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Engineer School of Instruction

PAYROLL

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

~

Functions Engineers Payroll Main Menu

( Prompt

[ Export Data to Excel

('- OnDemand - Payroll Processing Menu
( P File Maintenance Menu
- Listings Menu

( My Reports > g

List Program Updates
Prorates

)

)]

Retrieve )
)

)

)

Public Inqui
auiry P Prorate 9xx Accounts

P Remove Prorate from Accounting

P Sign Off

[

GEED I RIS

. SOLUTIONS * @Eﬂj‘
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Engineer School of Instruction

PAYROLL PROCESSING

SOLUTIONS

Connected 07 Mar at 12:21 pm as: LINDA [E

~

Functions Payroll Processing Menu
r = n = &
( Prompt )| N { S |
[ Export Data to Excel )
(- OnDemand )
( Retrieve ) v P Select Employees/Cycles to be Paid 03/07/11 14:39:37
( My Reports )
( List Program Updates < + B Enter Pay Detail for the Period 03/07/11 14-44:12
r."- ST E— ) + P Print Payroll Proof Listing 03/07/11 14:44:19
> < ransfer Payroll Detail to Auditor 44
( ) v »Ti fer P Il D I to Aud 03/07/11 14:44:24
Accounting ) + P Print Payroll Totals Register 03/07/11 14-44°33
Return to Main )
- » Sign Off
| -
-
4 » 2 Lastoption was: 5. Print Payroll Totals Register
. SOLUTIONS - @

1 If you have completed a payroll processing step, a checkmark will appear to the left of the step to
show you have processed that step and the date and time it was last completed will be to the right.

iSolutionsé&0lll nc. E 1986
Payroll- 4



Engineer School of Instruction

Select Employee/ycles to be Paid

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

s BO AP ? i x
Functions Engineers Payr I; Select Employees/Cycles To Be Paid
( Lookup )
Cycle J
Pay Period
Beginning date 0/00/0000 ~
Ending date 0/00/0000 ~
Employee (Optional-Single Processing)
Employee Status (Optional)
Print anniversary list =
&t
. SOLUTIONS * |‘!|V‘1

PROGRAM NOTES:

1 This option is how you select which employees and which cycles are to be paid.

1 Remember, when entering in the beginning and ending dates for the pay period, there should not be
any gaps from the last pay period.

1 If anincorrect cycle is selected, run this program again. If you have already entered in any pay detail
records, the cycle will be corrected for those records.

1 If you would like to save the screen defaults, once you have the screen filled in to your preference,
press F24 to set the defaults. This way, the next time that you enter the screen, the saved defaults will
appear and you wil/ not have to rekey it each
field description. This will be continued tughout the manual.

FIELDS:
1 Cycle: enter in the number of the cycle you wish to proceseg. the browse button or F4 Lookup to
seevalid cycles
1 Pay Period:
1 Beginning Date: enter in the beginning date of the pay pelisé. calendar lookup or ifoh
using Solutions View, you mayse F4 to lookup the calendar.
1 Ending Date: enter in the ending date of the pay petitst calendar lookup or if not using
Solutions View, you may use F4 to lecak the calendar.
1 Employee: if you are paying a single @ioyee, enter in a single employee number. Otherwise, leave
blank for all employees.
Employee Status: enter in a specific employee status or leave it blank for all.
Print Anniversary List:check the box to print a listing of employees with an anniveitsés pay
period. Otherwise, leave blank.

= =4
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Engineer School of Instruction

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

Enter: to process any changes/updates

F24. set defaults

*. F24 capble fields

Enter Pay Detail for the Period

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

L3
s B A2 ? x
Functions Engineers Payroll; Enter/lUpdate Payroll Detail
( Batch Look-up )
(,_ Lookup )
Employee 1 J
Total Hours
[ Exit ]
. SOLUTIONS * @@‘

PROGRAM NOTES:
1 Use this menu option to enter in the pay detail for each employee.

FIELDS:

1 Employee: enter in a specific employee numhdse the browse button or F4 Lookup to see
available options

1 TotalHours: enter in the total hours for the selected employee for the current pay period.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F2: batch lookup

F3: exit

F4: lookup key for available options

iSolutionsé&0lll nc. E 1986
Payroll- 6



Engineer School of Instruction

2"4Screen of Pay Detail

SOLUTIONS . m
\ Signed on 25 Mar at 09:31 am as: BECKY
s B2 AP ? i x
Functions Engineers Payroll; Enter/lUpdate Payroll Detail
z
( Lookup ) -
( Equip/Road ) Employee # 18127 Gibby Gilbert NS Pay Per 3/01/10 to  3M5/M10
( Other Earnings ) Cycle 02 Total Hours 85.50
— Account
LN DOT 0BJ  PRJ Hours Pay Type Rate Tot Pay
o1 (B0 J 100 | 000 80.00 IFTjRegular 19.080 1526.40
0z HDJ 100 | ooo 3.50 ,OijoverTime 28.5620 100.17
03 210J 100 | 000 2.00 Fjomer Reg 35.000 70.00
04 = -l 00
05 = = 00
06 = [ -] 00
o7 = [ -] 00
o8 = [ -] 00
09 J liJ 00
10 = [ -] 00
11 = [ -] 00
12 J liJ a0
Totals 85.50 1696.57 i
-
. SOLUTIONS - @D"

PROGRAM NOTES:
T Use this option to break down the employeebs I
applicable account numbers.

1 Ifyouneedtoenterinotherearnings uch as OEarnings NoprdspiEd.r sbd6 f ¢

1 The pay period dates that were selected are shown in the upper right hand corner along with the cycle
selected and total hours entered on the previous screen.

FIELDS:

1 Account: enter in the account numbérse the browse button or F4 Lookup to aeailable options.

1 Hours: enter in the hours associated with the account number.

1 Pay Type: enter in the pay type for the hours entered. If you leave the pay type blank, it will default
to the pay type in the employee master file. (Ex. If the pessbaurly and the field is left blank, it

wi || def aul t WsethedbRr@se buttan orr-£ Lgpaklipdorsee)available options.

