ASolutions, 0 | nc. Payrol |l Il nstructi

SOLUTIONS VIEW IC ONS . .ottt ettt e et e s emmmr e s e s e ene e 4
PAYROLL MAIN MENU ..ot eeem ettt et et et e s meme e e e s e e s e ensanens 5.
PAYROLL PROCESSING MENU ...ttt ettt ettt e e e e e et aames s e et e s sae et aaeraaeenan 6
SELECT EMPLOYEESBCYCLES TO BE PAID ... ciuueituieitneesussssiseessssssssnssssnsessssssnsssnmssnsessesesnsesnssd
ENTER EMPLOYEE PAY IETAIL eueututiuieuentensensenssmmeseaseassaseassassaseassa s mm—sea s s senssnssnsenssnssnssmneens 9
o N =TT =T = T T =3 14
PRINT DETAIL REGISTER 1ot tututtuttututeaseassassmmeseassaseassa s s sea s st st mm—s s s s s s s sas s ssnssnssnssmmnesssnesnss 16
PROCESS PAYROLL DETA outiuitiitiitiitiit ittt iemcreseata ettt tsta et raea et traseaeessraeesinnrraeens 18
PRINT WARRANT REGISTERS .. tuittuitiuitttuettnesiemteass s sa e ss st ss et am e sttt seastsestrenssimnraes 23
PRINT DEDUCTION REP B TS .t ittititiitintititesimmereaeseatesesteseses s easesseareareaeeasinressrnnmrenses 27
PRINT PAYROLL WARRANT S ..ttt et ttuttt ittt ttasssea et samseass e ss st ss e ss et am e sttt reasssessrenssinnrrnses 29
SAVE & UPDATE PAYROLL DETAI e tiuuiunitiitietitiiteee s eesseeae et seassasssssses s mmnrassasssessesesnsensenns 33

y 01 (0] o Lo F A Lo TU T F= L = 1 =S 36
Enter AUAIt NUMDEIS USEM......... ittt e e et e e e et e e e e s seeme it s e st e s eaa e s st esesann 37
LEAVE TIME ADJUSTMENTS FILE MAINTENANCE ....euttuttuttntetetesensemaesesessssassnsssssssanesnsens 38
PAYROLL HAS BEEN STARTED & YOU NEED TO MAKE CHANGES ... c.iviiiiiiiiiiieeeee e eemeeee e eaeans 42
@ 1 PPN ¥
PAYROLL FILE MAINTEN ANCE MENU ..o eeeemneenn 4D
EMPLOYEE MASTER. .. cuttutttstensessensensiemsrenssnsensensensensensensemmssensensensensensensensensemmmeensensensensens: 40
ChaNge VIEW OPLIONS .....ciiiiiiiite ettt teeet ettt e e e eaetee et e e e e e bb e et e e s e s bt beaasbb e e e e e e annbbe e e e e s e annbbnennsbeeas a7

ST 0 o =T =Y TP 50
] o [ = ] 0] (0} VZ=T=T AN [o N =g o] (o ) =T = O 51
IO 1A' 1 5 TP 60
] o U 2 USRS a2

(I Y= AV ST 1) = | Y 63
Py N O o I 1) (0] 1 1= (0] o T 65

L@ @011 01 1 111 ] £ 66
EMPLOYEE DEFAULT HOUWRS. .. cutitititititi ittt immeeeae et seaseasesseasessea s smmreasensenseasensenseneesssnnnrenses 67
CONTROL FILE et ettt ettt et e e et e e e e e e e mmee e eaesaaeaneaaaanas 69
Unemployment CONEIOl FlB..........uiiiii et e e e 72
Y Y = =S 74
7@ 1T PP PTNUTTRPRPTRPRRY & 4
(OO i DT =LY 08 == 0] N 78
DEDUGCTION CODES. 1t uttitutnttntatttasstnsemetensssetassentsstassta am—re et tats ettt an—resnrsasnrenenses 80
A CH B T ettt e e et e e et e et ettt et e ettt e ettt ettt aeatee e e et e n e e et e e eaeae e e et e neeenen et 82

[ I Y/ o T 1= To (W od 1 0] g KSR o] =Y o R 83
Deferred COmMP DEAUCTIONS. ......c.coiiiiiiiii et ieeeit ettt et e et e e e e st bt e e e e s s s neeassbbeeeeeessnbbeeeeeeeaane 84
IPERS OCCUPATIONAL ©DES. .. .. iuiuiiuinieeene e emmee e et e et e e e e e sea et s mmme s s s s s sea s s ssasensanssmmneens 85
0] 0TI ST o =3 = 111 T 88
N o T I 1[PPI 89
(] =T [ a0
DEDUCTION ADJUSTMENTS 1. tuttttntuentnsenenssntnssimnmessensssesssenssssssssamennsssessseessreetraerimeeen 92
DEDUGCTION REFUND. ... tuetituitatteeeeeaee e eem s s e s e e e s s e s e s e s e smmm s s e s s s s e s s s s st smmmssnsanssnsnnes 95
IPERSREFUND/CATCH UP . .ctiiiitiiie it e tte et e sttt ee st se st sa st s s e s smaesssasssan s sansesansasanssnnmeanss 102
IPERS REFUNDL. ... .oiiitiiitie ittt ettt et e e et s e ee et e et e e sae e e saeeeete e s sreatesateesateeseeeeseeeessssennssneesreas 103
IPERS CATCHURP..... .o ettt et e et e e et e s et e e et e e s e eete e s aeesaaeeeteeesaeeeseeenmssneesans 108
VOID PAYROLL WARRANT Lttt ittt ttettasaesssmmea s sasa s e te e s sasas s am—easasasssarserarssnsnssrnnarnsnsns 113
Y I G - = 115
STATE TAX TABLE/UNEMPLOYMENT MAXIMUM .vutirnirneeneensesnsenesmmmeeensesnssseensesnsesnsermerennss 116

ASol uti oM2@&0 E 1986
1



ASolutions, 0 | nc. Payrol |l Il nstructi

o N - = I P 119
ENTER/UPDATE CHECK DESIGN ....uuuiiitiiiiiteee it ceeeeeseteeeseaeeesaaaesssbmmmsasesetaessabaesesannns 120
7@ 1 121
LISTINGS MENU .ot ettt e e et e e e e e e e e b e aa s mmr s an e b e eaeenss 122
EMPLOYEE MASTER ... tttueitttieeetti e eetmms e e eetaeaeet s e e eet e e ammme e st s e e est e e e esan e eee s eeee s eeeennn 123
Detail Master File LISTNG........ceiiiiiiiiiiiee i ieee ettt rtee et e e e sttt e e e e s rmeee s ssbb e e e e e s anbrneeeeenne 124
SuMmMary Master File LISTING........cuuuiiiiiiiiiiei ettt rmee bbb e e e smme e s e e e e e e e nnees 127
6= o =] PO PR 129
INDIVIDUAL EARNINGS SUMMARY .outitititittititietessimmmeeseessesseseesessreseesrnmmreseessenseneeseeneennes 133
INDIVIDUAL EARNINGS SUMMARY BY FUND/DEPT.....uuuiiiitiieiitieesetsimreseessssneesessnsesessnsesennnees 136
EMPLOYEE HOURS REPOR. .. cuuititititititesimmmiesesesessessssseseess nmstessessesseseessesseneessrnnmeenres 138
EMPLOYEE HOURSWAGES REPORT ... .ccuuuuiiiitteeittiessimmnssseesssnessstessssnimmnsesssnsesssnsesenns 140
EMPLOYEE WAGE LISTING .. etteuiiutiuiitiitteae et et cemmaeea e eaeeaseaseaseasea s essmmms s eaeeaseaseaeeneensensesennnsenss 142
EMPLOYEEWAGE LISTING .1t itiiitiiiiiiiiiee et ires s s e s eeas st e et s essnemes s s sassan s et ssnsesnsssssnnnsnsns 143
MALE/FEMALE GROSS WAGES BMMARY ....cvuiitniiitniestneessssienmesessssssnesesnsessnsssimmsssssnsssnneees 144
EMPLOYEE GROSS WAGESUMMARY ..tutituiitiiitietniiteetinmmtesttessetestiesntssssnnnssssnesniesneesnnen 146
GROSS WAGES BY MONTHIPERS COMPLIANCE REVEW) .....cuuvurrriiisseaeeeeeessssmnnnnseaaeaeeeasaneens 148
LEAVE TIME EARNED/USED REPORT ... ccuuuuiitttuiisttnessrmmmtsnesssneessssessesnsssmensssssesssseeessnns 150
LEAVE TIME BALANCE REPOR T . ittt ettt e e e eem s s s s e s e s e s e ens 152
DEDUCTIONS BY VENDOR ..euuitutittettetnttneesnimnmtesesessessetassnesssinnntsesnessasetmeetiesmesnsrnnssennees 154
DEDUCTION TOTALS WITH DATES. et tttuiunieueenitnesssmmsseasssssnsesnsessenssmmssssssssnsesseessesnseanses 156
EMPLOYEE DEDUCTION TOTALS. .1utttuittitttttutetettssmmiessesnsesestesnsssnsimmtssessaesnsessesaeenneren 158
EMPLOYEE DEDUCTION CODETAMOUNTS . ...uiittiitteitieeetneestimseessanssesessnsssansssnssmnnsanssssnsees 160
DEDUCTION TOTALS BY FUND/FUNCTION ....ivuuniiiitueeiesneesssmsesssssnsssssnsesssnnesssnnmsesnsesesnnnns 162
EMPLOYER PAID BENEFITS. .cueiiiiiiiii ettt e e e e st emm st s et s et e e e s e e e snmeens 164
GASB A5 INFORMATION LISTING .1uetuittitniitneeteesesmresessssnsesessesnsesnessimmnesnsssssnsesnestaeensesnns 166
7@ 17 PP 168
INQUIRY MENU .ot eee e e e e e e et e e et e ammmea e e aaeeeneeens 169
EMPLOYEE INQUIRY ..itiiiuiiiiiiiiei et e et e et et e et e e e et e e e e mmee e e et e et e e s ean e et e samnesseanennnns 170
EMPLOYER PAYROLL EXFENSES. ... cuuitttittittneetettssmmiessesnsetestesnsssnstmsessnsssassnsesnsesneesnesen 178
EMPLOYEE COUNT BY STATUS . ittiitiiitiiiieieett et iematss s et s et s enseanses s smmns s et sssssenssbnseasensssnn 181
MONTHLY/QUARTERLY RE PORTS MENU........ccoiiiiiiiiieeeeeeee e eeees 182
IPERS MONTHLY REPORT .. cuttuittutittnenenemmmeeaseaenseaseaeasensen s mmeesnssnsenssnssnsenssnssnssmmmssnsenss 183
OcCUPALIONAl COUE TOUAUS .. .eeiieiiiiiiiie ettt e et e e e sttt e e e e s ee e e b bbe e e e e e s anbbaeeeeeeanes 187
TRANSFER QUARTERLY DT ALS . tuttittitiettttete e et aem s s e e e e e aa s e et s s snmmsa st stastasssteenaeanan 189
UNEMPLOYMENT REPORTELECTRONIC FILE ..vuuiituiitnieetneesinsseimesessnssenesssnssssnssssnsmensssnsssnns 190
QUARTERLY WAGES ANDWITHHOLDING SUMMARY ...tuiittituiiniitneenesniemnsesnessesneesnsssneessrnns 195
QUARTERLY TAXABLE WA GE LISTING ..tutuituitnieteetsensrmesssnssssensssnsesssnsssmmnsensstnsesnsenssens 197
FEDERAL/FICA TAX LIABILITY tuuiituiiuteetuteetnesstnssemmssnseesnssssnssessssnes mmnssssnsessnesssneessnsessnnes 199
QUARTERLY 94 L WORKSHEET. ... ttttiitteitieeetneestmseeestneeetneestessnessnsamnnsansstnsessnsesnessnnessnnns 201
QUARTERLY TOTALS MAINTENANCE ....utttteteteeteet et eterema et e eteeaa et s et esast s sssmemtesseaeeaeeeeeneenns 204
7@ 1T PP 206
YEARLY REPORTS AND W -2 MENU ....oniii e 207
TAXABLE WAGE LISTING ..euttuttuituitnteneensensenimmnnssnssnesnssnsenssnssnssnsmnnsssnssnssnssnssnssnesnssnsmnnnesnssns 208
107N =] =1 =T ] = i 1 PP 210
YEARLY PAYROLL MASTER FILE MAINTENANCE . ...ctuiitittiiteitieetesmmieeneeansesesnssnsesnsrmnneeanss 212
YEARLY CONTROL FILEMAINTENANCE ...uuitutitneitiettierneetneenmeeteeneesneernestaesnssnmseesnsesnsesneenss 215

ASol uti oM2@&0 E 1986
2



ASolutions, 0 | nc. Payrol |l l nstruct.

