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1 Introduction

This chapter explains how the manual is organized and how the manual should be used. It
also provides you with an overall view of the Solution-1V Payroll features.

The General Ledger and System Integration flowcharts show how your Payroll module
operates and how it relates to the overall accounting system.

Introduction
Copyright 0 2005 Thoroughbred Software International, Inc.



Thoroughbred Solutions

Thoroughbred Solutions

Introduction

Thoroughbred Software devel ops and internationally markets software products for small
through Fortune 500 sized businesses. Thoroughbred products are true multi-user solutions
and areingtalled at thousands of worldwide sites.

Solving everyday accounting problems has never been a simple task. Thoroughbred Solution-
IV Accounting modules are 4GL -based providing the quality and versatility you need to bring
your business accounting needs into and through the new millennium. Thoroughbred software
isaways at the forefront of our industry's rapidly changing technology. Thoroughbred
Solution-1V Accounting sets the pace for 4GL -based applications and is aresult of more than
25 years of application development and design experience. This product was built using one
of the most powerful 4GL -application development environments available today —
Thoroughbred OPENworkshop.

OPENworkshop provides a comprehensive set of productivity tools designed to be easy to
understand and use. Solution-1VV Accounting is built on top of this robust development
platform, which provides the perfect foundation for construction of afeature rich solution to
your accounting problems. The Thoroughbred OPENworkshop development environment
makes it easy and practical to customize complex applications.

Thoroughbred Solution-IV Accounting is a completely integrated accounting solution. Each

module provides a seamless integration and sharing of common data with each of the other
modules.

Copyright 0 2005 Thoroughbred Software International, Inc.




Payroll Features

Payroll Features

The following standard features are included in Thoroughbred Solution-1V Payrall:

» Thoroughbred Solution-1V Payroll helpsto process your company payroll by
providing analysis reports that show labor trends broken down by hours worked,
and labor costs by employee, department, earnings code, and job.

» Payroll prints W-2s and quarterly reports that provide the information needed to
compl ete required government forms.

» ThePayroll system handles multiple taxing jurisdictions, aswell as 401k plans.

» ThePayroll system alows you to adapt the Payroll package to your specia needs
without having to make program changes. The parameters feature choices
including whether or not to post to General Ledger, whether to tie your tax
depositsinto Accounts Payable, and whether or not to accrue vacation and sick
pay beyond the end of the year.

» Payroll includes tax tables for both federal taxes and for all statesthat assessa
state income tax.

» The system alows an unlimited number of earnings codes, deductions, and
payroll taxes.

» Earnings and deductions may each be designated as taxable or non-taxable. This
allows you to accommodate a 401k plan.

» The system handles regular, premium, bonus, vacation, sick, and holiday
earnings. It can calculate these based on hours worked or as aflat amount. Y ou
may also define alimit for agiven earnings code.

» You can base deductions on aflat amount, a percentage of gross, on hours
worked, or on a specific earnings code calculation. Y ou can define limits by pay
period, month-to-date, quarter-to-date, and year-to-date, and can set minimum
hours and earnings amounts to which a deduction will apply.

» Federd, state, local, FICA, Unemployment, Worker's Compensation, and other
employer contributions are defined by the user. Y ou may base contributions on an
hourly rate, percentage of gross, flat amount, or according to a deduction code
calculation. Y ou can set contribution limits by period, month, quarter, or year.

» You can pre-define each employee with earnings, deduction, and tax profile.
Then, each payroll period, employees can be selected automatically for
processing, with the need to change only that information that differs from period
to period.

» You can define daily, weekly, biweekly, semi-monthly, monthly, quarterly, and
annual pay cyclesfor each employee.

Introduction 3
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Payroll Features

Solution-1V Accounting

Y ou may choose to post employer contributions, employee taxes, and employee
deductions automatically to the Solution-1V Accounts Payable package for
subsequent payment.

Y ou can enter both computer-generated and manually written payroll checks for
each employee during the payroll cycle. Manual, computer-calculated, and
direct-deposit checks can be processed in the same payroll cycle.

The system maintains the last review, next review, last raise, last pay rate, birth
date, date of hire, and many other demographic data. These can be viewed on
several payroll reports or accessed from Thoroughbred Query-1V.