Rate: the rate will default from the payroll master file.

Tot Pay: once you press entéhe total pay willbe calculated from the hours entered timdsetrate

from the payroll master

= =4

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F10: equip/road

F12: previous

F15: other eaings

Enter: to process any changes/updates
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Engineer School of Instruction

Equip/Road Information

SOLUTIONS s

~

Signed on 25 Mar at 09:31 am as: BECKY [E

Functions Engineers Payroll; Enter/lUpdate Payroll Detail

( Lookup

- <
( Equip/Road ) Employee # 18127 Gibby Gilbert Pay Per 3/01/10 to  3/15M10

<

( Other Earnings ) Cycle 02 Tofal Hours 85.50
Account

LN DOT QoBJ PRJ Hours Pay Type Rate Tot Pay

o1 [E0 .| 100 [ ooo 80.00 [R ..|Reguiar 19.080 1526.40
Date 0/00/0000 ~[ER | EqRa [ fype | |pese |

02 110 ... 100 | oco 350 [0 ..|overTime 28620 10017
Date 0/00/0000 ~[ER | EgRd [ Type | |pesc |

03 210 .| 100 | oco zoo [T .|oter reg 35000 70.00
Date o/00/0000 -[ER [ EgRa [ jType [ jDesc [

04 = [ 00
Date 0/00/0000 -[eR [ EqRa [ jType [ JDESD \

Totals 85.50 1696.57

&

(i W rreviows W ok

. SOLUTIONS + [«

PROGRAM NOTES:

1 If you need to enter in Equip/Road information for an emplogkesk on the Equip/Road button or
press F1@&nd you will get the above screen.

1 Once you press enter, thaal hours and pay will appear at the bottom of the screen.

FIELDS:

1 Account: enter in the account numbélse the browse button or F4 Lookup to see available options.

1 Hours: enter in the hours associated with the account number.

1 Pay Type: enter irhe pay type of the employeélse the browse button or F4 Lookup to see
available options.

1 Rate: the rate will default from the payroll master file.

1 Tot Pay: once you press enter, the total pay will be calculated from the hours entered times the rate
from the payroll master.

1 Date: enter in the date that the information is pertaining to.

1T E/ R: enter in amo®kBO6fborre@adispment and a

1 Ed/Rd: enter in the equipment or road numiégse the browse button or F4 Lookup to see available

options.
1 Type: enter in the costing type code.
1 Desc: enter in the description of the hours worked.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F10: equip/road

F12: prevous

iSolutionsé&0lll nc. E 1986
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Engineer School of Instruction

F15: other earnings
Enter: to process any changes/updates

Other Earnings

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

~

Functions Engineers Payroll; Enter/lUpdate Payroll Detail

Lookup

Employee # 18127 Gibby Gilbert Pay Per 3/01/10 to 3/M15M10
Cycle 02 Total Hours 8550
Account
DOT OBJ PRJ Amount Description

[ | J Other Earnings

| \
= [ [ [
= | [
([ | [
= [ [ [
[ .| eamingsnowrers
([
[ . [ taxavenoncasn —
[ =
Longevity Rate/Hour [ oo
-
.. SOLUTIONS + [«

PROGRAM NOTES:

T

If you need to emr in other earningglick on Other Earnings gress F15 and you will see this
screen

FIELD

T
T
T
T

Account: enter in the account numbélsethe browse button or F4 Lookup to see available options.
Amount: enter in the amount of the other earnings for each account number used.

Description: enter in a description of the other earnings.

Earnings No IPERS: if you have earnings that are to haUPERS taken out (ex. Sick pay payout),
enter in the account number and amount h¥i@ have two of these available in case you have two
instances on one payroll and the amounts are from two different line items. Enter in the account
number and themaount.

Taxabl e Noncash: i f you have noncash taxabl
county vehicle), enter it here. Enter in the account number and the amount. Again, you have two
fields available.If an amount has been entered intoEmeployee Master File, it will appear here.

Key in the appropriatBOT account numbef applicableor clear the amount aditwhichever is
appropriatel f t here i s Taxable non cash entered on
the Other Earningscreen, you wilgetawarningmessagstating taxable noncastas found If you
do not go to this screen, it will not keep the taxable noncash for this payroll.

Longevity Rate/Hour: if the employee receives longevity pay, enter in the rate per teur he

iSol utions-@011 1 nc E 1986
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Engineer School of Instruction

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F12: previous

Enter: to process any changes/updates

Final Pay Detail Screen

C,
C

SOLUTIONS [I]
\ Connected 08 Mar at 08:32 am as: LINDA
S S0 A ? | x
Functions Engineers Payroll; Enter/lUpdate Payroll Detail
Delete
Calculate Net ) Employee # 18119 Cindy Rarick Pay Per 02/20/11 to  03/05/11
Cycle o1 Total Hours 80.00
Regular Hours 80.00 = 1,476.00
Over Time Hrs 00 = .00
Double Time Hrs 00 = .00
Alt Wages Hrs 00 = .00
Longevity Amount = .00
Earnings - NO IPERS = .00
Taxable Noncash = .00
Other Earnings = .00
Totals 80.00 1,476.00
- ** Leave TIme ™ e
Comp Time Earned L00] Benefit Date 10/07/2002 Hired Date 10/07/2002
Balance Used | Balance Used | Balance Used
Comp Hrs .00 .00 | VACATION 71.00 .00 | PERSDAY 15.00 .00
| SICK PAY 70550 00 |
I |
-
. SOLUTIONS & @

PROGRAM NOTES:

1 This gives yowan opportunity to double check your totalsours and total paid.

1 Enter in the leave time houused and comp time earned.

1 If the leave time used is greater than the balance remaining, you will get a warning message.

1 If you wish to delete this employee fnathis batch of payrolklick on Delete opress F11.

1 If you would like to view the calculated net pay for this emplogkek on Calculate Net goress
F19. This is based on the current information in the Employee Master File.