EMPLOYEE COUNT FORWV Z2S ...ttt ettt ee e ettt et e et et e emm et ea et et et st st e e anmnns 216
RV Y2 Y = 1 217
W-2 CoNtrol File MainNtENaNCE........oiiiiieiie it e e e e e eeeme et e e e e st e e e e e abaa s sraeseesesaba e eseebanss 218

LOf (Yo (eI A /22 = 219

LAY 1 I 1oV PO 220
AV 1 SN 1Y F= 1] | (<Y F= U g Lo < TR 222

[ 1 LAY o T 225
Create W2 Magn@iC Media fOr SSA.......u i i reee e 226
PURGE INACTIVE EMPLOYEES. .. .uiuituitutnituenenemmeeeneasenssasansenssnssnssmmessnssnssnssnssnssnssnssnssmnnes 227
AUTOMATED CLEARING H OUSE (ACH) MENU ......ccooviiiiiiiieeeis e 229
EMPLOYEE MASTER(ACH) ...ttt ittt eeeieeeeeeetitttmmme e e e e e e eeeeett it s smmms s e e e e e e e e e e e e amannn s 230
Py N O o I 1] {0 1 1= (0] T 231
ACH CONTROL FILE ..t uiuttuitituiutteseentnssirmmessenss s sasesa s sass anm.s e sastassresassssssamnnntrrsssensnen 232
ACH Control File for PAyroll ChECKS..........ocuiiiiiiiiiteeetie ettt eeaneneeee s 233
ACH/EFT VENDOR LISTING. .ttt ttttutetuneestnstsnsesmmssesasssssessasessnsessammessssnsssssssssesnssessimnnrenes 234
CREATE ACH EMPLOYEEPRENOTE FILE . iuituiuitiuitinssensssimmetssssssssnssesnssssnssninmessseassssnsnsens 236
CREATE ACH DISBURSENENT PRENOTE FILE ..uiuuituititiiietietesemeesseeaetasssesssssesnssmenessssnees 237
TRANSFER ACH PAYMENTFILE TO PCuuitiiuitinitinisienesenssmemsseassssnsssenssssnsssenssmmntssnssssnsssensssens 238
PAYROLL WEBSITES MEN U .ottt eeme e e e e 241
20 YEAR END PAYROLL CHECKLIST ..o eenmeans 242

ASol uti oM2@&0 E 1986
3

(



ASolutions, o0 | nc. Payrol |l l nstruct
SOLUTIONS VIEW ICONS
‘_: Exits the Program and Displays the technical
! signs off the user information from the
screen

Skin Choose¥ allows Exits the

users to pick a color screen/program

and/or right side functions

Starts remote support to Clicking on this logo

allow Solutions on your
PC

. SOLUTIONS

will take you to
WWW.GMDSOLUTIONS.COM

Launches a new window

Adds an icon to your

L desktop for your
preferred screen size,
color, and/or layout.

I=l Print screen v Scales the screen size

— ¥ up

Copies screen text to j‘ Scales the screen size
clipboard - down

Refresh the screen

[ ] o=

If you have a printer
session running, you
will see this icon next tq
the command line box

Show the help text for a
field if applicable

=D ED B

Navigation buttons

Functions

Add
Sort

View )
Select Records 1
Set Defaults 1

Available functions for the
screen you are on

H=AP His
N=Drainage

Sulfile options or
program options. You
can right click on the
subfile items to use an
option.

fiSol u

t i oii 8040 E
4

1986

(


http://www.gmdsolutions.com/

ASolutions, 0 | nc. Payrol |l Il nstructi

PAYROLL MAIN MENU

SOLUTIONS

Signed on 04 May at 11:45 am as: QSECOFR [E

~

3 -
S Lo a@z 2?2 x
Functions Payroll Main Menu
— 3|
( Prompt ) 7
( Export Data to Excel )
[I‘ OnDemand -‘) P Payroll Processing Menu
( Retrieve Y
(:' My Reports '1'\} P File Maintenance Menu
— P Listings Menu
List Program Updat:
E_;;#_:‘! P Inguiry Menu
( Public Inquiry )
P Monthly/Quarterly Reports Menu
P Yearly Reports and W-2 Menu
P Automated Clearing House (ACH) Menu
P Payroll Websites
1 -
€3]

(i Wereviows W oc ]

L SOLUTIONS * @&i‘

1 Availablefunctions on thenenu screensiclude:

0 Export Data to Excelallows you to build a spreadsheet directly from your data on the
iSeries.

0 My Reports you can viewyour reports/listings as PDF, .txt (in Notepad), .doc (opens in
Microsoft Word), oras an HTML item.Once theeport/listingis in text format you can
modify the spool the file, save it to your PC, and/or emaiYdu can email a pdf directly.
You may alsachange your printers, view, hold, release, and deletergports/listings here.

o0 List Program Updates this will take you to fAiSolution
updates that have been podimdthe modile with the most recent listed first.

0 Public Inquiry: this function allows direct access to the public inquiry menu.

o Download Pgm Updateghis will download any pendingrogramupdates for the module
you are in. This optiononly appess when there a updates available.
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PAYROLL PROCESSING MENU

SOLUTIONS - \ Signed on 04 May at 11:45 am as: QSECOFR E]

Functions Payroll Processing Menu
p E3]
[ Prompt B
( Export Data to Excel
( onDemand ) v P Select Employee/Cycles to be Paid 05/04/10 15:32:25
( Retrieve
(1' My Reports P Enter Employee Pay Detail
— > Print Edit Proof
t Program Update
b Print Detail Register
Public Inquiry
P Process Payroll Detail
b Print Warrant Registers
b Print Deduction Reports
= Print Payroll Warrants
P Save & Update Payroll Detail
1 -
&3]

T CETD GXED

4 p ® Last option was: 1. Select Employee/Cycles to be Paid

. SOLUTIONS +* @[:'_f

1 If you have completed a payrgltocessingtep, acheckmarlkwill appear to the left of the step to show
you have processed that st the date and time it was last completed will be to the right

SOLUTIONS 4 \ Signed on 04 May at 11:45 am as: QSECOFR [I]

Functions Payroll Processing Menu

Prompt : l}
‘ OnDemand ) P Leave Time Adjustments File Maintenance
Retrieve
My Reports P Sign Off
List Program Updates

Public Inquiry

(E

[ i Wrrevious J ok ]

4 » P Lastoption was: 1. Select Employee/Cycles to be Paid

. SOLUTIONS + @&j‘
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SELECT EMPLOYEES/CYCLES TO BE PAID

SOLUTIONS g Y

~

Connected 05 May at 08:03 am as: QSECOFR [I]

Functions Polk County Extension - Payroll; Select Employees/Cycles To Be Paid

Lookup

Cycle 1 J
Pay Period
Beginning date ‘ DIDUJUUDDj
Ending date \ 0/00/0000 -|
Write salary records F
Employee J {Optional-Single Processing)
Employee Status (Optional)
Printer ID P4 J
Hold spool file F
Print Both Sides + No " Duplex " Tumble
OnDemand &+ Mo  Pr&OnD
. SOLUTIONS L I'd"l

PROGRAM NOTES:

1 Use this option to select which employees or a single employee that is to be paid this payroll.

1 You may rerun this step if you have numerous cycles to be paid this payroll.

9 If you selected the wrong cyclegy can rerun this step. You will not have to rekey any pay detail
information in step @ Enter Pay Detail You may need to key in payroll for new employees from the
selection.

1 If you had selected cycles, went intotaurly employee master file madea&e or account number
change, and then reselect cycles, the original information in the pay detail (step 2) will not change
automatically. You either need to delete and then reselect just that employee or manually make the
changes in step 2.

1 If you wouldlike 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 will not have to rekey it each time. F24dBeare notedhroughoutthebooky an 6* 6 at
of the field description.

FIELDS:
1 Cycle: enter in the cycle you wish paidse the lookup/browse button to see available optitihgu
are paying more than one cycle, rerun this step for @ah. Cycle 99 is an option if you would like to
run a payroll without any additional deductions or leave time considerations. Cycle 99 will only deduct
federal, state, FICA, and IPERS withholdings.
1 Pay Period:
1 Beginning Date/Ending Date: enter irettlate range of the pay periogluding weekendsThere
should not be any gaps in dates between pay periotserwise, leave time may not be accrued
correctlyif you are accruing on an annual basis
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Write Salary Recordscheck the box you wish towrite the salary recordsiriting the salary records
means that detail recadre created for salary employees and unless there is a change, additional wages,
or leave time used to be entered, you will not need to go into their pay detail rd€gmis.choose to

write the salary records, this will split the salary amounts by their respective percentages into separate
sequence numbets.

Employee: enter in a specific employee number or leave the field blank to include all employees within
the selectedycle. Use the lookup/browse button to see available options.

Employee Status: enter in a specific employee status or leave the field blank to include all employee
statuses within the selected cycle.

Printer ID: defaults to the job default printersdthe browse button to see available options.*

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

Print Both Sides: select No to print single sided, s&egiex (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 copy to OnDemand without printing.*

Payroll Cycle Deduction Report (Sample)

DATE -  1/06/03 PAYROLL CYCLE DEDUCTION REPORT PROGRAM - PPLO21
TIME - 16:13:34 PAGE - 1
CYCLE EMP # NAME SALARY THESE DEDUCTIONS ARE SCHEDULED TO BE MADE THIS CYCLE
01 5000 Becky Oppedal * H C101
15117 Thomas S Nigel * H C700
15120 Deanna R Wilson - Eckert * S G001 0003 R001 R002 RO03 R0O04 D092 R005 C700 C800
15130 Curly C Wiggle *H D092 C700 C800
15131 Darrel L Zinger * S C500 C301 C700
15134 Carol J Richardson S D092 C500 C700
15137 Donald K Morgan *S C301 C700 C500
15138 Kendall L Patterson S R0O05 C500 C700
15139 Mavis E Blanket * H C700 C800
21000 Francis G Hanson * H G001
21001 Ronald M Huntoon H

ASol uti oM2@&0 E 1986
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ENTER EMPLOYEE PAY DETAIL

HICESS Connected 05 May at 08:03 am as: QSECOFR E]
s B_e Aa@2? i x
Functions Polk County Extension - Payroll; Detail Entry for Period
Sort by emp# :) [
Solect Al ’f) Position to name ||
 Show/Hide Detall 7:‘)
;Tf’ Oopt Emp # Employee Typ Dpt Cycl Date Range
1 Jeanine Baldwin s 01 5/01/2010 5/15/2010
4 Adam Daley H o1 5/01/2010 5/15/2010
5 Sheena Evans H 01 5/01/2010 5/15/2010 .
6 Mary Farlow H 01 5/01/2010 5/15/2010
8 Robert Ford H 01 5/01/2010 5/15/2010
11 Albert Gregory H 01 5/01/2010 5/15/2010
13  Lee Halverson H o1 5/01/2010 5/15/2010
15 Christa Hanson H 01 5/01/2010 5/15/2010 Il

16  Philip Heckman H o1 5/01/2010 5/15/2010
17  Virginia Hunnell H 01 5/01/2010 5/15/2010
Grid legend 40 Amber D Kuecker H 01 5/01/2010 5/15/2010
21 Barbara A Letourneau H 01 5/01/2010 5/15/2010
23 Amy L Marek H o1 5/01/2010 5/15/2010
24 Jeffrey E Martin 1 01 5/01/2010 5/15/2010
22  Laureen B Mils H o1 5/01/2010 5/15/2010

L __Exit B Ok __J

. SOLUTIONS * I:._I‘E'_f

PROGRAM NOTES:

9 Use this option to enter in the specific pay detail information for selected employees.

9 This screen allows you to verify the cycle/s and date range/s selected for this gaymllselected the
wrongcycle, you can simply reselect the cycles.

