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SOLUTIONS VIEW ICONS 
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PAYROLL MAIN MENU 
 

 

¶ Available functions on the menu screens include:   

o Export Data to Excel:  allows you to build a spreadsheet directly from your data on the 

iSeries. 

o My Reports:  you can view your reports/listings as PDF, .txt (in Notepad), .doc (opens in 

Microsoft Word), or as an HTML item.  Once the report/listing is in text format you can 

modify the spool the file, save it to your PC, and/or email it.  You can email a pdf directly.  

You may also change your printers, view, hold, release, and delete your reports/listings here. 

o List Program Updates:  this will take you to ñSolutionsò website and show the listing of the 

updates that have been posted for the module with the most recent listed first.  

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

o Download Pgm Updates:  this will download any pending program updates for the module 

you are in.  This option only appears when there are updates available. 
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PAYROLL PROCESSING MENU 

 

¶ 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. 
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SELECT EMPLOYEES/CYCLES TO BE PAID 
 

 

PROGRAM NOTES: 

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

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

¶ If you selected the wrong cycle, you can rerun this step.  You will not have to rekey any pay detail 

information in step 2ðEnter Pay Detail.  You may need to key in payroll for new employees from the 

selection.   

¶ If you had selected cycles, went into an hourly employee master file made a rate 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. 

¶ 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 will not have to rekey it each time.  F24 fields are noted throughout the book by an ó*ô at the end 

of the field description.  

 

FIELDS:   

¶ Cycle:  enter in the cycle you wish paid.  Use the lookup/browse button to see available options.  If you 

are paying more than one cycle, rerun this step for each cycle.  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.   

¶ Pay Period: 

¶ Beginning Date/Ending Date:  enter in the date range of the pay period including weekends.  There 

should not be any gaps in dates between pay periods.  Otherwise, leave time may not be accrued 

correctly if you are accruing on an annual basis.   
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¶ Write Salary Records:  check the box if you wish to write the salary records.  Writing the salary records 

means that detail records are 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 records.  If you choose to 

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

sequence numbers.*  

¶ Employee:  enter in a specific employee number or leave the field blank to include all employees within 

the selected cycle.  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 printer.  Use the 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, 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 copy to OnDemand without printing.* 

 

 

Payroll Cycle Deduction Report (Sample) 

 
DATE -   1/06/03                                   PAYROLL CYCLE DEDUCTION REPORT                                    PROGRAM -  PPL021 

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  O003  R001  R002  R003  R004  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                                                           R005  C500  C700  

        15139  Mavis E Blanket               *   H                                                                       C700  C800  

        21000  Francis G Hanson              *   H                       G001  

        21001  Ronald M Huntoon              *   H 
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ENTER EMPLOYEE PAY DETAIL 
 

 

PROGRAM NOTES: 

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

¶ This screen allows you to verify the cycle/s and date range/s selected for this payroll.  If you selected the 

wrong cycle, you can simply reselect the cycles. 

¶ This screen displays all active employees who match the selected cycle and status criteria entered on step 

1, Select Employees/Cycles to be Paid.  If you delete an employee here, it only deletes them from this 

payroll.  It does not delete them from the Employee Master File. 

¶ To enter in the information, put a ó2ô in front of the employee/s you wish to update. 

¶ You can either position by employee name or employee number. 

¶ The list can be subset by scanning for a specific name, a string of characters, an address, social security 

number, department, payroll cycle, employee status, or pay type. 

 

FIELDS:   

¶ Position to Name/ Emp #:  enter in a specific name/number or scroll through the list to find a specific 

employee.  If you 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 the next number if an exact match is not found. 

 

PROGRAM OPTIONS: 

¶ 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, press óSelect All. 

¶ 4=Delete Emp:  put a 4 in front of the employee/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. 

¶ C=Calc Net: enter a óCô in front of the employee/s you wish to show the calculated net pay for. You may 

select more than one employee at a time. 
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Show/Hide Detail 

 

 

¶ You can toggle between showing the detail of the different types of pay for each employee and not 

showing the detail.   

 

2=Update Employee 
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PROGRAM NOTES: 

¶ This is the screen where you enter in the specified employeeôs payroll data. 

¶ 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 

employeeôs master file, press óGet Default Hoursô to bring them forward (this option will only be shown 

if default hours are built for this employee). 

¶ If the employee has other earnings, enter in the amounts on the appropriate lines. 

¶ If an account number is invalid, whether incorrect or inactive, a message will appear at the bottom of the 

screen when you press enter to continue.  You will not be able to continue until you have the correct 

account number/s.   

¶ The last employee that you updated is shown in the upper right corner of the screen. 

¶ The rate information is defaulted from the employeeôs master file and can be changed. 

¶ If you override any of the information shown on the screen, the information will be changed for this 

payroll only.  Changes here do NOT affect the employee master file.  

¶ Add another sequence if this 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 sequence 1.  If the 

employee has more than one sequence, the wages and deductions will be split according to the amounts 

entered for each sequence.  If you delete a sequence, you must adjust the remaining salary amounts.  If 

you would like to add a permanent sequence, add it in the Employee Master File.  Refer to the File 

Maintenance section for more information. 

 

FIELDS:   

¶ Salary Amount:  if the employee is a salary employee, this field will be filled in from the employee 

master file.  It can be changed.  This can be overridden for this particular payroll.   

¶ Regular Hours:  enter in the amount of hours worked at the regular pay rate.  

¶ Alt Wages Hours (or whatever description you use):  enter in the amount of alternate hours worked.  

¶ Over Time Hours:  enter in the amount of hours worked at the overtime rate of pay.  