FIELDS:

1 Comp Time Emed: enter in the hours of comp time earned.

1 Comp Hours Used: enter in the hours of comp time u8edarning message will appear if a
maximum amount of comp time has been entered into the employee master file for this employee and
the amount earned livcause it to go over the maximum.

1 Enter in any other leave time that your county may use for this particular employee.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)

F3: exit

F11: delete

F12: previous

iSolutionsé&0lll nc. E 1986
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Engineer School of Instruction

F19: calculate net
Enter: to process any changes/updates

Calculate Net Pay

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

~

Functions Solutions - Payroll; Net Pay Calculation

[ Employee Master

Bmp# 18127  Gibby Gilbert Pay Period Ending 3/15/2010
Hours Current YTD
Regular Wages 82.00 1506.40
Qvertime Wages 3.50 10017
* Deductions
Federal 149.92 665.73 m
State 73.00 312.00
Social Security 101.62 398.23
Medicare 23.77 93.13
IPERS 72.95 284.83
BCBS EMPFL 57.47 172.42
) Union Dues 34.50 69.00
Crid Iegend DENTAL INS 28.52 L
1=Select
Current Wages 1696.57 | Deductions 51323 | *NetPay 118334
YTD Wages 6623.99 | YTD Deductions 202386 | YTD NetPay 4600.13

. SOLUTIONS * @&‘

PROGRAM NOTES:

1 This displays the calculated net pay for the selected employee based on the current information in the
Employee Master File.

1 From this option you can press ertereturn to the previous screenatick on Employee Master or
press F7 to access the Employee Master File.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F7: employee master file
F12: previous

iSol utions-@011 1 nc E 1986
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Print Payroll Proof Listing

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

[
-
s 2O Agh 2 ? | x
Functions Engineers Payroll; Payroll Edit Proof
Lookup
Sort order #|Emeloyee number,
¢ Alpha by employee name
Printer ID P4 J
Hold spool file v
Print Both Sides “ Mo @ Duplex " Tumble
OnDemand  No * Pr&onD
. SOLUTIONS + [«

PROGRAM NOTES:
1 Use this option to print a payroll proof listing which displays the employees that have been selected to
be paid, the cycle selected, the DOT codes used, and the pay given.

FIELDS:

1 Sort Order:select theorderyou would like the listing sorted byif not using Solutions Viewchoose
a methody clicking with your mouse, move the cursor with your arrow keys and select with your
space bar, or key the underlined letter for the desired option.*

1 Printer ID: defaults téhe job default printer. Use the browse button or F4 Lookup to see available
options.*

1 Hold Spool File: check the box if you wish the spool file to be held. This means that the
listing/report will not print until you release it. Otherwise, leave bfank.

1 Print Both Sides: select No to print single sided, select Duplex (bind on the long edge), or select
Tumble (bind on the short edge).*

1 OnDemand Options: select No to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemd, or OnD Only to send a copy to OnDemand without printing.*

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

Enter: submits the report to batch and frees up woukstation

F24: set defaults

*. F24 capable fields

iSolutionsé&0lll nc. E 1986
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Payroll Proof Listing (Sample Report)

DATE - 9/09/02 ENGINEERS PAYROLL PROOF PROGRAM - EP1110
TIME - 8:29:45 PAGE - 1
REG HRS O/T HRS D/T HRS LONG. TOTAL
EMP # NAME CYSQT DOT SALARY REG PAY O/T PAY D/T PAY AMOUNT OTHER EARNINGS/PAY RATE PAY
271 Keri  Lynn Parks 0201 R 210 -100- 000 80.00 REG RATE 6.500 520.00
911210 -100-000 EARN NO IPERS  25.00 25.00
**EMPLOYEE TOTALS * * 80.00
520.00 OTHER EARNINGS 25.00 545.00
18127 James R. Montgomery 0201 R 352 - 100- 045 80.00 REG RATE 15.320 1225.60
02 O 361-100-045 5.00 O.T. RATE 22.980 114.90
**EMPLOYEE TOTALS * * 80.00 5.00
1225.60 114.90 1340.50
** COUNTY TOTALS ** 160.0 0 5.00
1745.60 114.90 OTHER EARNINGS  25.00 1885.50
COMP EARNED COMP USED VACATION PERS DAY SICK PAY

| HEREBY CERTIFY THAT THE A BOVE ARE JUST, LAWFUL, AND CORRECT CLAIMS
AGAINST THE SECONDARY ROAD DEPARTMENT FOR THE COUNTY OF SOLUTIONS
DATE

Transfer Payroll Detail to the Auditor

SOLUTIONS . [E
\ Signed on 25 Mar at 09:31 am as: BECKY

Functions Engineers Payroll; Transfer Payréll Detail to Auditor

ﬂuu have selected an option which will transfer all of the Engineer's

payroll detail to the Auditor's payroll processing files

Please check with the Auditor's office to see if they are ready for

your payroll

Press ENTER to continue transfer

. SOLUTIONS + [«

PROGRAM NOTES:

T This option transfers your payrol/l i nto the al
T You should first check with the auditords offi
1 Press pter to process the transfer.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
Enter: process the transfer
F3: exit

iSol utions-@011 1 nc E 1986
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Print Payroll Totals Register

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

.
s 2 Aa@z ? i x
Functions Engineers Payroll; Payroll Detail Register
Lookup
Payroll Date inﬂDIDDDO -
Select Listings I Detail Register
1= Leave Time Edit List
I Totals by DOT Number
I3 County Share Totals
Printer ID P4 J
Hold spool file -
Print Both Sides @« Mo ¢ Duplex " Tumble
CnDemand * Mo " Prt&0nD
. SOLUTIONS + <

PROGRAM NOTES:

)l
)l

Use this option to print payroll total regegss. You can print a detail register, a leave time edit listing,
and listing of totals by DOT number, and a courtgre totals report.

Is recommended to run this listing immediately after transferring payroll to the auditor. If you find an
error, you ca pull back the payroll to make a correction.