9 This screen displays all active employees who match the selected cycle and status criteria entered on step
1, Select Employees/Cycles to be Pdid/ou delete an employee here, it only deletes them from this
payoll. It does not delete them from the Employee Master File.

M To enter in the informati on, put a 6206 in front

1 You can @her position by employee name or employee number.

1 The list can be subset Bganningfor a speciic name, a string of characters, an address, social security
number, department, payroll cycle, employee status, or pay type.

FIELDS:

91 Position to Name/ Emp #: enter in a specific name/number or scroll through the list to find a specific
employee. If pu are positioning by name, you need to enter the name in the format of Last Name, First
Name or simply enter in the first few characters of the Last Name. If you are positioning by employee
number, it will position to the exact number, if found, or tegtmumber if an exact match is not found.

PROGRAM OPTIONS:

1 2=Update Emp: put a 2 in front of the employee/s you wish to enter in payroll information for. If you
wish to select all employees, prégsS el ect Al |

1 4=Delete Emp: put a 4 in front of the eimyee/s you wish to delete from this payroll. It will not delete
the employee/s from the payroll master files; it will only remove them from this payroll batch.

7 C=CalcNetenter a 0C6 in front of the empl oYemeds you
select more than one employee at a time.
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Show/Hide Detalil

Sl y Connected 05 May at 08:03 am as: QSECOFR E]
~
N s B ag@z ? i x
Functions Polk County Extension - Payroll; Detail Entry for Period
Sort by emp#
Select Al Position to name ||
Sho de Det:
Subset Opt Emp # Employee Typ Dpt Cyd Date Range
g 1 Jeanine Baldwin s 01 5/01/2010 5/15/2010
Salary 2153.85 Mo IPERS .00  Tax Noncash .00 Othr Ern .00
Reg Hrs .00 Al Hrs .00  OT Hrs .00 DT Hrs .00 .
4 Adam Daley H o1 5/01/2010 5/15/2010
Salary .00 No IPERS .00 Tax Moncash .00 Othr Ern oo
Reg Hrs 62.00 Alt Hrs .00 OT Hrs .00 DT Hrs .00
5 Sheena Evans H 01 5/01/2010 5/15/2010
Salary .00 Mo IPERS .00  Tax Noncash .00 Othr Ern .00 I
Reg Hrs 10.50 Alt Hrs .00 OT Hrs .00 DT Hrs .00
& Mary Farlow H o1 5/01/2010 5/15/2010
Grid Iegend Salary .00 No IPERS .00 Tax Moncash .00 Othr Ern oo
Reg Hrs 80.00 Al Hrs .00  OT Hrs .25 DT Hrs .00
8 Robert Ford H o1 5/01/2010 5/15/2010
Salary .00 No IPERS .00 Tax Moncash .00 Othr Em .00
Reg Hrs 10.00 Alt Hrs .00 OT Hrs .00 DT Hrs .00

L__Exit B Ok __J

. SOLUTIONS +* @r!f

1 You cantoggle between showing the detail of the different types of pay for each employee and not
showing the detail.

2=Update Employee

SOLUTIONS . \ Connected 05 May at 08:03 am as: QSECOFR [I]

Functions Polk County Extension - Payroll; Detail Entry by Employee
Lookup
_—— Emp. 17 Virginia Hunnell Seq. 1 Last Employee Updated
. Next Seq Salary Amount
Remove Seq Regular Hours ‘l X | 12.85 JOO0NK
Alt Wages Hours l} ‘ X | OO 0K
Ower Time Hours ‘ x | 19280 X0
Double Time Hours \ x| 25700  HOCLKNK

W

Earnings Mo IPERS Taxable Noncash

Other Earnings ‘

Override Accounts

eross | ocu . 50000 | c|[ of [
FICA [ ocu .| 51100 | o] | eers [ ocu 51200 | [ o] |
B et t  — —
B ottt R — —
wws [ e [ [ |
o1 [ [ eme [ |
e T oesos [ Il el l
| Previous i OK__J
.SOoLUTIONS - I_g[:’j

ASol uti oM2@&0 E 1986
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PROGRAM NOTES:

1 Thisisthe screenwhereyeunt er i n the specified employeebds pa
1 If they are salaried, the salary amount will be filled in. Otherwise, if the employee is hourly, you will
need to fill in the hours they worked during the pay period. If you have set default hours in the
enpl oyeeds maGGetr De fl aobtingpthedrdausvargtbis option will only be shown
if default hours are built for this employee).
1 If the employee has other earnings, enter in the amounts on the appropriate lines.
1 If an account number iavalid, whether incorrect or inactive, a message will appear at the bottom of the
screen when you press enter to contindeu will not be able to continue until you have the correct
account number/s.
1 The last employee that you updated is shown imugper right corner of the screen.
T The rate information is defaulted from the empl c
1 If you override any of the information shown on the screen, the information will be changed for this
payroll only. Changes here do N@ffect the employee master file.
1 Add another sequendehis employee is to be paid out of more than one account number for this
payroll. Or, you can also remove sequences for this payroll. You cannot remove sequertoe 1. Ift
employee has more thanesequence, thveagesand deductionwill be split according to thamounts
enteredor each sequence. If you delete a sequence, you must adjust the remaining salary dmounts.
you would like to add a permanent sequence, add it in the Employee MbstdRéfer to the File
Maintenance section for more information.
FIELDS:
1 Salary Amount: if the employee is a salary employee, this field will be filled in from the employee
master file. It can be changedihis can be overridden for this particulaypoll.
1 Regular Hours: enter in the amount of hours worked at the regular pay rate.
1 Alt Wages Hours (or whatever description you use): enter in the amount of alternate hours worked.
1 Over Time Hours: enter in the amount of hours worked at the oeeréita of pay.
91 Double Time Hours: enter in the amount of hours worked at the double time rate of pay.
9 Inall Hours fields, you are allowed up to two decimal places.
1 The wage rates will default from the Employee Master File and can be overridden.
1 Earnirgs No IPERS: enter in the amount of any earnings that are not to have any IPERS taken out of
them.
1 Taxable Noncash: enter in the amount of any taxable noncash wages. An ésample e mp|l oy ee 6 s
of an employerés vehicle for personal use.
9 Other Earnigs: enter in the amount of any other earnings. In the larger field, you can enter in a
description of the other earnings.
T Override Account s: the account numbers are def e

overridden for this payroll.

ASol uti oM2@&0 E 1986
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2" Screen
SOLUTIONS Connected 03 May at 08:03 am as: QSECOFR E]
\ b
< B A2 i x
Functions Polk County Extension - Payroll; Detail Entry by Employee
( Continue
g Emp. 17 Virginia Hunnell Cycle 01
[ Calculate Net
e Total Salary Amount 00
Total Regular Hours 80.00 1028.00
Total AltWages Hours o0 00
Total Over-Time Hours 45 8.68
Total Double-Time Hours oo oo
Total Earnings NO IPERS 00
Total Taxable Moncash oo
Total Other Earnings 00
Longevity Rate .00 x  Hours 280.00 0o
Total Pay 1036.68
———————————————————————————————— Leave Times —————————
Comp Hours Earned lUU | Balance Used | Balance Used
Balance Used | CompHrs .00 .00 | WVacation 1321 .00
Sick Lea 83.21 oo | |
| |
| Previous ]
. SOLUTIONS - @r!f
T This screen recaps the employeebds tot al pay and

1 You can also enter in any leave time used. The fields that are shown may differ from the ones on your
screen. They are determinedrirdhe leave codes that you have built in the payroll control file.

1 The net pay can be calculated from this scrééris maybe helpful if you are working with fluctuating
garnishments that aretbased ortruenet pay.

FIELDS:

1 Comp Hours Earned: emt® the amount of comp time hours earned, if applicable.
1 Comp Hours Used: enter in the amount of comp time hours used, if applicable.
1 Leave Times Used: enter in the amount of leave time hours used, if applicable.

ut i o i 8040 E
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Calculate Net Pay

SOLUTIONS . \ Connected 05 May at 08:03 am as: QSECOFR m

Functions Polk County Extension - Payroll; Net Pay Calculation

( Employee Master )

Emp# 17 Virginia Hunnell Pay Period Ending 5M5/2010
Hours Current ¥TD
RegularWages 80.00 1028.00
Owertime Wages 45 B8.68
* Deductions
Federal 94.41 174.41
State 42.00 88.00 -
Social Security 64.27 172.06
Medicare 15.03 40.25 =
IPERS 44.58 119.36
Grid legend
Current Wages 1036.68 | Deductions 260.29 | *MNetPay 776.39
¥TD Wages 277552 | YTD Deductions 59408 | YTD MetPay 2181.44

. SOLUTIONS - @&J‘

PROGRAM NOTES:

1 The net pay isalculatedbased on the wage information entered and the current deductions in the
Employee Master Filelf the employee has quite a few deductions, you may need to page down to see
all of them.

1 From here, yoeanaccess the Employee MasEdle and change necessary deductiorisu should not
be making any other changes in the employee master file at this time.

1 You may find this feature helpful when working with a fluctuating garnishment or having made
deduction changes.

1 Press enteor previousto return to the Detail Entry by Employee screen.

ASol uti oM2@&0 E 1986
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PRINT EDIT PROOF

SOLUTIONS . \ Connected 05 May at 08:03 am as: QSECOFR [I]

Functions Polk County Extension - Payroll; Edit Proof

Lookup

Sort by
" DeptEmployee #
" Employee Name
" DeptEmployee Name

¢~ Order Entered

Cycle deduct report v

Anniversary report. I3

Printer ID P4 J

Hold spool file —
Print Both Sides " No * Duplex " Tumble

OnDemand &+ Mo " Pri&0nD

_ SOLUTIONS -+ I_g[:’_f

PROGRAM NOTES:

9 Use this option to print an Edit Proof for payroll. This will also print a cycle deduction report and a
listing of employees with an anniversary during this pasiod.

1 The Edit Proof is a listing that you can venfgu have selected the correct cycle, thatwage amounts
and hours for the selected employass correctand also the account numbers for the payroll items.

1 The Cycle Deduct Report is a listingosting which payroll cycles you selected for the payroll, the
employees names and numbers, the pay type for each employee, and which deductions are going to be
paid this payroll.

1 The Anniversary Report displays all employees having an anniversary thiengay. pThe date of
benefits, employee status, and years of service are also displayed.

FIELDS:

1 Sort By: select how you would like the listing sortedty

1 Cycle Deduct Reportcheck the box you wish to print this listingvhich shows all the deduotis for
the employees and the cycles seleéted.