¶ Double Time Hours:  enter in the amount of hours worked at the double time rate of pay.  

¶ In all Hours fields, you are allowed up to two decimal places. 

¶ The wage rates will default from the Employee Master File and can be overridden.  

¶ Earnings No IPERS:  enter in the amount of any earnings that are not to have any IPERS taken out of 

them. 

¶ Taxable Noncash:  enter in the amount of any taxable noncash wages.  An example is an employeeôs use 

of an employerôs vehicle for personal use. 

¶ Other Earnings:  enter in the amount of any other earnings.  In the larger field, you can enter in a 

description of the other earnings. 

¶ Override Accounts:  the account numbers are defaulted from the employeeôs master file, but can be 
overridden for this payroll. 
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2
nd

 Screen 

 

 

PROGRAM NOTES: 

¶ This screen recaps the employeeôs total pay and gives you a chance to verify the information. 

¶ You can also enter in any leave time used.  The fields that are shown may differ from the ones on your 

screen.  They are determined from the leave codes that you have built in the payroll control file. 

¶ The net pay can be calculated from this screen.  This may be helpful if you are working with fluctuating 

garnishments that are not based on true net pay. 

 

FIELDS:   

¶ Comp Hours Earned:  enter in the amount of comp time hours earned, if applicable. 

¶ Comp Hours Used:  enter in the amount of comp time hours used, if applicable. 

¶ Leave Times Used:  enter in the amount of leave time hours used, if applicable. 
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Calculate Net Pay 

 

 

PROGRAM NOTES: 

¶ The net pay is calculated based on the wage information entered and the current deductions in the 

Employee Master File.  If the employee has quite a few deductions, you may need to page down to see 

all of them.  

¶ From here, you can access the Employee Master File and change necessary deductions.  You should not 

be making any other changes in the employee master file at this time. 

¶ You may find this feature helpful when working with a fluctuating garnishment or having made 

deduction changes.  

¶ Press enter or previous to return to the Detail Entry by Employee screen. 
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PRINT EDIT PROOF 
 

 

PROGRAM NOTES: 

¶ 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 pay period. 

¶ The Edit Proof is a listing that you can verify you have selected the correct cycle, that the wage amounts 

and hours for the selected employees are correct, and also the account numbers for the payroll items. 

¶ The Cycle Deduct Report is a listing showing 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. 

¶ The Anniversary Report displays all employees having an anniversary this pay period.  The date of 

benefits, employee status, and years of service are also displayed. 

 

FIELDS:   

¶ Sort By:  select how you would like the listing sorted by.* 

¶ Cycle Deduct Report:  check the box if you wish to print this listing which shows all the deductions for 

the employees and the cycles selected.*    

¶ Anniversary Report:  check the box if you wish to print a listing of employees with an anniversary this 

pay period.*    

¶ 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 held.  This means that the 

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

¶ Print Both Sides:  select No to 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 copy to OnDemand without printing.* 

 



ñSolutions,ò Inc. Payroll Instruction Manual 

ñSolutionsò É 1986 ï 2010 
15 

Edit Proof Report (Sample) 

 
DATE-    1/08/03                                           PAY DETAIL EDIT PROOF                                     PROGRAM -  PPL010 

TIME -  12:39:39                                                                                                        PAGE -       1 

                                                                  REG      O/T      DBL                                  TOTAL  

EMP.    SEQ   EMPLOYEE NAME                                      HOURS    HOURS    HOURS    LONG    E.I.C.   OTHER        PA Y 

NO.     NO.   ACCOUNT NUMBERS                  TYPE  SALARY       PAY      PAY      PAY    AMOUNT   AMOUNT   EARN.  

-  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  

 5000   01    Becky Oppedal                     H                                                                          1000.00  

 GROSS 01000   09000   100  01   1                  1000.00  

 FICA  01000   09000   110  01  

 IPERS 01000   09000   111  01  

 HLT 1 010 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 -  PPL010 

TIME -  12:39:39                                                                                                        PAGE -       4 

                                                                  REG      O/T      DBL                                  TOTAL  

EMP.    SEQ   EMPLOYEE NAME                                      HOURS    HOURS    HOURS    LONG    E.I.C.   OTHER        PAY  

NO.     NO.   ACCOUNT NUMBERS                  TYPE  SALARY       PAY      PAY      PAY    AMOUNT   AMOUNT   EARN.  

-  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  

               ** TOTALS  **                                     376.00     7.00  

                                                    7466.40     3637.28    92.19  

                                                NO IPERS          11.72       TAX NONCASH                                 11207.59  

                                                   USED                USED                USED                USED  

              COMP EARNED       5.75   VACATION     22.00  PERS DAY      8.00                      SICK PAY      2.00  

              COMP USED         2.00  

 

 

Payroll Cycle Deduction Report (Sample) 

 
DATE -   1/08/03                                   PAYROLL CYCLE DEDUCTION REPORT                                    PROGRAM -  PPL021 

TIME -  12:42:27                                                                                                        PAGE -       1 

 CYCLE  EMP #               NAME               SALARY              THESE DEDUCTIONS A RE 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  O003  R001  R002  R003  R004  D092  R005  C700  C8 00 

        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                                                           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 - PPL005 

TIME- 10:55:59             ANNIVERSARY DATE THIS CYCLE             PAGE -         1 

     EMPLOYEE             EMPLOYEE              DATE OF            YEARS OF  

      NUMBER                NAME                BENEFITS   STATUS  SERVICE  

     --------   ------------------------------   - ---------   ------   --------  

         78    Barney Fife                     11/14/1991     F         9  

         80    Andy Rooney                     11/01/1970     O        30  

        945    Michael Douglas                 11/15/1987     F        13  

        953    Michael Douglas                 11/15/1987     F        13  

        971    Minnie Mouse                    11/15/1987     F        13  
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PRINT DETAIL REGISTER 
 

 

PROGRAM NOTES: 

¶ Use this option to print a payroll Detail Register.  This option calculates all deductions that are to be used 

in this payroll process. 