1 The detall register and the leave time edit list print in employee number order.
FIELDS:
1 Payroll Date: enter in the date of the payroll you wish to run the report/s for.

T

Select Listings:check the box&toselect the listigs you would like to print If not using Solutions
View, slect the item/s by clicking with your mouse or using your arrows keys to move the cursor and
the space bar to select.

Printer ID: defaults to the job default printer. Use browse button or F4 Lookup to see available
options.*

Hold Spool File: check the box if you wish the spool file to be held. This means that the
listing/report will not print until you release it. Otherwise, leave blank.*

Print Both Sides: select No print single sided, select Duplex (bind on the long edge), or select
Tumble (bind on the short edge).*

OnDemand Options: select No to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OnD Only to send a tm@nDemand without printing.*

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F24: set defaults

iSolutionsé&0lll nc. E 1986
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F24 capable fields

* -

Detail Register (Sample Report)
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Engineer School of Instruction

Leave Tme Edit List (Sample Report)

DATE -  4/27/05 LEAVE TIME EDIT LIST PROGRAM - PPL032
TIME - 16:19:39 PAY DATE 04/29/2005 PAGE - 1
PRIOR BALANCE CURRENT ADJUSTMENTS NEW BALANCE
EMP# EMPLOYEE NAME LEVCD LEAVE DESC ERN USE BAL ERN US BAL ERN USE BAL
18119 Diana D'Alessio *VACO1 VAC GEN 7.5HR 112.50 49.00 63.50 .00 40.00 40.00 - 112.50 89.00 23.50
PERO1 PERSON DAY 750 750 .00 .0 0O .00 .00 750 750 .00
COMP TIME .00 .00 .00 500 1.00 4.00 5.00 1.00 4.00
18122 Rod Pampling *VACEN VACA ENGINEER 200.00 192.00 8.0 0 .00 .00 .00 200.00 192.00 8.00
PEREN PERS DAY ENGINE 8.00 800 .00 .00 .00 .00 8.00 8.00 .00
18203 Hale Irwin *VACEN VACA ENGINEER .00 0 .00 .00 500 5.00 - .00 500 5.00 -
PEREN PERS DAY ENGINE 8.00 800 .00 .00 .00 .00 8.00 8.00 .00
18207 Bruce Fleisher *VACEN VACA ENGINEER . 00 .00 .00 .00 .00 .00 .00 .00 .00
PEREN PERS DAY ENGINE 8.00 .00 8.00 .00 .00 .00 8.00 .00 8.00
Totals by DOT Number (Sample Report)
DATE -  4/2 7/05 PAYROLL TOTALS BY DOT NUMBER PROGRAM - EP1200
TIME - 16:19:39 PAY DATE 04/29/2005 PAGE - 1
REGULAR  OVER DOUBLE TOTAL REGULAR OVERTIME DOUBLE OTHER TOTAL
DOT OBJ PRJ TIME TIME TIME TIME GROSS GROSS TIME GROSS EARNINGS P AY
ENGINEER ASST. SALARY
112 100 000 5.00 5.00 92.70 92.70
TOTAL 112 5.00 5.00 92.70 92 .70
TOTAL 1XX 5.00 5.00 92.70 92.70
ENGINEER ASST. SALARY
212 100 000 80.00 80.00 988.80 988.80
TOTAL 212 80.00 80.00 988.80 988.80
TOTAL 2XX 80.00 80.00 988.80 988.80
BLADING EARTH
452 100 000 145.00 145.00 2037.10 2037.10
TOTAL 452 145.00 145.00 2037.10 2037 .10
DITCHING
453 100 000 40.00 40.00 494.40 494.40
TOTAL 453 40.00 40.00 494.40 494 .40
SPRA/ING
492 100 000 20.00 20.00 247.20 247.20
TOTAL 492 20.00 20.00 247.20 247.20
TOTAL 4XX 205.00 205.00 2778.70 2778.70
QUARRIES
840 100 000 20.00 20.00  247.20 247.20
TOTAL 840 20.00 20.00 247.20 247 .20
TOTAL 8XX 20.00 20.00 247.20 247.20
OTHER EARNINGS
999 100 000 150.00 150.00
TOTAL 999 150.00 150.00
TOTAL 9XX 150.00 150.00
GRAND TOTALS 305.00 5.00 310.00 4014.70 92.70 150.00 4257.40
County Share Totals (Sample Report)
DATE -  4/27/05 PAYROLL COUNTY SHARE DEDUCTIONS BY DOT NUMBER PROGRAM - EP1210
TIME - 16:19:39 PAY DATE 04/29/2005 - 1
DOT OBJ PRJ FICA IPERS HEALTH 1/4 HEALTH 2/5 HEALTH 3/6 OTHR SHR 1/3 OTHR SHR 2/4 TOTA L
ENGINEER ASST. SALARY
112 100 000 7.03 4.68 161 13.32
TOTAL 112 7.03 4.68 1.61 13. 32
TOTAL 1XX 7.03 4.68 1.61 13.32
ENGINEER ASST. SALARY
212 100 000 75.03 49.93 17.22 1 42.18
TOTAL 212 75.03 49.93 17.22 142.18
TOTAL 2XX 75.03 49.93 17.22 142.18
BLADING EARTH
452 100 000 135.69 117.14 42.90 295.73
TOTAL 452 135.69 117.14 42.90 295. 73
DITCHING
453 100 000 34.09 28.43 10.73 73.25
TOTAL 453 34.09 28.43 10.73 73. 25
SPRAYING
492 100 000 17.05 14.22 5.36 36.63
TOTAL 492 17.05 14.22 5.36 36. 63
TOTAL 4XX 186.83 159.79 58.99 405.61
QUARRIES
840 100 000 17.04 14.21 5.36 36.61
TOTAL 840 17.04 14.21 5.36 36. 61
TOTAL 8XX 17.04 14.21 5.36 36.61
OTHER EARNINGS
999 100 000 11.38 7.58 2.62 21.58
TOTAL 999 11.38 7.58 2.62 21.58
TOTAL 9XX 11.38 7.58 2.62 21.58
GRAND TOTALS 297.31 236.19 85. 80 619.30
~ . py =
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Engineer School of Instruction