1 Anniversary Reportcheck the box if you wish to print a listing of employees with an anniversary this

pay periodt

Printer ID: defaults to the job default printer. Use the browse button to see l@vagabns.*

Hold Spool File: check the box if you wish the listing/report to be heldhis means that the

listing/report will not print until you release it.*

9 Print Both Sides: select No to print single sided, select Duplex (bind on the long edgdgcoilrumble
(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 OnDemand without printing.*

= =
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Edit Proof Report (Sample)
DATE 1/08/03 PAY DETAIL EDIT PROOF PROGRAM - PPLO10
TIME - 12:39:39 PAGE - 1
REG orr DBL TOTAL
EMP. SEQ EMPLOYEE NAME HOURS HOURS HOURS LONG E.L.C. OTHER PA Y
NO. NO. ACCOUNT NUMBERS TYPE SALARY PAY PAY PAY AMOUNT AMOUNT EARN.
5000 01 Becky Oppedal 1000.00
GROSS 01000 09000 100 01 1 1000.00
FICA 01000 09000 110 01
IPERS 01000 09000 111 01
HLT 1010 00 09000 113 01
** EMPLOYEE TOTALS ** 1000.00
1000.00
** DEPARTMENT TOTALS **
1000.00
NO IPERS TAX NONCASH 1000.00
USED USED USED USED
COMP EARNED VACATION PERS DAY SICK PAY
COMP USED
21000 01 Francis G Hanson H 80.0 0 688.80
GROSS 11000 06010 101 24 1 688.80
FICA 11000 06010 110 24
IPERS
USED USED USED USED
COMP EARNED 1.75 VACATION PERS DAY SICK PAY
COMP USED
** EMPLOYEE TOTALS ** 80.00 688.80
688.80
** EMPLOYEE TOTALS ** 1030.40
1030.40
15139 01 Mavis E Blanket H 80.00 2.00 944.54
GROSS 01000 01120 100 25 910.40 34.14
FICA 01000 01120 110 25
IPERS 01000 01120 111 25
USED USED USED USED
COMP EARNED 4.00 VACATION  6.00 PERS DAY SICK PAY
COMP USED 2.00
**EM PLOYEE TOTALS ** 80.00 2.00 944.54
910.40 34.14
DATE 1/08/03 PAY DETAIL EDIT PROOF PROGRAM - PPLO10
TIME - 12:39:39 PAGE - 4
REG O/T DBL TOTAL

EMP. SEQ EMPLOYEE NAME
NO. NO. ACCOUNT NUMBERS

HOURS
TYPE SALARY PAY  PAY

*TOTALS ** 376.00 7.00

7466.40 3637.28 92.19
NO IPERS 11.72

USED USED
COMP EARNED 5.75 22.00 PERS DAY  8.00

COMP USED 2.00

VACATION

Payroll Cycle Deduction Report (Sample)

DATE -  1/08/03 PAYROLL CYCLE DEDUCTION REPORT
TIME - 12:42:27 PAGE
CYCLE EMP # NAME SALARY THESE DEDUCTIONS A

01 5000 Becky Oppedal * H

TAX NONCASH

HOURS HOURS LONG E.L.C. OTHER

PAY AMOUNT AMOUNT EARN.

11207.59
USED USED
SICK PAY  2.00

C101
15117 Thomas S Nigel * H C700
15120 Deanna R Wilson - Eckert *S G001 0003 R0O01 R002 RO03 R0O04 D092 R005 C700 C8
15130 Curly C Wiggle *H D092 C700 C800
15131 Darrel L Zinger * S C500 C301
15134 Carol J Richardson * S D092 C500 C700
15137 Donald K Morgan *S C301 C700 C500
15138 Kendall L Patterson *S R005 C500 C700
15139 Mavis E Blanket * H C700 C800
21000 Francis G Hanson * H G001
21001 Ronald M Huntoon * H
Anniversary Report (Sample)
DATE 11/10/00 LIST OF EMPLOYEES WITH PROGRAM - PPLO0O5
TIME- 10:55:59 ANNIVERSARY DATE THIS CYCLE PAGE - 1
EMPLOYEE EMPLOYEE DATE OF YEARS OF
NUMBER NAME BENEFITS STATUS SERVICE

78 Barney Fife

80 Andy Rooney
945 Michael Douglas
953 Michael Douglas
971 Minnie Mouse

11/14/1991 F 9
11/01/1970 O 30
11/15/1987 F 13
11/15/1987 F 13
11/15/1987 F 13

iSol

ut i o i 8040 E
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PRINT DETAIL REGISTER

SOLUTIONS ‘ \ Connected 05 May at 08:03 am as: QSECOFR [I]
S B0 A2 ? ] x
Functions Polk County Extension - Payroll; Detail Register
Lookup
Payroll date iUJ‘UDJ’DUUD -
Mumber of copies
Detail Register 1 jl
Leave Time Edit 1 jl
Leave Time Edit by Dept il
Printer ID P4 J
Hold spool file r
Print Both Sides " No & Duplex ™ Tumble
CnDemand « No " Prt&0OnD
. SOLUTIONS - I'd"l

PROGRAM NOTES:

9 Use this option to print a payroll Detail Register. This option cateslall deductions that are to be used
in this payroll process.

9 This listing displays the gross pay, all the deductions being applied to each selected employee this
payroll, and the net pay amourfgain, this is an opportunity to verify your data entry.

9 Error checking has been added to check if the quarngrand yeaend transfers have been run based on
the payroll date entered.

T The final page of the Detail Roaymoll. sAttogal for sabhdypes e a c
of deduction is @o shown.Use this report to assist you in verifying your disbursements; however, your
disbursementiotals on this listingvill NOT include any voids and manually created deduction
adjustments.

91 After each employee, their federal taxable wages, stateléawalges, social security wages, Medicare
wages, and IPERS wages are shown.

FIELDS:

9 Payroll Date: enter in the date of the payroll. Thikhédate that will print on the payroll reports and
listings and also on the warrants.

1 Number of Copies:

91 Detdl Register: enter in the number of copies you wish to piiris required that you run this
listing.*

1 Leave Time Edit: enter in the number of copies you wigdritda.*

1 Leave Time Edit by Department: enter in the number of copies you wish td prin

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

Hold Spool File:check the box if you wish the listing/report to be heldhis means that the

listing/report will not print until you release it.*

=a =
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9 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 OnDemanay OnD Only to send a copy to OnDemand without printing.*

Leave Time Edit List (Sample)

DATE - 10/29/04 LEAVE TIME EDIT LIST PROGRAM - PPLO32
TIME - 12:34:00 PAY DATE 10/31/2004 PAGE - 1
PRIOR BALANCE CURRENT ADJUSTMENTS NEW BALANCE
EMP# EMPLOYEE NAME LEVCD LEAVE DESC ERN USE BAL ERN USE BAL ERN USE BAL
107 Karrie Webb *VACO01 VAC GEN 7.5HR 750.00 748.00 2.00 .00 .00 .00 750.00 748.00 2.00

PER01 PERSON DAY 45.00 4500 .00 .00 .00 .00 45.00 45.00 .00

SICKR SICK REG LEAVE 780.00 41.25 738.75 15.00 .00 15.00 795.00 41.25 753.75
111 David Tom s * VACA8 VACATION 8HR/WK 80.00 40.00 40.00 .00 .00 .00 80.00 40.00 40.00

PERS8 PERSONAL 8HR/WK 40.00 40.00 .00 .00 .00 .00 40.00 40.00 .00

SICK8 SICK REG 8HRS 816.00 .00 816.00 16.00 .00 16.00 832.00 .00 832.00

SICK8 SICK REG 8HRS  912.00 326.50 591.50 16.00 .00 l16.00 928.00 320.50 607.50

506 Moira Dunn *VACO01 VAC GEN 7.5HR  247.50 202.50 45.00 .00 .00 .00 247.50 20250 4 5.00
PERO1 PERSON DAY 30.00 22.50 750 .00 .00 .00 30.00 2250 7.50
SICKR SICK REG LEAVE 825.00 266.50 558.50 15.00 .00 15.00 840.00 266.50 573.50
521 David Duval *VACCO VACATION CONSV .00 .00 .00 .00 .00 .00 .00 .00 .00
PERS8 PERSONAL 8HR/WK .00 .00 .00 .00 .00 .00 .00 .00 .00
15116 Kristal Parker -Manzo *VACO01VAC GEN7.5HR 2 08.00 146.00 62.00 .00 .00 .00 208.00 146.00 62.00

PERO1 PERSON DAY 2250 1500 750 .00 .00 .00 2250 15.00 7.50
SICKR SICKREG L EAVE 795.00 2.00 793.00 15.00 .00 15.00 810.00 2.00 808.00

Leave Time Edit List by Department (Sample)

DATE - 10/29/04 LEAVE TIME EDIT LIST PROGRAM - PPLO33
TIME - 12:34:00 PAY DATE 10/31/2004 PAGE - 2
PRIOR BALANCE CURRENT ADJUSTMENTS NEW BALANCE
EMP# EMPLOYEE NAME LEVCD LEAVE DESC ERN USE BAL ERN USE BAL ERN USE BAL
DEPT.NO - 02
107 Karrie Webb *VACO01 VAC GEN 7.5HR  750.00 748.00 2.00 .00 .00 .00 750.00 748.00 2.00
PERO1 PERSON DAY 45.00 4500 .00 .00 .00 .00 45.00 45.00 .00
SICKR SICK REG LEAVE 780.00 41.25 738.75 15.00 .00 15.00 795.00 41.25 753.75
171 Shani Waugh *VACO01 VAC GEN 7.5HR  337.50 262.50 75.00 .00 .00 .00 337.50 26250 7 5.00
PERO1 PERSON DAY 45.00 3750 7.50 .00 .00 .00 4500 3750 7.50
TOTALS FOR - VACATION .00 .00 .00 400.00 314.50 85.50
TOTALS FOR - PERS DAY .00 .00 .00 104.00 98.00 6.00
TOTALS FOR - SICK PAY 48.00 .00 48.00 2016.00 328.50 1687.50

DEPT.NO - 60

15116 Kristal Pa rker - Manzo *VACO01VAC GEN7.5HR 208.00 146.00 62.00 .00 .00 .00 208.00 146.00 62.00
PERO1 PERSON DAY 2250 15.00 7.50 .00 .00 .00 2250 15.00 7.50
SICKR SICK REG LEAVE 795.00 2.00 793.00 15.00 .00 15.00 810.00 2.00 808.00

TOTALS FOR - VACATION .00 .00 .00 208.00 146.00 62.00
TOTALS FOR - PERS DAY .00 .00 .00 2250 15.00 7.50
TOTALS FOR - SICK PAY 15.00 .00 15.00 810.00 2.00 808.00

Leave Time Edit Department Totals

DATE - 10/29/04 LEAVE TIME EDIT LIST PROGRAM - PPLO33
TIME - 12:34:00 PAY DATE 10/31/2004 PAGE - 1
CURRENT ADJUSTMENTS NEW BALANCE
DEPT. NO. LEAVE DESCRIPTION ERN USE BAL ERN USE BAL
02 VACATION .00 .00 .00 161250 1400.50 212.00
PERS DAY .00 .00 .00 165.00 142,50 22.50
SICK PAY 60.00 .00 60.00 3255.00 454.00 2801.00
03 VACATION .00 .00 .00 1275.00 1061.25 213.75
PERS DAY .00 .00 .00 104.00  98.00 6.00
SICK PAY 48.00 .00 48.00 2016.00 328.50 1687.50
60 VACATION .00 .00 .00 208.00 146.00 6 2.00
PERS DAY .00 .00 .00 22,50 15.00 7.50
SICK PAY 15.00 .00 15.00 810.00 20 0 808.00
FINAL TOTALS VACATION 48.50 149.50 101.00 - 9569.75 7938.50 1621.25
FINAL TOTALS PERS DAY .00 .00 .00 600.50 525.00 75.50
FINAL TOTALS SICK PAY 532.80 .00 532.80 26435.90 2695.30 23740.60
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PROCESS PAYROLL DETAIL

SOLUTIONS ‘ \ Connected 05 May at 08:03 am as: QSECOFR [I]
s 2O mgh 2 ? x
Functions Polk County Extension - Payroll; Process Payroll Detail
( GetNextwarrant# ) L
Warrant # 1
ACH Processing & Oon
" Oft
. SOLUTIONS - I'f[:’_f

PROGRAM NOTES:

9 Use this option to creatbe work files to process the warrants to be printed.

1 You will need to enter in the beginning warrant number for thispagroll you can press 06C
Wa r r a ihe pré#gdanwill look at any warrant numbers that have been used this fiscahyléar
incement the number by one wuntil 1t finds an unus
the warrant number has been usegayroll, accountingand/or drainage accounting

1 You have the option of turning off the ACH Payroll Processing fisrghyroll. If you turn off ACH
processing, ACH will be turned off for both employee paychecks and ACH disbursements. It does not
affect EFT disbursements. It also only affects this particular payroll.