¶ This listing displays the gross pay, all the deductions being applied to each selected employee this 

payroll, and the net pay amount.  Again, this is an opportunity to verify your data entry. 

¶ Error checking has been added to check if the quarter-end and year-end transfers have been run based on 

the payroll date entered. 

¶ The final page of the Detail Register shows each deductionôs total for the payroll .  A total for each type 

of deduction is also shown.  Use this report to assist you in verifying your disbursements; however, your 

disbursement totals on this listing will NOT include any voids and manually created deduction 

adjustments. 

¶ After each employee, their federal taxable wages, state taxable wages, social security wages, Medicare 

wages, and IPERS wages are shown. 

 

FIELDS:   

¶ Payroll Date:  enter in the date of the payroll.  This is the date that will print on the payroll reports and 

listings and also on the warrants.   

¶ Number of Copies: 

¶ Detail Register:  enter in the number of copies you wish to print.  It is required that you run this 

listing.*    

¶ Leave Time Edit:  enter in the number of copies you wish to print.*  

¶ Leave Time Edit by Department:  enter in the number of copies you wish to print.*   

¶ 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 held.  This means that the 

listing/report will not print until you release it.* 
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¶ Print Both Sides:  select No to 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 copy to OnDemand without printing.* 

 

 

Leave Time Edit List (Sample) 

 
DATE -  10/29/04                                         LEAVE TIME EDIT LIST                                        PROGRAM -  PPL032 

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             * VAC01 VAC GEN 7.5HR    750.00  748.00    2.00     .00     .00     .00    750.00    748.00      2.00  

                                PER01 PERSON DAY        45.00   45.00     .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  320.50  591.50   16.00     .00   16.00    928.00    320.50    607.50  

  506 Moira Dunn              * VAC01 VAC GEN 7.5HR    247.50  202.50   45.00     .00     .00     .00    247.50    202.50     4 5.00  

                                PER01 PERSON DAY        30.00   22.50    7.50     .00     .00     .00     30.00     22.50      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    * VAC01 VAC GEN 7.5HR    2 08.00  146.00   62.00     .00     .00     .00    208.00    146.00     62.00  

                                PER01 PERSON DAY        22.50   15.00    7.50     .00     .00     .00     22.50     15.00      7.50  

                                SICKR SICK REG 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 -  PPL033 

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             * VAC01 VAC GEN 7.5HR    750.00  748.00    2.00     .00     .00     .00     750.00    748.00      2.00  

                                PER01 PERSON DAY        45.00   45.00     .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             * VAC01 VAC GEN 7.5HR    337.50  262.50   75.00     .00     .00     .00    337.50    262.50     7 5.00  

                                PER01 PERSON DAY        45.00   37.50    7.50     .00      .00     .00     45.00     37.50      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    * VAC01 VAC GEN 7.5HR    208.00  146.00   62.00     .00     .00     .00    208.00    146.00     62.00  

                                PER01 PERSON DAY        22.50   15.00    7.50     .00     .00     .00     22.50     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     22.50     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 -  PPL033 

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      1612.50    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       2.0 0     808.00  

        FINAL TOTALS                VACATION                             48.50   149.50   101.00 -      9559.75    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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Detail Register (Sample) 
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PROCESS PAYROLL DETAIL 
 

 

PROGRAM NOTES: 

¶ Use this option to create the work files to process the warrants to be printed. 

¶ You will need to enter in the beginning warrant number for this payroll or you can press óGet Next 

Warrant #ô.  The program will look at any warrant numbers that have been used this fiscal year will 

increment the number by one until it finds an unused number.  By óused this fiscal yearô this means that 

the warrant number has been used in payroll, accounting, and/or drainage accounting.   

¶ You have the option of turning off the ACH Payroll Processing for this payroll.  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. 

¶ If any account numbers are found to be invalid, an error report is generated and processing stops.  Any 

errors found will need to be corrected and this option will need to be tried again. 

 

FIELDS:   

¶ Warrant #:  enter in the first warrant number you would like to use or let the system find the next 

available number. 

¶ 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 the space bar to select No. 
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Sample Error Screen on Process Payroll Detail 

 

 

PROGRAM NOTES: 

¶ 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 Process Payroll Detail 

 
DATE -  10/30/06                                       PAYROLL PROCESSING ERRORS                                       PROGRAM - PPU045 

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: 

¶ In this case, the printout is saying that something is wrong with the account number associated with 

OSD1 (other shared deduction 1) on the second sequence.  The error will need to be corrected before you 

will be able to continue.  Once corrected, run this option again. 

¶ Another possible error is óDeductions Exceed Earningsô.  When this message appears, press enter to run 

the listing and see which employee/s is affected.  Make any necessary corrections and then continue on.   
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2
nd

 Screen of Process Pay Detail 

 

 

PROGRAM NOTES: 

¶ All deductions taken in this payroll and those that are still in the payroll adjustments file will 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 disbursed by óSelectô.  

¶ If you come back into this option, the deductions previously selected will still have a ó1ô in front of them.   

¶ If you would like to view the detail that makes up a total, place your cursor on any deduction line and 

press lookup/browse button. 

¶ You have the option of sorting by deduction or by vendor and can toggle between the two settings. 

¶ Negative items will not be processed until there is a positive amount that can offset the negative. 