PULLING BACKAPAYROLL FROM THE AWBHCEORD®G

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

\ b

Functions Payroll Processing Menu

Prompt
<
Export Data to Excel

OnDemand P Select Employees/Cycles to be Paid

Engineers Payroll; Enter/Update Payroll Detail

My Reports

— L
st Program Updates

Public Inquiry

)
)
J
Retrieve )
S
D,
)

ihe payroll detail file has been transferred to the

» S auditor's payroll processing files. If you need to

add or make corrections press FO2 - transferred records
will be removed from the auditor's files and you can

proceed with Enter/Update Payroll Detail

B cancel Job

[ i W Previo W ok

4 p @ Lastoption was: 5. Print Payroll Totals Register

. SOLUTIONS - @@‘

PROGRAM NOTES:

T I'f has been determined that your office needs
into step 2, Enter Pay Delt&r the Period. You will see the popup box shown above.

1 In order to pull back the payroll, you will need to press F2. Once back, you may make any corrections
necessary and then simply rerun all subsequent steps.

T The auditor 6s o fayrolloreor before their Detail Registdr eption. Ifghey are

beyond this step, they can reset their process to an earlier step so you can pull yours back.

Pressing enter will cancel the pull back of t

After the payrollis back, you may reselect employees and/or cycles if necessary.

= =4
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Engineer School of Instruction

PRORATE 9XX ACCOUNTS

SOLUTIONS

~

Functions

( Process Prorate )

— <
( Lookup )]

DOT to prorate

Beginning date

Ending date

Posting date

Printer ID
Hold spool file
Print Both Sides

OnDemand

. SOLUTIONS

PROGRAM NOTES:

Create Auditors JEs

Engineers Payroll; Payroll Prorate

= -

7/01/2009 ~
6/30/2010 ~

0/00/0000 ~

1 Use this menu optioto procesprorates.
1 Awvoid prorating in the middle of a mon#és rot all of the deduadbns will have been processed.
1 Please checthe budget totals to see if the accounts are clearing as expected before continuing with

the next account to prorate.

Connected 08 Mar at 08:32 am as: LINDA [I]

S 2 A2 ? g

GG GEEID

+

1 If you receive a message/printout that says no accounts to prorate for an employee, you may have to

increase your date range.

FIELDS:

91 DOT to Prorate: enter in the DOT account to pr@atee DOT number must be at least 90se the
browse button or F4 Lookup to see available options.
1 Beginning Date: enter in the beginning date of the protdse calendar lookup or if not using
Solutions View, you may use F4 to loalp the calendar.
1 Ending Date: enter in the ending date of the prordtee calendar lookup or if not using Solutions
View, you may use F4 to loelp the calendar.
1 Posting Date: enter in the posting date of the profdse calendar lookup or if not using Solutions
View, you may use F4 to loelp the calendar.

options.*

Create AuditordEs:c h e c k
Printer ID: defaults to the job default printer. Use trense button or F4 Lookup to see available

the box to

create the

au d*

1 Hold Spool File: check the box if you wish the spool file to be held. This means that the
listing/report will not print until you release it. Otherwise, leave blank.*
1 Print Both Sides: select No toiptrsingle sided, select Duplex (bind on the long edge), or select
Tumble (bind on the short edge).*

iSolutionsé&0ll1l nc. E
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Engineer School of Instruction

1 OnDemand Options: select No to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OnD Only to send a copy Bee@and without printing.*

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F2: process prorate

F3: exit

F4: lookup key for available options

F24: set defaults

*. F24 capable fields

Lookupon DOT to Prorate

SOLUTIONS m
Connected 08 Mar at 08:32 am as: LINDA

S B2 A g2z ? ] x
Functions Engineers Payroll; Payroll Prorate
( Process Prorate )
( Lookup
DOT to prorate
Prorate DOT# Selection
Beginning date
Ending date Sel DOT Description YTD Amount
| 901 FICA & IPERS .00

Posting date 902 INSURANCE EXPENDITURES .00

903 VACATION .00
Create Auditors JEs

904 SICK LIVE .00 -

905 HOLIDAY .00
Printer ID
Hold spool file & o«
Print Both Sides " No @ Duplex " Tumble
OnDemand ® No < Pri&OnD <~ OnD Only

[ Exit )
. SOLUTIONS * E'

PROGRAM NOTES:

1 Doing the browse/lookupon the DOT to Prorate field will display the 900 accounts and their
respective yeato-date amounts so you can select which one you would like to prorate.

1 Double click or pace any character in the select field anelss enter to select a specific DOT number.

Mid Month Prorates:

1 You can do prorates mid month if necesdasyich as in June when checking budget and year to date
totals. If you normally remove prorates as your first step, you would want to removevftaipr
prorae as normal. Then do a proratenormal. Remove again before doing the entire
month/quarter/yearly prorate. Remember the auditor may have some payroll disbursements that are
still pending ones they only pay at the end of the month or ersdtond payroll of the month.
These amounts will not be included in your figures.

iSol utions-@011 1 nc E 1986
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Engineer School of Instruction

REMOVE PRORATE FROM ACCOUNTING

SOLUTIONS [I]
\ Connected 08 Mar at 08:32 am as: LINDA
S S0 A ? x
Functions Engineers Payroll; Remove Payroll Prorate
Lookup
From prorate# 00000 J
To prorate# OOOOOJ
Posting date 0/00/0000 ~
Create Auditors JEs ~
Printer ID P4 J
Hold spool file |_
Print Both Sides * No " Duplex " Tumble
OnDemand * No " Prt&onD " OnD Only
The prorate numbers can be found on the detail monthly
expense report next to the description 'PRORATE #'
-
. SOLUTIONS - @

PROGRAM NOTES:

1 If you wish to remove a prorate from accounting, use this menu option.

1 If you are unsure of the prorate numbers, you gahthem on the detail monthly expense report next
to the description O6Prorate #0.

