
transactions with each payroll processing 
run.  

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, 
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 
allowed to update.  

Payroll Distributions Screen 

 

 

Payroll Distributions Sample Report 

 



CompuCrete Payroll System 

61 

FICA Report 
The FICA report shows FICA deductions by 
employee for the period specified. 

By default, the FICA report is set to report on a 
given quarter.   

 

FICA Report Screen 

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

 

MTD Report Date Type Selection 

 

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. 

 

FUTA/SUTA Report Screen 

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

 

MTD Report Date Type Selection 

 

FICA Report Sample 

 
 
 
 
 



CompuCrete Payroll System 

63 

Print 941 
This option generates 941 reports.  The 
report can be run for any quarter. 

Adjustments to figures may be made in the 
right columns. 

 

Print 941 Screen 

 

 

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. 

 

Print W-2 Screen 

 

 

 

 
 
 
 
 

Setup Periods 
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 

 

Setup Pay Periods 
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SETUP/UTILITIES 

Menu Overview 
Setup 
Category/Link
s 

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

Setup 
Formulas 

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

Print 
Category/Link
s 

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

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. 

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

Import/Export 
Configuration 

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

Adjust 
Employee 
Balances 

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. 

Print 
Employee 
Adjustments 

This report generates an audit trail of all adjusting entries 
made employees’ definitions. 

Void Paycheck 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 
configuration. 

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

 

Print Categories/Links Screen 

 

 

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. 

 

Print Formulas Screen 
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Setup Periods 
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 

 

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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Adjust Employee Balances 
This option is used to make adjustments to 
employees’ Definition balances. 

Ideally, it should never be required except to 
enter beginning balances for customers who 
begin using Payroll in the middle of a year. 

By default, General Ledger transactions are 
created for all adjusting entries unless this 
option is turned off (which is often the case 
when entering beginning balances) 

Due to the high degree of risk in using this 
option, no changes should be attempted 
before contacting GivenHansco support 
personnel. 

 

Employee Balance Maintenance Screen 
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Print Employee Adjustments 
This report creates an audit trail for all 
adjustments. 

By default, this report will list all adjustments.  
By specifying a date range or employee range, 
the report can be filtered to show the desired 
employee adjustments. 

 

In the sample below, two adjustments are 
indicated for the employee’s Holiday Hours. 

 

Print Employee Adjustments Screen 

 

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. Perform a Hard Disk Backup. 
2. Open ENTRY/PROCESSING Menu. 
3. Choose PREPARE PAYROLL. 

a. Enter a description of the payroll run.  Eg: Company-Wide, Plant 2 & 3, etc. 
b. Verify Cash G/L Account 
c. Enter the Week Ending Date 
d. Enter the Check Date 
e. Verify the G/L Transaction Date 
f. Select the Deduction Week (if applicable) 
g. Verify the deduction and tax periods (typically 1). 

4. 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. 

5. 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. 
d. Enter the hours worked. 
e. Verify the rate, pay and G/L account. 
f. Click on CALCULATE to verify the net pay. 
g. If the employee does not work sufficient hours for his deductions, use the Adjustments Tab to correct. 
h. Repeat for each timecard. 

6. Choose TIMECARD AUDIT LIST and review the data carefully. 
7. 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. 
8. Choose PAYROLL REGISTER and verify the resulting employee information. 
9. Choose PRINT PAYCHECKS and verify the paychecks. 
10. Choose PAYCHECK REGISTER and verify the paycheck information. 
11. Choose COMPANY TOTALS REGISTER and verify the company totals. 
12. If all information is correct from steps 8 through 11, perform a Hard Disk Backup. 
13. Choose ACCEPT PAYROLL. 

 
 
 
 