¶ Zero dollar disbursements will not be printed, but they will be assigned a warrant number.  They will be 

automatically marked as redeemed if both the positive and negative amounts are in the same line items. 

 

PROGRAM OPTIONS:  

¶ 1=Select for Disbursement:  enter a ó1ô on the opt line to select the deductions to be disbursed.  Again, 
you can select all deductions at once. 
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Select All  

 

 

¶ When you select all deductions, a óSelect Deduction Typeô box appears and you have the option of 
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 Deduction Detail 
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¶ Place your cursor on any deduction item and press the lookup/browse button to view the detail that 

makes up the total displayed. 

¶ This is a great way to see if a new employee or changed employee is being included in the deduction 

total. 

 

PRINT WARRANT REGISTERS 
 

 

PROGRAM NOTES: 

¶ Use this option to select and print your warrant registers. 

¶ This is a chance to verify  the information before printing the actual payroll warrants disbursements. 

 

FIELDS:   

¶ 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.*   

¶ 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 held.  This means that the 

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

¶ Print Both Sides:  select No to 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 copy to OnDemand without printing.* 

¶ Signature Title:  enter in the title of the person who will sign the registers.  If left blank, will default to 

County Treasurer.* 
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Warrant Register (Sample) 

 
DATE-   11/30/06                                       PAYROLL WARRANT REGISTER                                      PROGRAM -  PPL063 

TIME -  16:00:24                                         PAY DATE 11/26/2006                                            PAGE -       1 

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   4 421       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 -  PPL060 

TIME -  11:18:24                                          PAY DATE 12/01/2008                                           PAGE -       1 

 EMPLOYEE                               FUND   FUNC   OBJ  DPT PRJ SUB      NET AMT      TOTAL AMT     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          3,1 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 -  PPL060 

EMPLOYEE                               FUND   FUNC   OBJ  DPT PRJ SUB      NET AMT      TOTAL AMT     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 -  PPL060 

EMPLOYEE                               FUND   FUNC   OBJ  DPT PRJ SUB      NET AMT      TOTA L AMT     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 -  PPL060 

EMPLOYEE                               FUND   FUNC   OBJ  DPT PRJ SUB      NET AMT      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 -  PPL060 

TIME -  11:18:24                                          PAY DATE 12/01/2008                                           PAGE -       5 

                                            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 -  PPL062 

TIME -  16:00:24                                         PAY DATE 11/26/2006                                            PAGE -       1 

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 Iowa           ST W/H TAX                422.00       97605     E  

   1390   Treasurer - State of Iowa           ST W/H TAX                305.00       97606     E  

   1390   Treasurer - State of Iowa           ST W/H TAX                105.00       97607     E  

   1390   Treasurer - State of Iowa           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 line for someone to sign off on them. 
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Disbursement Register by Fund (Sample) 

(Has a fund recap at the bottom) 

 
DATE-   12/02/08                      DISBURSEMENT WARRANT REGISTER -  General Basic Fund                             PROGRAM -  PPL061 

TIME -  11:07:41                                          PAY DATE 12/01/2008                                           PAGE -       1 

 ID #   VENDOR                    FUND    FUNC   OBJ  DPT PRJ SUB      AMOUNT       CO SHR   VEND ABBR    TOTAL AMT    WARRANT    A/E  

   1385 AFLAC                     01000   01060   100  05   1               45.50            AFLAC INS  

   1385 AFLAC                     01000   08110   100  07   1               85.40            AFLAC INS  

                                            EMPLOYEE       130.90        E MPLOYER          .00                130.90    110672  

   1400 I. S. A. C.               01000   06110   100  22   2                4.05            AD&D INS  

   1400 I. S. A. C.               01000   09010   100  02   1               10.00            AD&D INS  

   1400 I. S. A. C.               01000   09100   100  53   5               10.00            AD&D INS  

                                            EMPLOYEE        24.05        EMPLOYER          .00                 24.05    110675  

   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          .00                163.00    110678  

   3893 Brokers National          01000   09100   100  53   5               17.70            VISION FLX  

                                            EMPLOYEE        17.70        EMPLOYER          .00                 17.70    110683  

  22001 Clay Co Flex Plan/Medical 01000   01060   100  05   1              150.00            MED EXPENS  

  22001 Clay Co Flex Plan/Medical 01000   06110   100  22   2               50.00            MED EXPENS  

  22001 Clay Co Flex  Plan/Medical 01000   08110   100  07   1               37.50            MED EXPENS  

  22001 Clay Co Flex Plan/Medical 01000   09000   100  01   1               75.00            MED EXPENS  

  22001 Clay Co Flex Plan/Medical 01000   09010   100  02   1               75.00            MED EXPENS  

                                            EMPLOYEE       387.50        EMPLOYER          .00                387.50    110686  

  22002 Clay Co Flex Plan/Ins Pre 01000   06110   100  22   2               66.96            INS PREM 

                                            EMPLOYEE        66.96        EMPLOYER          .00                 66.96    110689  

   2332 EBS -  Voluntary Life Insu 01000   06110   100  22   2               17.68            EBSVolLfNF  

   2332 EBS -  Voluntary Life Insu 01000   09010   100  02   1               19.20            EBSVolLfNF  

   2332 EBS -  Voluntary Life Insu 01000   09100   100  53   5               35.25            EBSVolLfNF  

                                            EMPLOYEE        72.1 3        EMPLOYER          .00                 72.13    110694    A  

   3700 Employee Benefit Sys. Den 01000   01060   100  05   1               23.96            DENTAL INS  

   .    .    .  

   .    .    .  

   .    .    .  