1 Use the browse/lookup on the Fréthrorate #and ascreen will appear displaying all prorates that
have not been removed.

FIELDS:

1 From Prorate #: enter in the beginnprgrate numberUse the browse button or F4 Lookup to see
available options.

1 To Prorate #: enter in the ending prorate numhise the browse button or F4 Lookup to see
available options.

1 Posting Date: enter in the posting date of the profdse céendar lookup or if not using Solutions

View, you may use F4 to loelp the calendar.

Create AuditorsJEsc heck the box to create the audfitoros

Printer ID: defaults to the job default printer. Use the brows®i or F4 Lookup to see available

options.*

1 Hold Spool File: check the box if you wish the spool file to be held. This means that the
listing/report will not print until you release it. Otherwise, leave blank.*

1 Print Both Sides: select No to prinhgle sided, select Duplex (bind on the long edge), or select
Tumble (bind on the short edge).*

1 OnDemand Options: select No to print the listing as normal, Prt&OnD to both print the report and
send a copy to OnDemand, or OnD Only to send a copy to OnDenmitiodit printing.*

= =4

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)

iSolutionsé&0lll nc. E 1986
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Engineer School of Instruction

F3: exit

F4: lookup key for available options
Enter: to process any changes/updates
F24. set defaults

*: F24 capable fields

Browse/Lookupn the From/To Prorate #

SOLUTIONS [E

~

Connected 08 Mar at 15:14 pm as: LINDA

Functions Engineers Payroll; Remove Payroll Prorate
Eng Post Aud Post Create
Sel Pro# Date Description Date Aud JE Type
1266 2/28/2011 Engineers 903 Prorate # 01266 3/02/2011 Y P
1267 2/28/2011 Engineers 904 Prorate # 01267 3/02/2011 Y P
1268 2/28/2011 Engineers 905 Prorate # 01268 3/02/2011 Y P
1269 2/28/2011 Engineers 909 Prorate # 01269 3/02/2011 Y P N
1270 2/28/2011 Engineers 930 Prorate # 01270 3/02/2011 Y P
1271 2/28/2011 Engineers 999 Prorate # 01271 3/02/2011 Y P
1272 2/28/2011 Engineers 908 Prorate # 01272 3/02/2011 Y A

B ok [ Previous

.SOLUTIONS - @

PROGRAM NOTES:
1 Browsing or doing a lookupvhile on the From/To Prorate # field will display the all prorates eligible

to be removed.
1 All related information for the prorates is also displayed such as the prorate number, DGEF,numb
posting date, and whether auditor journal entries were originally created.
Putting a 6?26 in front of a particular prorat e
Double click or pace any character in the select field and press ensetdot a specific DOT number.

= =4
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Engineer School of Instruction

? on Prorate

SOLUTIONS

Functions

( Lookup )

. SOLUTIONS

~

Sel

Pro#

Prorate #

H 1266 DOT to prorate

1267
1268
1269
1270
1271
1272

OK Previous

Prorate date range.

Posting date

Create Auditors JEs

oK

Connected 08 Mar at 15:14 pm as: LINDA [E

Engineers Payroll; Remove Payroll Prorate

1266
9203
From To
7/01/2010 2/28/2011
2/28/2011

Y

reate

ud JE

<|l=<|=<|=<|=<|=<|=<

Type

» W ©W W TV © T

1 The prorate information screen will display the prorate number, DOT that was prorated, the date range

of

t he

prorat e,

i Sol

the engineer 6s

uti onse0ll1l nc.
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Engineer School of Instruction

FILE MA INTENANCE

SOLUTIONS Iy

~

Signed on 25 Mar at 09:31 am as: BECKY [E

Functions Payroll File Maintenance Menu

Prompt )
Export Data to Excel )
g OnDemand ) P Payroll Master File
Retrieve ) P Employee Default Accounts
My Reports ) P DOT & Auditors Account Xref
e ——— P Hourly History File
t Program Updates )
Public Inquiry )
P Sign Off
[ ] -
L Exit
. SOLUTIONS - E.E

iSol utions-@011 1 nc E 1986
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Engineer School of Instruction

Payroll Master File

SOLUTIONS

Functions

(7 Sort )

( Change view )
C

Subset

Connected 14 Mar at 08:08 am as: LINDA [E

Grid legend

D/NYTD Totals

Ve
A=ACH Info
C=Comments
I=Image Services

~
S B0 A@2 ? | x
Solutions - Payroll; Employee Look-up
Position to name

Opt Emp # Employee Address City
18134  Dave Barr 2630 - 495Th St Webb
18164  Bill Brask 1021 West 5th Street Spencer
18142  Frank Conner 1465 - 505Th St Linn Grove
18135  Charles Coody 222 East 4Th St Spencer
18214  Bob Dickson 3115 180th Ave. Spencer
18121  Terry Dill 4535 Hwy 71 Sioux Rapids —
18124  David Eger 922 East 12th St. Spencer
18207 Al Geiberger 4855 227th Ave. Sioux Rapids
18158  Gar Hamilton 1715 340Th St Everly
18156  Lon Hinkle 1125 East 18Th St Spencer
18157  Simon Hobday 2611 - 10Th Ave East Spencer
18145  Clyde Hughey 701 East Park St Spencer

[ Exit
+

. SOLUTIONS

PROGRAM NOTES:

)l
)l

Status information, Dates information, Rates information, Leave Codes, and Deductions.

T

Subsetting the Employee Master File allows yoadan for a partial name or address, subset to a

specific payroll cycle, you can pick and chose among the differguibgee statuses, subset to a
specific pay type, or you can subset by a deduction code, deduction type, or partial deduction code.