9 If any account numbers are found to be invalideaor report is generated and processing stéy.
errors found will need to be corrected and this option will need to be tried again.

FIELDS:

1 Warrant #: enter in the first wamanumber you would like to us® let the system find the next
availabke number

1 ACH Processing: the default is to leave the ACH payroll processing turned on. If you would like to turn
off the ACH processing, either click No with your mouse or move the cursor with your arrow keys and
press thespace bar to select No.
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Sanple Error Screen on Process Payroll Detail

SOLUTIONS ‘\ Connected 05 May at 08:03 am as: QSECOFR [I]

Functions Polk County Extension - Payroll; Process Payroll Detail

[ GetNextwarrant# )

Warrant # 408 L‘\’

Polk County Extension - Payroll; Process Payroll Entries

ACH Proce

Errors were found while processing payrol. Review

list, make corrections and rerun detail register.

Cancel Job

. SOLUTIONS + @r!!‘

PROGRAM NOTES:
1 If you receive a screen like this, you will need to review the list that prints on your default printer. Make
any necessary corrections and then rerun this option.

Sample Error Printout on Rress Payroll Detail

DATE - 10/30/06 PAYROLL PROCESSING ERRORS PROGRAM - PPUO45
TIME - 12:39:10 PAGE 1
Employee 15116 - Account seq 02 has an error on the OTHER SHR1 Account# 01000 03100 112 25

PROGRAM NOTES:

1 In this casethe printout is saying that something is wrong with the account number associated with
OSD1 (otheshared deduction 1) on the second sequence. The error will need to be corrected before you
will be able to continueOnce corrected, run this option again.

T Anot her possi ble error is 6Deductions Exeueed Ear
the listing and see which employee/s is affected. Make any necessary corrections and then continue on.
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2" Screerof Process Pay Detalil

SOLUTIONS \ Connected 05 May at 08:03 am as: QSECOFR [I]

Functions Polk County Extension - Payroll; Deductions to be Disbursed

" Deduction Detail )

Sort by Deduct

Select

Clear All
Oopt Code Description Vendor Mame Amount
1 coo4 Aflac-MonT 20 AFLAC 55.73
ROOL Aflac-Tax 20 AFLAC 37.15
= wVendor Total 92.88 N
BO20 Fed W/H 286 Iowa State Bank 578.15
B110 FICA Wi/H 286 Iowa State Bank 1,389.86
* Vendor Total 1,968.01 =
B111 IPERS 313 Iowa Public Employee Retire 903.98
. *
Grid legend Vendor Total 903.98
coo1l Family Med 510 Polk County Auditor 602.20
conz2 Dental 510 Polk County Auditor 54.00
cooz Life Ins 510 Polk County Auditor 59.22

[ = N o< )

. SOLUTIONS + @&‘

PROGRAM NOTES:

9 All deductions taken in this payrahdthose that are still in the payroll adjustments\filé be

displayed on this screen.

If you are doing the last pay period of the month, you should select all deductions to be disbursed.

You can easily select all deductions to be disbursetiBye . e ct 6

If you come back into this option, the deductions/preo us |l y sel ect ed wi | | still
If you would like to view the detail that makes up a total, place your cursor on any deduction line and
presdookup/browse buttan

You have the option of sting by deduction or by vendor and daggle between the two settings.

Negative items will not be processed until there is a positive anlmaintanoffset the negative.

Zero dollar disbursements will not be printed, but they will be assigned a warrant number. They will be
automatically mar&d as redeemed if both the positive and negative amounts are in the same line items.

=A =4 =4 =4

= =4 =4

PROGRAM OPTIONS:
T 1=Sel ect for Di sbur sement : enter a 6106 on the ¢
you can select all deductions at once.
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Selec All

SOLUTIONS Connected 05 May at 08:03 am as: QSECOFR E]

Functions Polk County Extension - Payroll; Deductions to be Disbursed

~  Deduction Detail

" Sort by Deduct [N
Select )
Clear All
Opt Code Description Amount

coo4 Aflac-NonT 55.73
¥, FedwiH

ROOL Aflac-Tax = FICAWH 37.15
v State WiH 92.88
i3 IPERS

BO20 Fed W/H ¥ Cafeteria 578.15

B110 FICA W/H ¥ Deferred Comp 1,389.86
=3 Garnishment

1,968.01 —

I Health Ins
I Regular

B111 IPERS =4 Other Sharsd 903.98

Grid legend 903.98
B ok

coo1 Family Med 0 Folk County Audicor 602.20

cooz2 Dental 510 Polk County Auditor 54.00

Co03 Life Ins 510 Polk County Auditor 59.22

. SOLUTIONS * I‘j‘['.‘!
. -
T When you select al | deductions, a 6Sel ect Deduct

simply pressing enter to select all pending deductions or you can pick and chose which type of
deductions you would like to pay this payroll.

Show DBeduction Detail

SOLUTIONS \ Connected 05 May at 08:03 am as: QSECOFR E]

Functions

Deduction Detail

Sort by Deduct

Select
Clear All ) M B IPERS
Emp Date Amount Account Number File
1 5/17/2010 82.62 ocu 50000 B o Ded
1 5/17/2010 X 143.23 ocu 51200 o Ded -
5 5/17/2010 6.77 oGuU 50000 a o Ded
5 5/17/2010 X 10.47 oGu 51200 o Ded
6 5/17/2010 46.97 ocu S0000 C o Ded —
6 5/17/2010 X 72.64 ocu 51200 o Ded =
11 5/17/2010 51.60 oGU 50000 a 6 613 Ded
i1 5/17/2010 X 79.80 oGU 51200 6 613 Ded T
. i3 5/17/2010 49.24 oGuU 50000 a 6 613 Ded
Grid legend
i3 5/17/2010 X 76.15 oGuU 51200 6 613 Ded
1 Coo3 Life Ins 510 Polk County Auditor 59.22

+ @&

LSOLUTIONS
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9 Place your cursor on any deduction item praeks the lookup/browse buttamview the detail that
makes up the total displayed.

1 Thisis a great way to see if a new employee or changed employee is being included in the deduction
total.

PRINT WARRANT REGISTERS

SOLUTIONS . \ Connected 05 May at 08:03 am as: QSECOFR m

Functions Polk County Extension - Payroll; Warrant Registers

Lookup

Printer ID [P4] J

Mumber of copies - blank for no listing
Warrant Register l} il
Warrant Register by Fund il
Detail Disbursement Register 1 il
Disbursement Register by Warrant # 1 il
Gross, FICA, & IPERS by Fund il
Detail Register by Department 1 il
Gross, FICA, & IPERS by Department il

Hold spool files F

Print Both Sides " No s Duplex " Tumble

CnDemand * No " Pr&0OnD

Signature title Jeanine Baldwin, Polk County Ext Director

_SOLUTIONS L l.”"!

PROGRAM NOTES:
9 Use this option to select and print your warrant registers.
9 Thisis a chance teerify the information before printing the actual payroll warrants disbursements.

FIELDS:

1 Number of Copies: enter the number of cegleat you wish to print. If you wish to not print certain

registers, simply blank out the number of copies.*

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

Hold Spool File:check the box if you wisthe listing/report to be heldThis means that the

listing/report will not print until you release it.*

9 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 Optiost 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 OnDemand without printing.*

1 Signature Title: enter in théle of the person who will sign the registers. If Idfirik, will default to
County Treasurer.*

T
T
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Warrant Register (Sample)
DATE  11/30/06 PAYROLL WARRANT REGISTER PROGRAM
TIME - 16:00:24 PAY DATE 11/26/2006 PAGE
EMPLOYEE FUND FUNC OBJ DPT PRJ SUB NET AMT TOTAL AMT WARRANT ACH
530 Paul Azinger 01000 01050 101 05 604.02 604.02 97576
254 Heather Bowie 69000 10500 100 08 3 2,031.55 2,031.55 97577
395 Helen Alfredsson 01000 06110 101 22 4421 565.64 56 5.64 97578
22001 John Bland 01000 08020 101 99 436.91 436.91 97579
22053 George Archer 01000 08020 101 99 403.34 403.34 97580
128 Lorie Kane 01000 09020 100 03 1 1,235.48 1,235.48 97581 A
174 Stuart Appleby 01000 01060 100 05 1 3,110.18 3,110.18 97582 A
117 Rich Beem 11000 01000 100 05 2,522.13 2,522.13 97583 A
190 Jonathan Byrd 11000 01000 100 05 2,625.82 2,625.82 97584 A
15138 Beth Bader 01000 01120 100 35 823.71 823.71 97585 A
15143 Marisa Baena 01000 01120 100 35 1,121.72 1,121.72 97586 A
513 Briny Baird 60000 10500 101 70 1 1,986.43 1,986.43 97587 A
22010 Isao Aoki 01000 08020 101 99 417.77 417.77 97588 A
22018 Jim Ahern 01000 08020 101 99 203.17 203.17 97589 A
22065 Ji  m Albus 01000 08020 101 99 50.79 50.79 97590 A
GRAND TOTAL 18,138.66
COUNTY TREASURER
Warrant Register by Fund (Sample)
(Has a fund recap at the end of the report)
DATE  12/02/08 PAYROLL WARRANT REGISTER General Basic Fund PROGRAM -
TIME - 11:18:24 PAY DATE 12/01/2008 -
EMPLOYEE FUND FUNC OBJ DPTPRJSUB NETAMT TOTALAMT WARRANT ACH
110 Suzann Pettersen 01000 08110 100 07 1 2,849.34 2,849.34 110653 A
126 Grace Park 01000 09000 100 01 1 1,522.57 1,522.57 110654 A
170 Morgan Pressel 01000 09010 100 02 1 2,951.82 2,951.82 110655 A
174 Nick Price 01000 01060 100 05 1 31 93.77 3,193.77 110656 A
276 Loren Roberts 01000 09100 100 53 5 1,592.57 1,592.57 110657 A
481 Pat Perez 01000 06110 100 22 2 2,369.74 2,369.74 1 10658 A
504 Stacy Prammanasudh 01000 09100 100 53 5 1,627.88 1,627.88 110659 A
TOTAL FUND 16,107.69
DATE  12/02/08 PAYROLL WARRANT REGISTER General Supplemental Fund PROGRAM -
EMPLOYEE FUND FUNC OBJ DPTPRJSUB NETAMT TOTALAMT WARRANT ACH
20 Becky J Oppedal 02000 01000 118 05 10.10 10.10 110648
172 Kelly Robbins 02000 08000 100 99 2,056.89 2,056.89 110660 A
TOTAL FUND 2,066.99
DATE  12/02/08 PAYROLL WARRANT REGISTER - Rural Services Basic Fund PROGRAM -
EMPLOYEE FUND FUNC OBJ DPTPRJSUB NETAMT TOTA LAMT WARRANT ACH
20 Becky J Oppedal 11000 06100 100 22 31.23 31.23 110649
22 Donald K Duck Jr 11000 01000 104 05 795.07 795.07 110650
190 Chri s Riley 11000 01000 100 05 2,801.66 2,801.66 110661 A
TOTAL FUND 3,627.96
DATE  12/02/08 PAYROLL WARR ANT REGISTER - Co. Assessor Agency Fund PROGRAM -
EMPLOYEE FUND FUNC OBJ DPTPRJSUB NETAMT TOTAL AMT WARRANT ACH
274 Kenny Perry 69000 10500 101 08 4 55.41 55.41 110651
1704 Geoff Ogilvy 69000 10500 101 08 4 55.41 55.41 110652
TOTAL FUND 1 10.82
DATE  12/02/08 PAYROLL WARRANT REGISTER - Totals by Fund PROGRAM -
TIME - 11:18:24 PAY DATE 12/01/2008 PAGE -
01000 General Basic Fund 16,107.69
02000 General Supplemental Fund 2,066.99
11000 Rural Services Basic Fund 3,627.96
69000 Co. Assessor Agency Fund 110.82
* Final Totals * 21,913 46
COUNTY TREASURER
Disbursement Register by Warrant # (Sample)
DATE 11/30/06 DISBURSEMENT REGISTER BY WARRANT # PROGRAM
TIME - 16:00:24 PAY DATE 11/26/2006 PAGE
VENDOR# VENDOR VEND ABBR WARRANT AMT  WARRANT ACH/EFT VENDOR TOTAL
450 IPERS - Returns Processing SHER.IPERS 390.53 97591
450 IPERS - Returns Processing SHER.IPERS 390.53 975 92
450 IPERS - Returns Processing SHER.IPERS 1,265.34 97593 2,046.40
1387 IPERS Returns Processing IPERS - REG 113.13 97594
1387 IPERS Returns Processing IPER S-REG 175.82 97595
1387 IPERS Returns Processing IPERS -REG 245.70 97596
1387 IPERS Returns Processing IPERS - REG 264.60 97597 799.25
2122 Clay County Treasurer FICA W/H 921.92 97598
2122 Clay County Treasurer FICA W/H 913.50 97599
2122 Clay County Treasurer FICA W/H 1,156.50 97600
2122 Clay County Treasurer FICA W/H 15.50 97601
2122 Clay County Treasurer FICA W/H 397.80 97602
2122 Clay County Treasurer FICA W/H 428.40 97603 3,833.62
3701 Employee Benefit Syst. Medical BCBS EMPFL 15.50 97604 15.50
1390 Treasurer - State of lowa ST W/H TAX 422.00 97605 E
1390 Treasurer - State of lowa ST W/H TAX 305.00 97606 E
1390 Treasurer - State of lowa ST W/H TAX 105.00 97607 E
1390 Treasurer - State of lowa ST W/H TAX 10 9.00 97608 E 941.00
2119 Clay County Treasurer FED W/H TX 1,045.47 97609 E
2119 Clay County Treasurer FED W/H TX 894.96 97610 E
2119 Clay County Treasurer FED W/H TX 213.47 97611 E
2119 Clay County Treasurer FED W/H TX 341.65 97612 E 2,495.55
COUNTY TOTAL 10,131.32
COUNTY TREASURER