   1387 IPERS Returns Processing  11000   010 00   111  05                  371.37      X     SHER.IPERS  

   1387 IPERS Returns Processing  11000   06100   100  22                   30.75            IPERS - REG 

                                            EMPLOYEE       395.49        EMPLOYER       371.37                 766.86    110706    E  

   1390 Treasurer - State of Iowa   11000   01000   100  05                  172.00            ST W/H TAX  

   1390 Treasurer - State of Iowa   11000   01000   104  05                   44.00            ST W/H TAX  

   1390 Tr easurer - State of Iowa   11000   06100   100  22                   14.00            ST W/H TAX  

                                            EMPLOYEE       230.00        EMPLOYER          .00                230.00    110709    E  

   2119 Clay County Treasurer     11000   01000   100  05                  384.65            FED W/H TX  

   2119 Clay County Treasurer     11000   01000   104  05                   43.43            FED W/H TX  

                                            EMPLOYEE       428.08        EMPLO YER          .00                428.08    110712    E  

   2122 Clay County Treasurer     11000   01000   100  05                  305.01            FICA W/H  

   2122 Clay County Treasurer     11000   01000   104  05                   76.50            FICA W/ H 

   2122 Clay County Treasurer     11000   01000   110  05                  340.24      X     FICA W/H  

   2122 Clay County Treasurer     11000   06100   100  22                   35.23            FICA W/H  

                                            EMPLOYEE       416.74        EMPLOYER       340.24                756.98    110715    E  

                                                                                                            4,572.31  TOTAL FUND  

DATE-   12/02/08                      DISBURSE MENT WARRANT REGISTER -  Co. Assessor Agency Fund                       PROGRAM -  PPL061 

TIME -  11:07:41                                          PAY DATE 12/01/2008                                           PAGE -       9 

 ID #   VENDOR                    F UND    FUNC   OBJ  DPT PRJ SUB      AMOUNT       CO SHR   VEND ABBR    TOTAL AMT    WARRANT   A/E  

   2122 Clay County Treasurer     69000   10500   101  08   4                9.18            FICA W/H  

   2122 Clay County Treasurer     69000   10500   110  0 8                    9.18      X     FICA W/H  

                                            EMPLOYEE         9.18        EMPLOYER         9.18                 18.36    110716    E  

                                                                                                               18.36  TOTAL FUND  

DATE-   12/02/08                      DISBURSEMENT WARRANT REGISTER -  Totals by Fund                                 PROGRAM -  PPL061 

TIME -  11:07:41                                          PAY DATE 12/01/ 2008                                           PAGE -      10 

                                            01000   General Basic Fund                     7,676.47  

                                            02000   General Supplemental Fund             12,85 5.10  

                                            10000   MH - DD Services Fund                       99.15  

                                            11000   Rural Services Basic Fund              4,572.31  

                                            69000   Co. Assessor Agency Fund                  18.36  

                                                    * Final Totals *                      25,221.39  

 

 

Gross, FICA, & IPERS by Fund (Sample 

 
DATE-   11/30/06                                  LIST GROSS, FICA A ND IPERS BY FUND                                 PROGRAM -  PPL031 

TIME -  16:00:25                                          PAY DATE 11/26/2006                                           PAGE -       1 

       FUND #   GROSS WAGE           SOCIAL SEC WAGES                MEDICARE WAGES                 IPERS WAGES  

                                  EMPLOYEE      EMPLOYER         EMPLOYEE      EMPLOYER        EMPLOYEE      EMPLOYER  

       01000     11,819.49        11,358.86         55.00        11,819.49         55.00         7,723.46           .00  

       02000           .00              .00     11,303.86              .00     11,764.49              .00      7,723.46  

       11000      7,558.83         7,558.83      7,558.83         7,558.83      7,558.83         7, 558.83      7,558.83  

       60000      2,600.00         2,600.00      2,600.00         2,600.00      2,600.00         2,600.00      2,600.00  

       69000      2,800.00         2,800.00      2,800.00         2,800.00      2,800.00         2,800.00      2,80 0.00  

                 24,778.32        24,317.69     24,317.69        24,778.32     24,778.32        20,682.29     20,682.29  

 

 

Gross, FICA, & IPERS by Department (Sample) 

 
DATE-   11/30/06                               LIST GROSS, FICA AND IPERS BY DEPARTME NT                              PROGRAM -  PPL034 

TIME -  16:00:25                                          PAY DATE 11/26/2006                                           PAGE -       1 

    DEPT#       GROSS WAGE           SOCIAL SEC WAGES                MEDIC ARE WAGES                 IPERS WAGE  

                                  EMPLOYEE      EMPLOYER         EMPLOYEE      EMPLOYER        EMPLOYEE      EMPLOYER  

     03           1,596.15         1,596.15      1,596.15         1,596.15      1,596.15              .00           .00  

     05          12,944.67        12,944.67     12,944.67        12,944.67     12,944.67        12,224.67     12,224.67  

     08           2,800.00         2,800.00      2,800.00         2,800.00      2,800.00         2,800.00      2,800. 00 

     22             612.50           612.50        612.50           612.50        612.50              .00           .00  

     35           2,596.99         2,596.99      2,596.99         2,596.99      2,596.99         2,596.99      2,596.99  

     70           2,600.00         2,600.00      2,600.00         2,600.00      2,600.00         2,600.00      2,600.00  

     99           1,628.01         1,167.38      1,167.38         1,628.01      1,628.01           460.63        460.63  

                 24,778.32        24,317.69     24,317.69        24,778.32     24,778.32        20,682.29     20,682.29  
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Detail Disbursement Register (Sample 