PROGRAM OPTIONS:

Use this option to do maintenance to existing employees or to inquire into their payroll information.
You canchange and set the view of the Employee Master file to disipgapxddress information,

T 2=Edit Empl oyee: enter a 0206 on the option fi

T 5=Di spl ayd t@e@nitrequiar & 5i nt @ noihpetcapabiittso y ee mast er

T T=QTD/ YTD: T6 et etrhea @pti on fi el d -tb-dateiadiogyearto-e t h
date information.

1 L=Leave Totalsenterad L & o n tdddoingyre intootmempl oyeeds | eave ti
informati on. I f it has been designated in t he
maintenance to the leave time information.

T A=ACH: enter an OAOG on the option fneld to ir

T C=Comment s: enter a 06CO6 on the option field t
particular employee.

T I =1l mage Services: enter an 01 6 to use the i me

FUNCTION KEYS: (You may use the Functon Key on the keyboard or click on the View button)
F3: exit

F8: sort by emp/#mployee name

F10: change view

iSolutionsé&0ll1l nc. E
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Engineer School of Instruction

F17: subset

Edit

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

~

Action

[
s B AP ? i x
Functions Payroll Master File Maintenance
Continue )
Lookup Employee ID# 18127
ST TR iame Last [cibert First [Gibby  Middie [ s [
mmmreereee—— i 1 [3660-190Th Ave Addr 2 [

City Spencer St 1A Zip 51301 - 770 Telephone
Sotial Security# 486-20-6770 Sex [M race [o  Drvers Licensex

Status

Job Title J Eng. Payroll v

Employee Pay Cycles IPERS QOcc

Status Type 1 2 3 Code Code Grade Step Func Cat Dept

Fod  Fed @ G e A B Al 2 [
Dates Rates

Birth [2/03/1959 | Benefit [ amerges -] saiary [

Hired [ 42611993 ~| Term/Ret [ omoiooo -|j reg | 1008 or | 28620  DbI [ 38180

¥rs of Service 16 | |A\l Wages | Long ’—
| Taxable MonCash lﬁ

Federal & State

State Marital Status # Exemptions Exempt from- Extra Withheld EIC
Table Fed St Fed State 8S Med Fed St Federal State Elig
1A M M o 0 - r r r 15.00 r

. SOLUTIONS - @@‘

PROGRAM NOTES:

1 This option allows you teditt he empl oyeeds master file. The
sectionsf the employee master file you have access to.

f You may view a fieldbs change history by with

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F8: field history

F10: action

F12: previous

Enter: continue

iSol utions-@011 1 nc E 1986
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Engineer School of Instruction

2"4 ScreeARegular Deductions

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

~

Functions Payroll Master File Maintenance

Continue Employee ID# 18127 Name Gibby Gilbert
4 Employee Deductions

Lookup

Code Description

Ded 1 Roo1 CR UNIOMN

Cyc 01 Amount Cyc 0z Amount Cyc 03 Amount

Field Hist

Action
Ded 2 C101 BCBS EMPFL 57.48
Ded 3 R234 Union Dues
Ded 4 CH00 DENTAL INS 28.52
Ded &
Ded &

Ded 7

|

|

|

|

|

|

|

|

Ded 8 |
Ded 9 |
Ded 10 |
Ded 11 |
Ded 12 |
Ded 13 |
Ded 14 |
|

Ded 15

Garn. %DSP Up To Per/PP Balance

. SOLUTIONS - @Eﬂ‘

PROGRAM NOTES:

1 This screen displays the regular deductions and garnishments assigned to the employee.

T Depending on the set wopfileijyou maytbe able 1o dpdatescihange thep a y r ¢
deduction code information

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F8: field history

F10: action

F12: preious

Enter: continue

iSolutionsé&0lll nc. E 1986
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Engineer School of Instruction

39 Screed Other Shared Deductions, Health Insurance Deductions, and Auditor Account Numbers

SOLUTIONS

Signed on 25 Mar at 09:31 am as: BECKY [E

~ >

Functions Payroll Master File Maintenance

Lookup Employee ID# 18127 Name Gibby Gilbert
Accept Shared Deductions
FldHst Code Description | Cycle 01 | Cycle 0z | Cycle 03

Other Shared Deductions Emp/Shr Corshr Emp/Shr Corshr Emp/Shr Co/sShr
MoreAcct# ‘ P ‘ P ‘ P
P ——— 0sD 1 [Eoo4 Colifelns 2.30
Action
— 0sD 2
0sDh 3
0sD 4

Health Insurance

Hith 1 HE20 UCFM1500FL Hith 2 HOD3 DNTEMP/FLX Hith 3
Hith 4 Hith 5 Hith &
Account Numbers  —— Seq 01
Percent 100.00000 (5 Decimal) This Must Total 100 On All Subsequent
Gross 20000 07000 100 20 Records - The Default is 1.0 For Reg.
FICA 20000 07000 110 20 IPERS 20000 07000 111 20
Hith1 20000 07000 13 20 HIith2 20000 07000 118 20
Hith3 Hith4
HithS HIithe
0sD1 20000 07000 112 20 osD 2
OsD 3 0sD 4

GEID GCIT GEIED

. SOLUTIONS + <

PROGRAM NOTES:

T This screen displays the Other Shared Deduct i c
account numbers.