*These disbursement registers displays a linestoneone to sigoff on them
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Disbursement Register by Fund (Sample)
(Has a fund recap at the bottom)

- General Basic Fund PROGRAM
PAY DATE 12/01/2008 PAGE
FUND FUNC OBJ DPTPRJSUB  AMOUNT CO SHR VEND ABBR TOTAL AMT WARRANT
01000 01060 100 05 1 45.50 AFLAC INS
01000 08110 100 07 1 85.40 AFLAC INS
EMPLOYEE 130.90 E
4.05 AD&D INS
10.00 AD&D INS
10.00 AD&D INS
EMPLOYEE 24.05 EMPLOYER .00
3251 Scudder Investment s Servi 01000 01060 100 05 1 100.00 SCUDKEM457
3251 Scudder Investments Servi 01000 09010 100 02 1 63.00 SCUDKEM457
EMPLOYEE 163.00 E MPLOYER
17.70 VISION FLX
EMPLOYEE 17.70 EMPLOYER
05 1 150.00 MED EXPENS
22 2 50.00 MED EXPENS

DATE  12/02/08 DISBURSEMENT WARRANT REGISTER
TIME - 11:07:41
ID# VENDOR

1385 AFLAC

1385 AFLAC

PPLO61
1

A/E

MPLOYER .00 130.90 110672
01000 06110 100 22 2
01000 09010 100 02 1

01000 09100 100 53 5

14001.S.A.C.
14001.S.A.C.
14001.S.A.C.
24.05 110675

.00 163.00 110678

3893 Brokers National 01000 09100 100 53 5

.00 17.70 110683
22001 Clay Co Flex Plan/Medical 01000 01060 100

22001 Clay Co Flex Plan/Medical 01000 06110 100

22001 Clay Co Flex Plan/Medical 01000 08110
22001 Clay Co Flex Plan/Medical 01000 09000 100
22001 Clay Co Flex Plan/Medical 01000 09010 100

100 07 1
01 1

02 1
EMPLOYEE

75.00

MED EXPENS
MED EXPENS

37.50

75.00

EMPLOYER .00

387.50
22002 Clay Co Flex Plan/Ins Pre 01000 06110 100 22 2 6

MED EXPENS
387.50 110686
INS PREM

EMPLOYER
EBSVoILINF
EBSVoILNF
EBSVoILNF

3 EMPLOYER
DENTAL INS

.9
66.96 .00 66.96 110689
17.68
19.20
35.25
721

23.96

EMPLOYEE
- Voluntary Life Insu 01000 06110 100 22 2
- Voluntary Life Insu 01000 09010 100 02 1
- Voluntary Life Insu 01000 09100 100 53 5
EMPLOYEE
100 05 1

2332 EBS
2332 EBS
2332 EBS
.00 7213 110694 A

3700 Employee Benefit Sys. Den 01000 01060

371.37
IPERS
EMPLOYER
ST W/H TAX
ST W/H TAX
ST W/H TAX
230.00 EMPLOYER .00
384.65 FED W/H TX
FED W/H TX
EMPLO
FICA W/H
FICAW/
FICA W/H
FICA W/H
EMPLOYER

010 00 111 05 X SHER.IPERS
06100 100 22
EMPLOYEE
1390 Treasurer - State of lowa 11000 01000 100 05
1390 Treasurer - State of lowa 11000 01000 104 05
1390 Tr easurer - State of lowa 11000 06100 100 22
EMPLOYEE
11000 01000 100 05
01000 104 05

1387 IPERS Returns Processing 11000

1387 IPERS Returns Processing 11000 30.75 - REG
395.49

172.00

44.00

14.00

371.37 766.86 110706 E

230.00 110709 E
2119 Clay County Treasurer
2119 Clay County Treasurer 11000 43.43
EMPLOYEE 428.08
305.01
76.50
340.24
35.23

416.74

YER 428.08 110712 E
11000
11000
11000

11000

01000
01000
01000
06100

100 05

104 05

110 05

100 22
EMPLOEE

2122 Clay County Treasurer
2122 Clay County Treasurer
2122 Clay County Treasurer
2122 Clay County Treasurer

H

X
340.24 756.98 110715 E

4,572.31 TOTAL FUND

PROGRAM

PPLO61
9

MENT WARRANT REGISTER Co. Assessor Agency Fund
PAY DATE 12/01/2008 PAGE
UND FUNC OBJ DPTPRJSUB  AMOUNT
69000 10500 101 08 4 9.18 FICAW/H
69000 10500 110 0 918 X
EMPLOYEE EMPLOYER

DATE  12/02/08

TIME - 11:07:41
ID# VENDOR F
2122 Clay County Treasurer
2122 Clay County Treasurer

DISBURSE

COSHR VEND ABBR TOTAL AMT WARRANT A/E

FICA W/H

9.18 9.18 18.36 110716 E
18.36 TOTAL FUND
PPLO61

10

PROGRAM
PAGE

DATE  12/02/08
TIME - 11:07:41

DISBURSEMENT WARRANT REGISTER
PAY DATE 12/01/

- Totals by Fund

01000
02000
10000
11000
69000

General Basic Fund

MH - DD Services

* Final Totals *

Gross, FICA, & IPERS by Fund (Sample

DATE  11/30/06

LIST GROSS, FICA A

PAY DATE 11/26/2006

General Supplemental Fund

Rural Services Basic Fund
Co. Assessor Agency Fund

7,676.47
12,85
99.15
4,572.31
18.36
25,221.39

5.10
Fund

ND IPERS BY FUND
PAGE

TIME -

16:00:25

PPLO31
1

PROGRAM

MEDICARE WAGES IPERS WAGES
EMPLOYER EMPLOYEE EMPLOYER
55.00 7,723.46 .00

FUND # GROSS WAGE SOCIAL SEC WAGES
EMPLOYEE EMPLOYER

11,358.86 55.00 11,819.49

.00 11,303.86 .00 11,764.49

7,558.83  7,558.83 7,558.83  7,558.83

2,600.00 2,600.00 2,600.00 2,600.00

2,800.00  2,800.00 2,800.00  2,800.00
24,317.69 24,317.69 24,778.32 24,778.32

EMPLOYEE
01000
02000
11000
60000
69000

11,819.49
.00
7,558.83
2,600.00
2,800.00
24,778.32

.00
7,
2,600.00 2,600.00
2,800.00 2,80

20,682.29

7,723.46

558.83  7,558.83

0.00
20,682.29

Gross, FICA, & IPERS by Department (Sample)

PPL034
1

PROGRAM

11/30/06 NT
16:00:25

GROSS WAGE

LIST GROSS, FICA AND IPERS BY DEPARTME
PAY DATE 11/26/2006
SOCIAL SEC WAGES
EMPLOYEE

DATE
TIME -
DEPT#

PAGE
ARE WAGES
EMPLOYER

IPERS WAGE
EMPLOYEE EMPLOYER

MEDIC

EMPLOYER EMPLOYEE

03
05
08
22
35
70
99

1,596.15
12,944.67
2,800.00
612.50
2,596.99

2
1,628.01
24

1,596.15
12,944.67
2,800.00
612.50
2,596.99
,600.00
1,167.38
,778.32

2,600.00

1,596.15

12,944.67

2,800.00
612.50
2,596.99

1,167.38

24,317.69

2,600.00

1,596.15
12,944.67
2,800.00
612.50
2,596.99

1,628.01
24,317.69

iSol

2,600.00

1,596.15
12,944
2,800.00

612.50

2,596.99

1,628.01
24,7

2,600.00

.67 12,224.67
2,800.00
.00

2,596.99

2,600.00

.00

460.63

78.32 24,778.32

uti o
25

460.

12,224.67
2,800.

2,596.99

2,600.00
63

20,682.29  20,682.29
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*PPA030* PAYROLL DETAIL FOR 11/26/2006 PAGE 1
TREASURER
Lorie Kane ACCOUNT # SALARY  REG HR ALTHR OTHRS DTHRS REGRT ALTRT OTRT DTRT REGPAY ALTPAY OTPAY DTPAY PAY
128 01000 09020 100 03 1
NOIPERS  1596.15 1596.15
** TOTAL ** 1596.15
*TOTALS * WAGE NO IPERS 1596.15
EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER
FEDERAL WH 164.57 | STATE WH 74.00 | SOC SEC WH 98.96 98.96 | MEDICARE WH 23.14 23.14 | IPERS WH
WARRANT 97581 A GROSS 1596.15 NET PAY 1235.48
** DEPARTMENT TOTALS ** 03 TREASURER 1596.15
*TOTALS * WAGE NO IPERS 1596.15
EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER
FEDERAL WH 164.57 | STATE WH 74.00 | SOC SEC WH 98.96 98.96 | MEDICARE WH 23.14 23.14 | IPERS WH
GROSS 1596.15 *NET* 1235.48
*PPA030* PAYROLL DETAIL FOR 11/26/2006 PAGE 2
SHERIFF
Rich Beem ACCOUNT # SALARY REGHR ALTHR OTHRS DTHRS REGRT ALTRT OTRT DTRT REGPAY ALTPAY OTPAY DTPAY PAY
117 11000 01000 100 05 3826.08 20.65 30975 41.3 3826.08
**TOTAL**  3826.08 3826.08
*TOTALS * WAGE 3826.08
EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER
FEDERAL WH 544.01 | STATE WH 147.00 | SOC SEC WH 237.22 237.22 | MEDICARE WH 55.48 55.48 | IPERS WH 320.24 320.24
WARRANT 97583 A GROSS 3826.08 NET PAY 2522.13
Jim Albu: COUNT # THRS REGRT ALTRT OTRT DTRT REGPAY ALTPAY OTPAY DTPAY PAY