 
*PPA030*                                                                             PAYROLL DETAIL FOR 11/26/2006                                                                         PAGE    1  

                                                                                              TREASURER 

Lorie Kane                   ACCOUNT #                        SALARY     REG HR   ALT HR   OT HRS   DT HRS   REG RT    ALT RT    OT RT     DT RT    REG PAY   ALT PAY    OT PAY    DT PAY     PAY  

  128     01000   09020   100  03   1  

                                NO IPERS        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     REG HR   ALT HR   OT HRS   DT HRS   REG RT    ALT RT     OT RT     DT RT    REG PAY   ALT PAY    OT PAY    DT PAY     PAY  

  117     11000   01000   100  05                             3826.08                                         20.65              30.975    41.3 00                                            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 Albus                    ACCOUNT #                        SALARY     REG HR   ALT HR   OT HRS   D T HRS   REG RT    ALT RT    OT RT     DT RT    REG PAY   ALT PAY    OT PAY    DT PAY     PAY  

22065     01000   08020   101  99                                         10.00                                5.50               8.250    11.000     55.00                                    55.00  

                                                             --------    -------   -------   -------   -------                                          --------   --------   --------   --------    --------  

                                              ** TOTAL **                 10.00                                                                       55.00                                    55.00  

* TOTALS *  WAGE         55.00  

                  EMPLOYEE  EMPLOYER  |                  EMPLOYEE  EMPLOYER  |                  EMPLOYEE  EMPLOYER  |                  EMPLOYEE  EMPLOYER  |                  EMPLOYEE   EMPLOYER 

  FEDERAL WH                          |  STATE WH                            |  SOC SEC WH          3.41      3.41  |  MEDICARE WH          .80       .80  |  IPERS WH  

                                                                                                                                   WARRANT   97590 A             GROSS    55.00     NET PAY    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        23.61     23.61  |  IPERS WH           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 

  FEDERAL WH       2495.55            |  STATE WH          941.00            |  SOC SEC WH       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 
 

 

PROGRAM NOTES: 

¶ Use this option to print listing of your deductions for the payroll.  Again, you can use these listings to 

verify your data before printing payroll warrants and disbursements. 

¶ The Deduction Report totals the non-base deductions by deduction code and shows the amounts per 

employee for each deduction.  The Deductions by Vendor totals the non-base deductions by vendor, 

shows the amounts per employee, and separates out the employer and employee share.  The Health 

Insurance deduction register lists by department and fund, 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:   

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

¶ 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.*   

¶ Hold Spool File:  check the box if you wish the listing/report 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, 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 copy to OnDemand without printing.* 
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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 -  C301 I.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                             2.74  

15138  Kendall L Patterson                        17.73  

15138  Kendall L Patterson                        17.73  

15134  Carol J Richardson                          2.74  

15134  Carol J Richardson                          2.74  

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 -  PPL050 

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 I.S.A.C.                     15137 Donald K Morgan              C301               1.35               .00              1.35  

                                                               EMPLOYEE TOTALS             1.35               .00              1.35  

   1400 I.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  

                                                               VENDOR TOTALS             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 -  PPL051 

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                    H003 Unicare Health Plans - Dent               .00               13.72 -  

                                                                   DEPARTMENT TOTAL               .00               13.72 -  

01000   25   15137  Donald K Morgan                  H003 Unicare Health Plans - Dent               .00               27.44  

01000   25   1513 8  Kendall L Patterson              H003 Unicare Health Plans - Dent               .00               27.44  

01000   25   15134  Carol J Richardson               H003 Unicare Health Plans - Dent               .00               27.44  

01000   25   15131  Darrel L Zinger                  H003 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 -  PPL052 

TIME -  11:45:49                                          PAY DATE  1/20/2003                                           PAGE -       1 

                                                         <------  FICA ------- >      < ------  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  

          DEPARTMENT 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 -  PPL052 

TIME -  11:45:49                                          PAY DATE  1/20/2003                                           PAGE -       2 

                                                         <--- ---  FICA ------- >      < ------  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         12.31        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 
 

 

PROGRAM NOTES: 

¶ Use this option to print your payroll warrants, disbursements, and ACH listing (if applicable). 

¶ The first screen is to print your payroll warrants.  This option will also produce a listing of your ACH 

transactions and your ACH stubs if you use the ACH program.  These can be printed on plain paper.  

 

FIELDS:   

Warrants: 

¶ 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 held.  This means that the 

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

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

¶ OnDemand Options:  select No to print the listing as normal or Prt&OnD to both print the report and 

send a copy to OnDemand* 

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

 

ACH Stubs and Listing: 

¶ 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 held.  This means that the 

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

¶ Save Spool File:  check the box if you wish 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* 

 

 

2
nd

 Screen for Printing Disbursements 

 

 

PROGRAM NOTES: 

¶ The second screen is for printing your deduction disbursements and ACH/EFT disbursement stubs and 

listing (if applicable).   The ACH/EFT disbursements and listing can be printed on plain paper.  

¶ After completing this step to Print Payroll Warrants, if you use the ACH program, the screen for the 

option to óTransfer the ACH file to PCô will appear.  If you prefer to do the transfer at another time, you 

can exit out of the screen and run it directly from the ACH menu.  Refer to the Transfer ACH Payment 

File to PC section for more information. 