Y ou can retain payroll history for aslong as you want, and you can produce a
detailed check history report from the historical filesat any time.

Y ou can have the system accrue vacation and sick pay automatically, and allow
each employee a specified number of vacation and sick hours per year. The
system will track hours accrued as well as hours used.

Payroll handles W-2 printing for multiple taxing jurisdictions.

Y ou can keep afull set of employee comments for each employeeto usein
tracking salary history or other general employee-related information.

Y ou can print awide variety of management reports, including:

Employee Masterfile Listing

Employee Accrua Report

Payroll Registers

Analysis Reports

Labor Distribution Report

Quarterly Tax and Contribution Reports
Date Cross-Reference Reports

* & & & o oo o
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Thoroughbred Solution-1V Accounting Flowchart

Thoroughbred Solution-IV Accounting Flowchart

Thefollowing System Integration flowchart diagrams how the various Solution-1V
Accounting modules relate to one another.

The Solution-1V Payroll flowchart on the following page shows how the various components
of the Payroll module are related.

| Meconolialios
h ]

e

Introduction S
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Solution-1V Payroll Flowchart

Solution-IV Payroll Flowchart
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How to make the Greatest Use of This Manual

How to make the Greatest Use of This Manual

Introduction
With this manual we have created reference material that is easy to read, yet contains all of
the information you need to set up and run the Thoroughbred Solution-1V Payroll system.

This manua will introduce you to the capabilities of the Solution-IV Payroll, give you ideas
to help you get started with theinitial setup, provide complete processing instructions, and
also serve as a reference guide once you are up and running.

Suggested Steps
In order to make the greatest use of this manual and to provide the easiest transition to your
new system, we suggest you complete the following before entering your own datainto the
system.

» Know how your computer works. Userswho are familiar with the functions of
their computer will have an easier time using the system.

» Read, or at least browse, the entire manual. Become familiar with the options
and capabilities before starting to use the software.

» Ingtall the system. Make sure both the programs and demonstration data have
been installed on your computer so you can begin looking at the system.

» Usethe demonstration data. Demonstration data has been provided to allow you
to get alook and fed of the operations of the system and reports without using
your company’ s information.

» Begin using the system. Use this manual to begin entering and/or converting
your information into the Solution-IV Accounting system.

K eep the manual handy. Once you are up and running, you will find the manual
helpful as areference guide. A complete Table of Contents has been provided for
your assistance

Introduction 7
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How This Manual is Organized

How This Manual is Organized

This manua has been organized to take you through normal Payroll activity. As a supplement
to these day-to-day procedures we have included a brief explanation of accounting theory, an
extensive glossary of accounting terms, and severa helpful setup ideas and system design
hints.

Chapter 1
Introduction - Explains how the manual is organized and how the manual should be used. It
also provides you with an overall view of the Solution-1V Payroll features. The Payroll and
System Integration flowcharts show how your Payroll module operates and how it relates to
the overall accounting system.

Chapter 2
Payroll M enus-Describes the options available on the Payroll Main Menu, Code File
Maintenance Menu, and Monthly Reports Menu.

Chapter 3
Payroll Setup-Explains how to get started with your Payroll system. This chapter contains all
of the options on the Code File Maintenance Menu.

Chapter 4
Employee M aintenance-Describes the options that are available during usual day-to-day
processing. These include Employee Maintenance, Employee Inquiry, and Tax Calculation

Inquiry.

Chapter 5
Payr oll Processing-Discusses the options that are available when processing the payroll.
They include Pay Period Initialization, Time Sheet Entry, Gross to Net Calculations, and
Check Printing, a ong with the accompanying reports and updates.

Chapter 6
Payroll Reports-Describes how to execute the Solution-1V Payroll Reports. These include
the Employee Magterfile Listing and Employee Label Printing, aswell asthe standard
monthly analysis reports, such asthe Earnings Analysis, Deduction Analysis, Tax Anaysis,
Contribution Analysis, Labor Distribution, Job Pay Analysis, Payroll Union, Insurance Cross
Reference, Date Cross Reference, and Employee Accrua Reports; and the quarterly, and
annual reports, such as the Historical Payroll Register, Quarterly 941 Forms, Quarterly Tax,
Quarterly Contribution, W-2 Form Printing, Quarterly Check Register, and AP Expense
Transfer.