T Depending on the set up in the auditords payrc
deduction code information.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup available ogins

F5: accept the record

F8: field history

F9: more account numbers

F10: action

F12: previous
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T=QTD/YTD

SOLUTIONS

Signed on 25 Mar at 09:31 am as: BECKY [E

~

x s 2O AP ? | x
Functions Payroll Master File Inquiry - QTD & YTD Information
E3]
Continue ) Employee ID# 18127 Name Gibby Gilbert -
Field Hist 1/2010 Quarterly Totals
’ Wage Grs 4027.42  Tax 4572.07 SS 4783.95 Med 4783.95 IPER 4027.42
EIC
Earn:No Tax No IPERS Fica Only TNC
Whold Fed 515.81 State 239.00 8s 296.61 Med 69.36 IPER 211.88
2010 Year to Date Totals
Wage: Grs 4927 .42 Tax 457207 8S 478395 Med 478395 IPER 4927 42
EIC
Reg 305280 OT 170290 DT 171.72 otnr Lng
Earn:No Tax No IPERS Fica Only TNC
Whold Fed 515.81 State 239.00 8S 296.61 Med 69 .36 IPER 211.88
Net 3416.79
Deductions
QTD YTD QTD YTD
c1o1 BCBS EMPFL 114.95 114.95 R234 Union Dues 34.50 34.50
C500 DENTAL INS 28.52 28.52
-
. SOLUTIONS + @
PROGRAM NOTES:
T This option all ows you t oto-date@ndiyaae-date payroll totals. e

The deduction totalare also shown.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
3: exit

F8: field history

F12: previous

Enter: continue
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Engineer School of Instruction

L=Leave Time

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

~

[y
s Be aAa@®2 ? i x
Functions Solutions - Payroll; Leave Time Maintenance
( Continue )
(7 Lookup ) .
< Employee ID# 18127 Mame  Gibby Gilbert
( Field Hist )
(  Leave Detail | cenefit date 42611093 =
Leave Code 1 2 3 Earmed - Used = Balance
vacation VACEN J v v = [ 720.00 [ 666.00 [ 54.00
Pers Day PEREN ..| ®» & W [ as00 | 4000 | 8.00
- rr r [ [ [
Sick Pay SICKU J 4 = r [ 928.00 [ 8.00 [ 920.00
I | | \
- rr r [ [ [
. r rr r [ [ [
Comp Time | | ‘ Max 5.00
-
. SOLUTIONS - @@‘

PROGRAM NOTES:
1 This option allows you to display (and do mainteman i f t he audi tor és cont
accordingly) the leave time information for the selected employee.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F8: field history

F9: leave detall

F12: pevious

Enter: continue
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A=ACH Information

SOLUTIONS . [E
\ Signed on 29 Mar at 07:46 am as: BECKY

Functions Solutions - Payroll; Employee ACH Maintenance
Continue
Field Hist [
/ Employee ID# 18127 Name Gibby Gilbert
ACH Status A (AD)
Acct
# Routing # Acct/Bank Name Account # Typ ACH Date Amount
R 273970682 + MNorthwest Bank 85412541 Cc + 1/25/2010

2 273975991 + Telco Triad Savings 12134 S o+ 1/25/2010 350.00

3 000000000 + + 0/00/0000 .00

4 000000000 + + 0/00/0000 .00

= 000000000 + + 0/00/0000 .00
An ACH prenote will be created for all employees with an ACH Status of
‘A'ctive and the ACH Date is zero/blank. It is suggested that an ACH
prenote be created and checked for all new ACH employees or if any ACH
information changes.
An ACH paycheck will be created for all employees with an ACH Status of
‘A'ctive and the ACH Date is not zero/blank.

-_T
. SOLUTIONS + [«

PROGRAM NOTES:
T This option allows you to inquire into the emyg
capable.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View bition)
F3: exit

F8: field history

F12: previous

Enter: continue
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C=Comments

SOLUTIONS

Signed on 25 Mar at 09:31 am as: BECKY [E

~

Functions Solutions - Payroll; Comments Maintenance

PR e}
[ AcceptComments ) P
( Print ) Employee ID# 18127 Mame Gibby Gilbert

10/06/2009 15:30 Dﬁu:llons section(s) have been modified by ABASCHKE

10/06/2009 15:32 ACH information has been modified by ABASCHKE

3/01/2010 735 Accrued Leave Time has been modified by BECKY

3/25/2010 1414 Dates & Rates section(s) have been modified by BECKY

3/25/2010 15:05 ACH information has been modified by BECKY

]
- [ ok
. SOLUTIONS + <

PROGRAM NOTES:

1 This option allows you to view the comments pertaining to the maintenance of the selected employee.
Comments are generated automatically each time a $iellanged in the employee master file.
Manual comments can also be added for tracking purposes.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F9: accept comments

F12: previous

F21: print
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Employee Default Accounts

SOLUTIONS . [E
Signed on 25 Mar at 09:31 am as: BECKY

5 s 2o a@Pz? i x
Functions Engineers Payroll; Enter/lUpdate Employee Default Accounts
Lookup
Employee J
. SOLUTIONS + &

PROGRAM NOTES:

1 This option allows you to set up default accounts for employees. If you have employees that
generally work out of the same DOT numbers, you may want to utilize this option.

1 During the actual payroll process you auerride any information entered here.

FIELDS:
1 Employee #: enter in the employee number that you wish to work with.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit
F4: lookup key for available optns
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nd
27 Screen
St \ Signed on 25 Mar at 09:31 am as: BECKY [E
s B AP ? | x
Functions Engineers Payroll; Enter/lUpdate Employee Default Accounts

Lookup

Delete ) Employee # 18127 Gibby Gilbert

Other Earnings

Account
Seq DOT oBJ PRJ

1 [s20 ..|[ 100 [ 000
2 [a1 ..|[ 100 [ ooo
3 IEJ 100 | ooo
™ i
s [l

E/R Equp/Road Type E/R Description

-
-
-
-
O
I ™
e [
oo [T
W AT

AT
e o o
S8 ) R S ey e
clhrbbbi bbbl

(i W rreviows W ok

. SOLUTIONS * @@‘

PROGRAM NOTES:

1 Enter in DOT numbers that the employee generally works out of. You can also enter in a percent of
the hours that the employee will work out of the selected accounts.

1 Again, this information can be overridden during délctual payroll process.

FIELDS:

1 Account #: enter in the DOT number/s that the employee generally works dugsethe browse
button or F4 Lookup to see available options.

1 Pct: enter in the percentage that the employee works out of the selectetuDOars.

FUNCTION KEYS: (You may use the Function Key on the keyboard or click on the View button)
F3: exit

F4: lookup key for available options

F11: delete

F12: previous
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Example of Enter Pay Detail Screen on Employee with Default Hours
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