SALARY REGHR ALTHR OTHRS D
10.00 5.50

Ibus ACH
22065 01000 08020 101 99

8.250 11.000 55.00 55.00

55.00

** TOTAL ** 10.00
*TOTALS * WAGE 55.00
EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER
FEDERAL WH | STATE WH | SOC SEC WH 341 341 | MEDICARE WH 80 .80 | IPERS WH
WARRANT 97590 A GROSS 55.00 NETPAY 50.79
** DEPARTMENT TOTALS ** 99 NONDEPARTMENTAL 290.00 4.00 1595.00 33.01 1628.01
*TOTALS * WAGE 1628.01
*PPA030* PAYROLL DETAIL FOR 11/26/2006 PAGE 8
NONDEPARTMENTAL
EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER
FEDERAL WH | STATE WH 3.00 | SOC SEC WH 72.38  72.38 | MEDICARE WH 2361 2361 | IPERSWH 17.04  26.49
GROSS 1628.01 *NET* 1511.98
*PPA030* PAYROLL DETAIL FOR 11/26/2006 PAGE 9
GRAND TOTAL
*GRAND TOTALS* WAGE 23182.17 NO IPERS 1596.15
EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMPLOYER | EMPLOYEE EMP LOYER
FEDERALWH 249555 | STATE WH 941.00 | SOCSECWH  1507.70 1507.70 | MEDICARE WH  359.28 359.28 | IPERS WH 1336.13 1509.52
GROSS 24778.32 *NET* 18138.66

APPROVED BY
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PRINT DEDUCTION REPORTS

SOLUTIONS . \ Connected 05 May at 08:03 am as: QSECOFR [I]

Functions Polk County Extension - Payroll; Print Deduction Reports

g Lookup ) S

Printer ID [P4] J
Mumber of copies - blank for no listing
Deduction report 1 il
Deductions by vendor 1 il
Health ins deduction register 1 il
Base deductions register 1 il
Hold spool files r
Print Both Sides " No + Duplex " Tumble
CnDemand * No " Pr&0OnD
. SOLUTIONS L I'd"l

PROGRAM NOTES:

9 Usethis option to print listing of your deductions for the payroll. Again, you can use these listings to
verify your datebefore printing payroll warrants and disbursements.

1 The Deduction Report totals the nbasedeductions by deduction code and showsatheunts per
employee for each deductioithe Deductions by Vendor totals the Amase deductions by vendor,
shows the amounts per employee, and separates out the employer and employd@ésiéealth
Insurance deduction register lists by departmentiamd, the total for each health code. Employee and
employer amounts are also shown. The Base Deductions register displays function, department, and
fund totals for FICA, IPERS, federal and state withholdings. For FICA and IPERS, the employee and
employer amounts are shown for each employee.

FIELDS:

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

1 Number of Copies: enter the number of copies that you wish to print. If you wish to not print certain
registers, simply blank out the number of copies.*

1 Hold Spool File: check the box if you wish the listing/report to be heldhis means that the
listing/report will not print until you release it.*

9 Print Both Sides: select No to print single sidetedeDuplex (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 OnDemand withoungrint
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Deduction Report (Sample)
DATE 1/20/03 PAYROLL DEDUCTION REPORT PROGRAM - PPL049
TIME - 11:43:12 PAY DATE 1/20/2003 PAGE - 1
DEDUCTION CODE- C101 UniCare Health Plans
EMPLOYEE DEDUCTION AMOUNT
5000 Becky Oppedal 155.77
TOTAL - C101 155.77
DATE 1/20/03 PAYROLL DEDUCTION REPORT PROGRAM - PPL049
TIME - 11:43:12 PAY DATE 1/20/2003 PAGE - 2
DEDUCTION CODE- C3011.S.A.C.
EMPLOYEE DEDUCTION AMOUNT
15137 Donald K Morgan 1.35
15131 Darrel L Zinger 20 .00
TOTAL - C301 21.35
DATE 1/20/03 PAYROLL DEDUCTION REPORT PROGRAM - PPL049
TIME - 11:43:12 PAY DATE 1/20/2003 PAGE - 3
DEDUCTION CODE- C500 Unicare Heal  th Plans - Dent
EMPLOYEE DEDUCTION AMOUNT
15137 Donald K Morgan 2.74
15137 Donald K Morgan 274
15138 Kendall L Patterson 17.73
15138 Kendall L Patterson 17.73
15134 Carol J Richardson 2.74
15134 Carol J Richardson 274
15131 Darrel L Zinger 17.73
15131 Darrel L Zinger 17.73
TOTAL - C500 81.88
DATE 1/20/03 PAYROLL DEDUCTION REPORT PROGRAM - PPL049
TIME - 11:43:12 PAY DATE 1/20/2003 PAGE - 4
DEDUCTION CODE- R002 AFLAC
EMPLOYEE DEDUCTION AMOUNT
15120 Deanna R Wilson - Eckert 1.00
15120 Deanna R Wilson - Eckert 1.00
TOTAL - R002 2.00
Deductions by Vendor (Sample)
DATE 1/20/03 DEDUCTIONS BY VENDOR PROGRAM - PPLO50
TIME - 11:44:17 PAY DATE 1/20/2003 PAGE - 1
VENDOR EMPLOYEE CODE EMPLOYEE SHARE EMPLOYER SHARE TOTAL
1385 AFLAC 15120 Deanna R Wilson - Eckert R002 2.00 .00 2.00
EMPLOYEE TOTALS 2.00 .00 2.00
VENDOR TOTALS 2.00 00 2.00
1400 1.S.A.C. 15137 Donald K Morgan C301 1.35 00 1.35
EMPLOYEE TOTALS 1.35 .00 1.35
14001.S.A.C. 15131 Darrel L Zinger C301 20. 00 .00 20.00
EMPLOYEE TOTALS 20.00 .00 20.00
VENDOR TOTALS 21.35 00 21.35
3280 UniCare Health Plans 5000 Becky Oppedal C101 155.77 00 155.77
EMPLOYEE TOTALS 155.77 .00 155.77
VENDORTOTALS 155.77 .00 155.77
3466 Unicare Health Plans -Dent 15137 Donald K Morgan C500 5.48 .00 5.48
EMPLOYEE TOTALS 5.48 .00 5.48
3466 Unicare Health Plans - Dent 15138 Kendall L Patterson C500 35.46 .00 35.46
EMPLOYEE TOTALS 35.46 00 35.46
3466 Unicare Health Plans -Dent 15134 Ca rol J Richardson C500 5.48 .00 5.48
EMPLOYEE TOTALS 5.48 00 5.48
3466 Unicare Health Plans - Dent 15131 Darrel L Zinger C500 35.46 .00 35.46
EMPLOYEE TOTALS 35.46 .00 35.46
VENDOR TOTALS 81.88 .00 81.88
FINAL TOTALS 261.00 00 261.00
Health Ins Deduction Register (Sample)
DATE 1/20/03 HEALTH INSURANCE DEDUCTION REGISTER PROGRAM PPL0O51
TIME - 11:50:40 PAY DATE 1/20/2003 PAGE - 1
FUND DPT EMPLOYEE DEDUCTION EMPLOY EE SHARE EMPLOYER SHARE
01000 01 5000 Becky Oppedal H100 UniCare Health Plans .00 281.68
DEPARTMENT TOTAL .00 281.68
01000 25 15137 Donald K Morgan H100 UniCare Health Plans .00 281.68
01000 25 15120 Deanna R Wilson - Eckert H100 UniCare Health Plans .00 28 1.68
DEPARTMENT TOTAL .00 563.36
01000 02 5000 Becky Oppedal HO003 Unicare Health Plans - Dent .00 13.72 -
DEPARTMENT TOTAL .00 13.72 -
01000 25 15137 Donald K Morgan HO03 Unicare Health Plans - Dent .00 27.44
01000 25 1513 8 Kendall L Patterson HO003 Unicare Health Plans - Dent .00 27.44
01000 25 15134 Carol J Richardson HOO03 Unicare Health Plans - Dent .00 27.44
01000 25 15131 Darrel L Zinger HOO03 Unicare Health Plans - Dent 00 27.44
DEPARTMENT TOTAL .00 109.76
FUND TOTAL .00 941.08
FINAL TOTAL .00 941.08
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Base Deductions Register (Sample)
DATE 1/20/03 BASE DEDUCTION REGISTER PROGRAM - PPLO52
TIME - 11:45:49 PAY DATE 1/20/2003 - 1
P— FICA - > < e IPERS ------ >
FUND FUNCT DPT EMP# NAME EMPLOYEE EMPLOYER EMPLOYEE EMPLOYER FEDERAL S TATE
01000 09000 01 5000 B ecky Oppedal 12.24 12.24 37.00 57.50 94.43 31.00
FUNCTION TOTAL - 09000 12.24 12.24 37.00 57.50 94.43 31.00
DEPARMENT TOTAL- 01 12.24 12.24 37.00 57.50 94.43 31.00
01000 01120 25 15120 Deanna R Wilson - Eckert 142.98 142.98 70.09 108.93 311.99 92.00
01000 01120 25 15130 Curly C Wiggle 44.85 44.85 26.69 41.47 47.84 14. 00
01000 01120 25 15131 Darrel L Zinger 90.29 90.29 45.44 70.61 109.92 54.00
01000 01120 25 15134 Carol J Richardson 95.43 95.43 47.48 73.78 128.24 52.00
01000 01120 25 15137 Donald K Morgan 76.92 76.92 38.12 59.25 118.45 41.00
01000 01120 25 15138 Kendall L Patterson 74.63 74.63 38.12 59.25 113.96 39.00
01000 01120 25 15139 Mavis E Blanket 64.43 64.43 34.95 54.31 76.84 32.00
FUNCTION TOTAL - 01120 589.53 589.53 300.89 4 67.60 907.24 324.00
01000 05000 25 15117 Thomas S Nigel 65.90 65.90 32.80 50.97 64.00 34.00
FUNCTION TOTAL - 05000 65.90 65.90 32. 80 50.97 64.00 34.00
DEPARTMENT TOTAL- 25 655.43 655.43 333.69 518.57 971.24 358.00
FUND TOTAL - 01000 667.67 667.67 370.69 576.07 1,065.67 389.00
DATE 1/20/03 BASE DEDUCTION R EGISTER PROGRAM - PPLO52
TIME - 11:45:49 PAY DATE 1/20/2003 PAGE - 2
<e- w= FICA =eeee > < e IPERS ------ >
FUND FUNCT DPT EMP# NAME EMPLOYEE EMPLOYER EMPLOYEE EMPLOYER FEDERAL S TATE
11000 06010 24 21001 Ronald M Huntoon 37.36  37.36 .00 .00 1231 15.00
FUNCTION TOTAL - 06010 37.36 37.36 .00 .00 12.31 15.00
DEPARTMENT TOTAL: 24 37.36 37.36 .00 .00 12.31 15.00
FUND TOTAL - 11000 37 .36 37.36 .00 .00 12.31 15.00
FINAL TOTAL 705.03 705.03 370.69 576.07 1,077.98 404.00

PRINT PAYROLL WARRANTS

l nstruct

SOLUTIONS

~

Functions

Lookup

Warrants
Printer ID
Hold spool file
Save spool file
Source Drawer

CnDemand & No " Prt&0OnD

Signature title |

ACH stubs and listing (if applicable)

Printer ID P4 J
Hold spool file —
Save spool file r
OnDemand @« No ¢ Prt&OnD

L. SOLUTIONS

Connected 05 May at 08:03 am as: QSECOFR I]

* W

PROGRAM NOTES:

1 Use this ofion to print your payroll warrants, disbursements, and ACH listing (if applicable).
1 The first screen is to print your payroll warranthis option will also produce a listing of your ACH
transactionsind your ACH stub# you use the ACH prograniThesecan be printed on plain paper.