Chapter 7
Period End Processing-Describes what happens during the Period End Update and the
Status Change Update.

Solution-1V Accounting 8
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How This Manual is Organized

Appendices
Appendices-Contains supplemental information that is helpful to the understanding of
Solution-1V Payroll. System conversion is also detailed in the Appendices. Messages you
may encounter while using the system are also listed and explained in the appendix.

Glossary
Glossary-Provides alist of terms used in the Solution-1V manuals.

Introduction 9
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Payroll Menus

Payroll Menus

Thoroughbred Solution-1V Payroll uses options that can be selected from the following
menus:

Payroll Main Menu
Employee Maintenance Menu

Code File Maintenance Menu

vV V V VYV

Monthly Reports Menu

This section gives an overview of each of the individual menu options. A detailed explanation
of how to use each option appearsin later chapters.

10
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Payroll Main Menu

Payroll Main Menu

Introduction
The Thoroughbred Solution-1V Payroll package automatically calculates employee and
employer payroll taxes. Checks are printed weekly, biweekly, semimonthly, monthly,
quarterly, annually or on irregular payroll cycles, or any combination of the above. Quarterly
reports are printed to help you with your governmental reporting and W-2s are printed at the
end of the year.

The payroll package handles multiple taxing jurisdictions, aswell as pre-tax 401k deductions.
Employee information is kept, including birth date, emergency contacts, race, sex, marital

status, vacation and sick days taken, along with quarter-to-date and year-to-date earnings and
deduction amounts.

How to Execute
From the Solution-1V Accounting System Master Menu, select option 7, Payroll.

Term: T1 Payroll Hain Henu 05-07-97
Henu: PRH Lightspeed Distributors (DEM) 01:38 FPH
1 Pay Period Initialization 8 Emnployese Maintenance Menu
2 Time Sheest Entry 9 Employee Ingquiry
3 Time Sheet Register 10 Taz Calculation Inguiry

11 Code File Haintenance Menu

Payroll Processing

4 Gross to Net Calculation
% Payroll Register 12 Enployese Masterfile Listing
6 Check Printing 13 Emnployese Label Printing

7 Checlk Register & Update 14 Monthly Report= Henu

Period End Processing
15 Maintain Cleared Checks
16 Period End Update

17 Status Change Update

Selection:

|Time Sheet Entry

Pay Period Initialization
Pay Period Initialization is used to begin the pay cycle. Thisiswhere information such asthe
period ending date, the check date and selection cycle are entered.

This function can also automatically generate default timesheets based on information stored
in the employee masterfile.

Time Sheet Entry
This function performs maintenance on individual timesheets. Overtime hours and deductions
may be entered, as well as manual checks, voids, and reversals.

Payroll Menus 11
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Payroll Main Menu

Time Sheet Register
The Time Sheet Register allows you to review the results of Pay Period Initialization and
Time Sheet Entry. This report may be printed whenever desired. It shows earnings and
deduction lines for checks and direct deposits. For manual checks and reversals, dl linesare

displayed.

Payroll Calculation and Checks

Gross to Net Calculations
After the timesheets have been entered, Grossto Net Calculations are run to calcul ate the tax
withholding and employer contribution amounts. These amount are calculated based on the
tax tables, tax accrual codes and contribution codes, as well as employee-specific data saved
in the employee masterfile.

Payroll Register
The Payroll Register prints the results of the Gross to Net Calculations. This report may be
printed whenever desired. It shows al line typesfor al transactions and should be carefully
reviewed before printing checks.

Check Printing
Thisfunction actually prints the payroll checks.

Check Register and Update
This check register details the checks just printed and the earnings and deductions applied on
this check.

If the check register printed correctly, the information may be posted to the appropriate files
in Payroll, General Ledger, and Accounts Payable.

Masterfile Maintenance

Employee Maintenance
Thisfunction is used to maintain detailed records for each of your employees. For more
information, see the Employee Maintenance Menu section of this chapter.

Employee Inquiry
Thisfunction is used to view and/or print basic information about an employee, one employee
a atime. The displayed information includes name and address, code information and check
history. No information may be modified using this option.