 

FIELDS:   

Disbursements: 

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

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

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

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

¶ OnDemand Options:  select No to print the listing as normal or Prt&OnD to both print the report and 

send a copy to OnDemand* 

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

 

ACH/EFT Stubs and Listing (if applicable): 

¶ 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 held.  This means that the 

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

¶ Save Spool File:  check the box if you wish 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* 

 

 

ACH Listing Payroll Warrants (Sample) 

 
Date -  11/30/2006                           ACH Warrants Issued.     Batch  ACH0000220                                PROGRAM - PPL055 

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      2522.13    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 - PPL055 

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 Iowa  

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

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

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

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

     97610       894.96    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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ACH File Transfer Screen 

 

 

¶ You can either chose to process your ACH file transfer now or you can exit out and process it from the 

ACH Menu.  Refer to the ACH section for more information. 

¶ The óTextô information will show the type of items (Payroll or Disbursements), the date of the items, and 

the total for the batch. 
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SAVE & UPDATE PAYROLL DETAIL 
 

 

PROGRAM NOTES: 

¶ This option saves the payroll and updates all the payroll history files.  It also creates the journal entry 

files for the Engineerôs accounting and Auditorôs accounts payable and general ledger. 

¶ 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 the system i and you will not need a tape.   

¶ No files are updated until this option is completed. 

¶ After this option is completed, all payroll-processing 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 

to run the óTransfer the ACH File to PCô option on the ACH Payroll Menu.  You only need to transfer 

the ACH file if you use the ACH program. 

 

FIELDS:   

¶ Save Device:  enter in the device you wish to save the payroll to.*savf will save the file to the system and 

no tape is required.* 
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2
nd

 Screen 

 

 

PROGRAM NOTES: 

¶ This screen is displayed after the payroll save has completed. 

¶ Press Enter to process.    

 

FIELDS:   

¶ Posting Date:  this date defaults from the date used in the stepðPrint Detail Register.  The posting date 

may be overridden if you keyed in the wrong date on that step. 

¶ Posting Code:  defaults to 01 and should not be changed unless you have multiple cash accounts. 
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3
rd
 Screen 

 

 

PROGRAM NOTES: 

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

¶ As the program moves through the steps, the indicators on the sides will move down. 

¶ This part of the save and update is automatic and you cannot input anything on this screen. 

 

**Once the payroll saves and the update has been completed, the payroll can be transferred into accounting.  

You can transfer now or it can be done at a later time from within the accounting module.   

 

**If you have our banking module, the payroll amounts paid are automatically transferred into the banking 

account register.  
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Autopost Journal Entries 
 

 

PROGRAM NOTES: 

¶ This is an example of an autopost screen, meaning you can press óPost Entriesô to post the entries and 
print a Final Edit Listing rather than having to go into the Journal Entry Processing Menu and manually 

posting the entries.  

¶ You can turn the autopost feature on for various operations in the Master Maintenance Menu.  Refer to 

the Master Maintenance Manual for further instructions. 

¶ If you óExitô out of any autopost screen, you will need to manually post the entries from the Journal 
Entry Processing Menu. 

¶ You must press óPost Entriesô to post the entries. 

¶ The same error checking is done on the autopost as is done with 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 to post the entries, 

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

menu. 

 

FIELDS:  

¶ Journal Number:  this is a system assigned number to this batch of transactions.  It is not input capable. 

¶ Posting Month:  this is 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).* 

¶ 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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Enter Audit Numbers Used 
 

 

PROGRAM NOTES: 

¶ If you track audit numbers/micr numbers on the system, you can key in the information here.  If you exit 

out of the audit file input screen, you can enter in the audit file information through the Master 

Maintenance Menu in the Accounting module. 

¶ If you have óDisbursement #ôs Usedô filled in, the actual number of disbursements used must equal the 

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:  

¶ Fiscal Year:  the year defaults to the current year in the business control file, but can be changed. 

¶ Disbursement #ôs Used:  enter in the range of disbursement numbers you have used.  This is the only 
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 jams.  This fills 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 transaction date or warrant date. 

¶ Form ID:  enter in the form ID you useðsuch as Claims, Payroll, Green Checks, etc. 

¶ Audit #ôs Used:  enter in the range of audit numbers you have used. 

¶ Description:  enter in a description. 
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LEAVE TIME ADJUSTMENTS FILE MAINTENANCE 
 

 

PROGRAM NOTES: 

¶ Use this option to make manual changes to an employeeôs leave time.  This option is for the current 

payroll only. 

¶ As noted on the screen, if the payroll detail register is rerun for any reason, all changes made using this 

program will be lost.   

¶ It is recommended that leave time used be entered in the Pay Detail and to have the leave time accrued 

through the use of the leave tables rather than using the leave time adjustments.   

¶ This option can be ran anytime after the Detail Register and before the Save/Update.  It is recommended 

to run this option after you have ran the Process Payroll option, in case you any errors that need to be 

corrected in the payroll detail.   
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2
nd

 Screen 

 

 

PROGRAM NOTES: 

¶ Select the employee/s you wish to manually enter in leave time information for. 

¶ You may sort the file by employee number or name.  You may scan for a character string in the 

employee name.  

 

PROGRAM OPTIONS:  

¶ 1=Select Emp:  enter a ó1ô on the opt line to select the employee/s you wish to work with. 
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3
rd
 Screen 

 

 

PROGRAM NOTES: 

¶ Enter in the amounts of leave time earned or used for the pay periodðincluding Comp Time.  When you 

press enter, the program will calculate the balance. 
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4
th
 Screen 

 

 

PROGRAM NOTES: 

¶ This screen allows you to print a leave time edit listing. 