FIELDS:
Warrants:

1 Printer ID: defaults to the job default printer. Use the browse button to see available options.*
1 Hold Spool File:check the box if you wish the listing/report to be heldhis means that the

listing/report will not print until you release it.*

1 Save Spool File: check the box if you wish the spool file to be saved after printing.*
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9 Source Drawer: if printing to a laser printer, you can designate which drawer to print from.*

I OnDemand Options: seleldb to print the listing as normal or Prt&OnD to both print the report and
send a copy to OnDemand*

1 Signature Title: if you do not have a preprinted title on your warrants, you may enter a title here.

ACH Stubs andListing:

9 Printer ID: defaults to the [pdefault printer. Use the browse button to see available options.*

1 Hold Spool File: check the box if you wish the listing/report to be heldhis means that the
listing/report will not print until you release it.*

Save Spool File: check the box if yatish the spool file to be saved after printing.*

OnDemand Options: select No to print the listing as normal or Prt&OnD to both print the report and
send a copy to OnDemand*

T
T

2" Screerfor Printing Disbursements

SOLUTIONS . ‘\ Connected 05 May at 08:03 am as: QSECOFR m

Functions Polk County Extension - Payroll; Print Disbursement Warrants

Lookup

Disbursement Warrants
Printer ID P4 J
Hold spool file r
Save spoaol file —
Source Drawer 1 :‘
OnDemand & No " Prt&0OnD
Signature title |
ACH/EFT stubs and listing (if applicable)
Printer 1D P4 J
Hold spool file —
Save spool file r
OnDemand s No " Prt&0OnD
. SOLUTIONS L J I.’,I"l

PROGRAM NOTES:
1 The second screen isrfprinting your deduction disbursememisd ACH/EFT disbursement stubs and
listing (if applicable). The ACH/EFT disbursements and listing can be printed on plain paper.
9 After completing this step to Print Payroll Warrants, if you use the ACH programcthen for the
option to OTr arm&f ewi ItlheappCHarf.i | el ft you prefer to
can exitout of the screen and run it directly from the ACH menu. Refer to the Transfer ACH Payment
File toPCsection for more iformation.

FIELDS:
Disbursements
1 Printer ID: defaults to the job default printer. Use the browse button to see available options.*
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1 Hold Spool File: check the box if you wish the listing/report to be heldhis means that the
listing/report will notprint until you release it.*

1 Save Spool File: check the box if you wish the spool file to be saved after printing.*

1 Source Drawer: if printing to a laser printer, you can designate which drawer to print from.*

1 OnDemand Options: select No to print tletihg as normal or Prt&OnD to both print the report and
send a copy to OnDemand*

1 Signature Title: if you do not have a preprinted title on your warrants, you may enter a title here.

ACH/EFT Stubs and Listingjif applicable)

9 Printer ID: defaults to thipb default printer. Use the browse button to see available options.*

91 Hold Spool File: check the box if you wish the listing/report to be heldhis means that the
listing/report will not print until you release it.*

9 Save Spool File: check the boxyidu wish the spool file to be saved after printing.*

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

ACH Listing Payroll WarrantgSample)

Date - 11/30/2006 ACH Warrants Issued. Batch ACH0000220 PROGRAM - PPLO55
Time- 16:18:24 Page - 1
Date
Warrant# Amount ACH/EFT Fund Issued/Paid Employee# Employee Name
97581  1235.48 A 01000 11/26/2006 128 Lorie Kane
97582  3110.18 A 01000 11/26/2006 174 Stuart Ap pleby
97583 252213 A 11000 11/26/2006 117 Rich Beem
97584  2625.82 A 11000 11/26/2006 190 Jonathan Byrd
97585  823.71 A 01000 11/26/2006 15138 Beth Bader
97586 1121.72 A 01000 11/26/2006 15143 Marisa Baena
97587 1986.43 A 60000 11/26/2006 513 Briny Baird
97588  417.77 A 01000 11/26/2006 22010 Isao Aoki
97589 203.17 A 01000 11/26/2006 22018 Jim Ahern
97590 50.79 A 01000 11/26/2006 22065 Jim Albus
14097.20 Total Warrants
# of ACH Records 10
#of EFT Re cords 0
Total ACH/EFT Records 10

ACH/EFT Listing Disbursement (Sample)

Date - 11/30/2006 ACH Warrants Issued.  Batch ACH0000000 PROGRAM - PPL0O55
Time- 16:18:25 Page- 1
Date
Warrant# Amount ACH/EFT Fund Issued/Paid Vendor# Vendor Name Vendor Name 2

97605 422.00 E 01000 11/26/2006 1390 Treasurer - State of lowa

97606 305.00 E 11000 11/26/2006 1390 Treasurer - State of lowa

97607 105.00 E 60000 11/26/20 06 1390 Treasurer - State of lowa

97608 109.00 E 69000 11/26/2006 1390 Treasurer - State of lowa

97609 1045.47 E 01000 11/26/2006 2119 Clay County Treasurer Fed Tax Withholding

97610 89496 E 11000 11/26/2006 2119 Clay County Treasurer Fed Tax Withholding

97611 213.47 E 60000 11/26/2006 2119 Clay County Treasurer Fed Tax Withholding

97612 34 1.65 E 69000 11/26/2006 2119 Clay County Treasurer Fed Tax Withholding

3436.55 Total Warrants
# of ACH Records 0
# of EFT Records 8
Total ACH/EFT Records 8
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Connected 05 May at 08:03 am as: QSECOFR

]

20 agh 2 ?
Functions Polk County Extension - Payroll; ACH File Transfer Selection
Oopt File Mame Text Date
| ACHOO00012 Payroll 05/17/2010 Checks %7,036.06 05/05/2010
ACHO000009 Payroll 04/16/2010 Checks $9,529.74 04/19/2010
ACHO000008 Payroll 04/02/2010 Checks $9,133.80 04/05/2010
ACHO0O00003 Payroll 03/19/2010 Checks $9,520.98 03/18/2010
ACHOO000001 Payroll 03/05/2010 Checks $9,100.87 03/04/2010
Grid legend
. SOLUTIONS L ] I-’,I"l

1 You can either chose to process your ACH file transfer now or yoaxiaout and process it from the
ACH Menu. Refer to the ACH section for more information.
T The O6Text dwillishow thertypedf iferasn(Payroll or Disbursements), the date of the items, and

the total for the batch.
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SAVE & UPDATE PAYROLL DETAIL

HICESS ? ‘\ Connected 05 May at 08:03 am as: QSECOFR m
L3
s 20 Agh 2 ? ] x
Functions Polk County Extension - Payroll; Save/Update Payroll Detail
Save Device [SavF] (TC, TAPO1, "SAVF)
L Exit NN oK ]
. SOLUTIONS - @rzj‘

PROGRAM NOTES:

9 This option saves the payroll and updates all the payroll history files. It also creates tHesjunyna
files for the Engineerdéds accounting and Auditor ¢

1 You have the option of saving to tape or to a save file. If you use the save file option, it will save the

payroll to thesystem iand you will not need a tape.

No files are updated until this option is completed.

After this option is completed, all payrgitocessing files are cleared.

If you receive any error messages during this process, call Solutions, Inc. immediately. Do not sign

off of your workstation!

Upon completion of the save and update, if you have not already transferred the ACH file, you will need

torunt he O0Tr ansf er optioaon AE€EACH PayrolleMenu®ou Bny dieed to transfer

the ACH file if you use the ACH program.

= = =8 =9

FIELDS:
9 Save Device: enter in the device you wish to save the payrsitd will save the file to the system and
no tape is required.*
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2" Screen

SOLUTIONS

VIEW (% Connected 05 May at 08:14 am as: BECKY m
.

Functions Solutions, Inc - Payroll; Create Accounting Entries

Lookup

Posting date I5.l’1?.l’2010 -
Posting code 01
. SOLUTIONS =+ i'ﬂ""!

PROGRAM NOTES:
9 This screen is displayed after the payroll save has completed.
1 Press Enter to process.

FIELDS:

1 Posting Date: this date defaults from the date usttbistep Print Detail Register. The posting date
may be overridden if you keyed in the wrong dat¢haistep.

1 Posting Code: defaults to 01 and should not be changed unless you hapie iwasth accounts.
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39 Screen

SOLUTIONS - E]

VIEW ] Connected 05 May at 08:14 am as: BECKY
-

Functions Solutions, Inc - Payroll; Save/Update Payroll Detail

Now processing

Payroll save

Copying engineers hourly data to history

Update employee Ol aod et totale
Transfer Payroll

Update deduction

Move unpaid ded

\
Create outstangin | 1ransfer Payroll ta AP Detail and JE Work File

Create journal enf
. " Yes ™ No
Create journal enf]

Create engineers

Add totals to indiy
—»  Add totals to deduction history <
Post warrant¥ to deduction history

Final payroll processing cleanup

L SOLUTIONS +* @E’_f

PROGRAM NOTES:

i This is the third screen of the save and update of payroll.

1 As the program moves through the steps, the indicators on the sides will move down.
1 This part of the save and update is automatic and you canpubtanything on this screen.

**QOnce the payroll saveandtheupdate has been completed, plagroll can be transferred ind@counting
You can transfer now or it can be done at a later time from within the accounting module.

**If you have our baking module, the payroll amounts paid are automatically transferred into the banking
account register.
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Autopost Journal Entries

SOLUTIONS " A\ I Connected 05 May at 08:14 am as: BECKY m

Functions Journal Entry Automatic Edit/Post

Cancel Request )

Prompt )

Post Entries )

Journal # 10904

Posting Month 5
Fiscal Year 2009/2010

Printer ID [
# of Copies Wj
Print Both Sides " Mo & Duplex " Tumble
OnDemand " Mo 7 Prt&0OnD " OnD Only
[ __ox ]
4 » ? Invalid Printer ID
. SOLUTIONS + @&"

PROGRAM NOTES:

T This is an example of an autopost screen, meanir
print a Final Edit Listing rather than having to go into the Journal Entry Processing Menu and manually
posting the entries.

1 You can turn the autopost feature on for various operations in the Master Maintenance Menu. Refer to
the Master Maintenance Manual forther instructions.

T I f you O6Exité out of any autopost screen, you Wi

Entry Processing Menu.

You must press OPost Entriesd to post the entrie

The same error checking is done on the autopost aséswith the manual posting. The system will not

post the batch of entries if there is in an invalid or inactive account or if the debits and credits do not

equal. You will get a message at the bottom of your screen. If the program is unable togrusiethe

you will need to make corrections and then manually post the entries from the journal entry processing

menu.

=a =

FIELDS:
Journal Number: this is a system assigned number to this batch of transactions. It is not input capable.
Posting Month: thissi carried forward from the previous screen and it not input capable.
Fiscal Year: this is carried forward from the previous screen and is not input capable.
Printer ID: defaults to the job default printer. Use the browse button to see available ‘options.
# of Copies: defaults to the set default, but can be changed.*
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 asnad, Prt&OnD to both print the report and send
a copy to OnDemand, or OnD Only to send a copy to OnDemand without printing.*

=A =4 =48 -8 -8 =9
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Enter Audit Numbers Used

SOLUTIONS ’ A\ b Connected 05 May at 08:14 am as: BECKY @
S 2O APz ? i x
Functions Enter Audit #'s Used
Fiscal Year 2009/2010
Disbursement #s Used 3333334 - 3333334
Date Used S5M7i2010 -
Form ID 1
Audit #s Used -
Description |
. SOLUTIONS + @<

PROGRAM NOTES:

9 If you track audit numbers/micr numbers on the system, you can key in the inforhvexoif you exit
out of the audit file input screen, yaan enter in the audit file information through the Master
Maintenance Menu in the Accounting module.

T 1f you have O0Disbursement #0s Used6 filudlthd i n, t
actual number of audit numbers used. If they do not equal, you will see a message stating this at the
bottom of your screen and you cannot update the file.

FIELDS:
91 Fiscal Year: the year defaults to the current year in the business conttmitfiten be changed.
f Di sbursement #6s Used: enter in the range of di

optional field. It can be left blank if a physical warrant is not used, but an audit number is used such as
when a printer jamsThisfills in automatically from the payroll process but may need to be changed if
you have direct deposits or ACH/EFT items. You only track physical checks here.

Date Used: enter in the tra