Solution-IV Accounting 12
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Payroll Main Menu

Tax Calculation Inquiry
This option allows you to see the calculated tax amount for any employee. You will be
prompted for the employee and tax codes, the earnings and total pre-tax deduction amounts
and the number of exemptions. The system takes thisinformation and performs the standard
tax calculation to derive atax amount. This feature allows an employee to see the impact of a
changein their exemptions or pre-tax deductions.

Code File Maintenance Menu
This option gives you access to the menu that contains the parameters and all of the code
files.

Reports

Employee Masterfile Listing
Thisisalist of the employeeinformation as found in Employee Maintenance. Y ou may
choose from avariety of "sort and print" options -- from the bare minimum amount of
information to the full employee masterfile.

Employee Label Printing
Thisfunction is used to print labels using information from the employee masterfile.

Monthly Reports Menu
This option gives you access to the menu that contains most of the reports. Any of the reports
may be printed at any time and are as current as the last payroll update.

Period End Processing

Maintain Cleared Checks
Thisfunction is used to mark checks as being cleared, or "unmark™ them if they were cleared
improperly. Checks may be cleared either asarange or one at atime.

This function isimportant only if you have chosen to remove only cleared checks from the
monthly check file during period end processing.

Period End Update
This function should be run at the end of each month after the last pay cycle has been
completed. Be sureto run it before any entries are made for the following period, asit does
remove some information from some files.

Status Change Update
Thisfunction takes all of the masterfile entries that you have marked to change or delete,
verifiesthat the changes/del etions are valid, and then performs the changes/deletions. A
report is printed before the update is performed allowing you to decide whether or not to
continue with the update.

Payroll Menus 13
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Employee Maintenance Menu

Employee Maintenance Menu

Introduction
Thisoption is used to maintain detailed records for each of your employees.

How to Execute
From the Payroll Main Menu, select option 8, Employee Maintenance Menu.

ﬁfg’ Lightspeed Distributors (DEM) 05/07/47 T1
Emplayes Cade MNarne [Keith \wilson |

| =

w Select Maintenance Option

L4 1. Hame and Address Maintenance
2. Code Maintenance

3. Earnings Maintenance

4. Deduction Maintenance

5. Tax Maintenance

6. Contribution Maintenance

7. Job Maintenance

8. Comment Maintenance

9. Check History Inquiry

D. Display Images

C. Change/Delete Employee Code

Employee Maintenance Options

Name and Address Maintenance
Allows you to maintain the name and address for each employee along with emergency
contacts and vacation and sick accrual information.

Code Maintenance
Allows you to maintain sensitive employee information such as pay rate, anniversary dates,

and direct-deposit information. The posting code, labor code, union code, and class codes are

also maintained here.

Earnings Maintenance
Stores the different earnings codes from which this employee can be paid. Each record
contains monthly, quarterly, yearly, and last year's earnings amounts and hours.

Deduction Maintenance
Stores the different deduction codes, which can be taken for this employee. Each record

contains deduction amounts for the month, quarter, year, and last year.

Tax History Maintenance
Stores the different tax codes, which can be calculated for this employee. Each record

contains monthly, quarterly, yearly and last year's gross earnings, taxable earnings and tax
amounts.

Solution-1V Accounting
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Employee Maintenance Menu

Contribution Maintenance
Stores the different contribution codes, which can be calculated for this employee. Each
record contains monthly, quarterly, yearly and last year's gross earnings, base earnings, and
employer's contribution amounts.

Employee Job Rate Maintenance
Stores the different job codes from, which this employee can be paid. Each record contains
monthly, quarterly, yearly and last year's earnings amounts and hours.

Comment Maintenance
Thisisatext field allowing you to keep track of personnel or employee-specific issues
regarding this employee.

Check History Inquiry
Prior check history and monthly, yearly and last year's summary information is kept here.

Change/Delete Employee Code
Thisis used to delete an inactive employee or change the employee code.

Payroll Menus 15
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Code File Maintenance Menu

Introduction
This option gives you access to the Code File Maintenance Menu.

This menu is where you maintain the Payroll Parameters and all of the code files such as
earnings codes and posting codes.

These codes should be set up before entering anything else in the system, since Employee
Maintenance and Timesheet Entry use information entered in the codefiles.