 

FIELDS:   

¶ Number of Copies: 

¶ Leave Time Edit:  enter in the number of copies that you would like to print.  Can also print by 

department.*    

¶ 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 held.  This means that the 

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

¶ Print Both Sides:  select No to 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 copy to OnDemand without printing.* 
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PAYROLL HAS BEEN STARTED & YOU NEED TO MAKE CHANGES: 
 

If payroll processing has already been started and you need to go back into a step, you will see the screen 

below.  You may go back to any step as long as you have not ran the Save & Update Payroll Detail.  If you 

do go back to a previous step, you will need to rerun all subsequent steps.  It is our recommendation that you 

reprint all disbursements. 
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If you try to skip a step in the payroll processing, you will see a similar message to the one below pertaining 

to the skipped steps and the one you are trying to run. 

 

 

To see which payroll processing step you are on, type in óppô on a command line. 

 

 

¶ This command shows you which payroll processing step the system thinks you are on.  It displays the 

steps, the user that has completed the steps, and the relative date and time for each step. 
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FAQS 
 

¶ I selected the wrong cycleé 
¶ Regardless of the step you are on, go back into option 1, Select Cycles/Employees to be Paid, and 

rerun the selection.  You will not need to rekey the pay detail information from option 2.  You will 

however need to verify that you are paying only the employees you intend to pay.  If you have extra 

employees, delete them from option 2.  Continue from step 3 down. 

 

¶ I have an incorrect deduction on an employeeé 

¶ Go into the employee master file and correct the deduction.  Call up the employee in Enter Pay 

Detail (step 2), press enter through their information and continue on.  Or, you can go back into step 

2, Enter Pay Detail and calculate the net pay.  From here, access the Employee Master File and 

correct the deduction. 

 

¶ Am trying to do the Save/Update of Payroll and is saying that the óPayroll checks have not 

been processed.ô  I have the checks printedé 

¶ On a command line, type in PP.  This will display what step the program is on.  The only way the 

step gets reset is if someone goes back into a prior step. You will need to continue from the step 

shown on downðverifying that what is generating now matches what you already printed.  

 

¶ Disbursements do not match the amount on the Detail Registeré 
¶ The detail register does not include any voids or manually created deduction adjustments.  Did you 

select to pay a disbursement that was withheld in a prior payroll?   

 

¶ I need to void an employeeôs checké 

¶ The payroll will need to be transferred to accounting before you can void an employeeôs check.  

Void through Payroll File Maintenance (disbursement warrants need to be voided through 

accounting).  The void date must be on or after the issue date.  If you are reissuing a new check, the 

general rule is to not select any disbursements to be paid.  Let the negative amounts (from the void) 

and the positive amounts (from the reissue) be picked up with your next regular payroll.  If the 

reissued employee check is less than the original, do NOT select the disbursements as they could be 

zeroes or negatives.  

 

¶ I need to do a catch up payroll, pay through June 30
th
, etc and do not want any extra 

deductionsé 

¶ You can run a payroll for cycle 99.  This cycle only withholds the base deductions (federal, state, 

IPERS) and does not do any leave time calculations.  You should not be keying in any leave time 

information on a cycle 99 payroll.   

 

¶ I need to give an employee another check for this payrollé 

¶ You cannot pay an employee more than once on the same date with the same cycle.  You must either 

change the date or change the cycle.  Changing the cycle to cycle 99 will most likely be beneficial 

since you probably do not want to deduct anything more than the base deductions in the second 

check. 
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PAYROLL FILE MAINTENANCE MENU 
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EMPLOYEE MASTER 
 

 

PROGRAM NOTES: 

¶ Use this option to edit existing employee information (change their employment status, pay type, marital 

status, exemptions, etc), do maintenance to quarter-to-date or year-to-date information, edit leave time 

totals, and/or edit or enter ACH information.   

¶ If you have a new employee, you will build their master file here.  This screen displays all the 

active employees.  If you wish to see inactive, deceased, or terminated employees, use the subset.  

To show the last number used for an employee, you can subset to show all employee statuses, sort 

by employee number, and then scroll to the bottom of the list.  

¶ With the Change View key, you can chose from the address, status, dates, rates, leave codes, deductions, 

or account number view.  Whichever view you chose, upon entering the employee master file, your 

cursor will automatically be in that section of the file.  To save your preferred view, select your choice 

and press F24 to save the default.  

¶ Using the Change View and subset together may be useful when having to change deduction codes or 

deduction amounts at the beginning or ending of a payroll year.  Or, you may choose to be in rate view 

so that you can modify employeesô wages quickly at the beginning of a year. 

¶ The employee master file can be sorted by employee name, employee number, by department and then 

by employee name, or by department and then by employee number. 

 

PROGRAM OPTIONS:  

¶ 2=Edit Employee:  enter a ó2ô on the opt line for the employee/s you wish to maintenance. 

¶ T=QTD/YTD:  enter a óTô on the opt line for the employee/s you wish to maintenance. 

¶ I=Inquiry:  enter an óIô on the opt line for the employee/s you wish to display.   

¶ L=Leave Totals:  enter an óLô on the opt line for the employee/s you wish to maintenance. 

¶ A=ACH Information:  enter an óAô on the opt line for the employee/s you wish to maintenance. 

¶ C=Comments:  enter a óCô to view and/or print the comments for an employee. 



ñSolutions,ò Inc. Payroll Instruction Manual 

ñSolutionsò É 1986 ï 2010 
47 

Change View Options 
 

 

PROGRAM NOTES: 

¶ You can choose what information you can view on the Employee Master File screen.  You can 

choose to view the address section, the status section, date section, rates section, leave code 

information, the regular deduction code section, or the gross account numbers.  Whichever section 

you choose to show, upon entering the employee master, your cursor will automatically go to that 

section. 
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Status View 

 

 

¶ The Status View displays the employee number, name, social security number, marital statuses, 

employee status, controlling department, pay type and ACH indicator. 

 

Rates View 