How to Execute
From the Payroll Main Menu, select option 11, Code File Maintenance Menu.

Term: T1 PR Code File Haintenance Henu 05-07.-97
MHenu: PRC Light=peed Distributors {(DEN) 01:39 PH
1 PR Parameters Haintenance 16 FPR Paramnsters Listing
2 Bank Code Haintenance 17 Bank Code Listing
3 ACH Direct Deposit Parameters 18 ACH Direct Deposit Parameters
4 C(Clas=s Code Haintenance 19 Cla=s Code Listing
5 Contribution Code Maintenance 20 Contribution Code Listing
6 Deduction Code Maintenance 21 Deduction Code Listing
7 Deduction Account Owverrides 22 Earning= Code Listing
8 Earnings Code Haintenance 23 Job Code Listing
9 Earnings Account Overrides 24 Labor Code Listing
10 Job Code Haintenance 25 Posting Code Listing
11 ILabor Code Haintenance 26 Tax Table Listing
12 Posting Code Haintenance 27 Tax Accrual Account Listing
13 Tazx Table Haintenance 28 Union Code Listing
14 Tax Accrual Account Haint.
15 Tnion Code Haintenance
Copy Otility
Selection: 29 Copy Code= to Enplovees

Code File Maintenance

Payroll Parameters
The parameters allow you to customize the Payroll package to meet the specific needs of your
company. Here you will be able to state whether you want to use job codes, if you wish to
automatically generate Accounts Payable invoices, vacation and sick accrual information,
how to clear check history, and whether or not you want to post to General Ledger.

Bank Code Maintenance
The Bank Code Maintenance function is used by all applications to maintain a central
banking source. Y ou may set up as many bank codes as required, having at least one for each
bank account you write checks from or deposit checks to.

ACH Direct Deposit Parameters
The ACH Direct Deposit Parameters Maintenance function is used to define the ACH
Parameters for each banking source. Y ou may set up each bank code as required for ACH
processing. Thisfileisoptional and need not be set up if you are not processing direct deposit
payroll checks.

Solution-IV Accounting 16
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Class Code Maintenance
Class codes are basicaly file-verified sort options. They are aso used in Employee
Maintenance.

Contribution Code Maintenance
Contribution codes contain the types of payments that the employer may make on behalf of
the employee. Examplesinclude Social Security (FICA), employer 401k contributions, and
state unemployment insurance premiums.

Deduction Code Maintenance
Deduction codes contain the types of payroll deductions that employees can have deducted
from gross pay. Examples include employee 401k payments, union dues, garnishments, and
health insurance premiums.

Deduction Account Overrides
The deduction account override codes alow the General Ledger accrual account used by a
deduction code to be overridden based on the posting code. Thisis useful if posting to a
specific account is needed for a specific department/| ocation combination.

Earnings Code Maintenance
Earnings codes contain the pay types from which an employee can be paid. Examplesinclude
regular earnings, overtime earnings, sick earnings, and vacation earnings.

Earnings Account Overrides
The earnings account override codes allow the Genera Ledger expense account used by an
earning code to overridden based on the posting code. Thisisuseful if posting to a specific
account is needed for a specific department/location combination.

Job Code Maintenance
Job Code Maintenance allows individual jobs to be defined with their own pay rates and
General Ledger expense posting. When the payroll parameters are configured to use job
codes, an employee's pay rate can be computed based on the active job.

Labor Code Maintenance
Labor Code Maintenance allows different types of labor categories to be created. The Labor
Distribution Report prints a breakdown of earnings by each labor code.

Posting Code Maintenance
If you wish to separate your employees by department and/or location, the posting code
allows you to post each department/location combination to a separate General Ledger
expense account.

Payroll Menus 17
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Tax Table Maintenance
Complete tax tables for federal withholding and all fifty states are included with Solution-1V
Payroll. Thisfunction allows you to add new tables and update existing tables. The
information stored in each table includes exemption amounts and limits, the calculation
sequence and the actual tax table. The tax tables are shared for all companies.

Tax Accrual Account Maintenance
Tax Accrual Account Maintenanceis used to activate atax table that is used by the selected
company. Once atax accrua code exigts, the tax table can be used for employee tax
calculation. This code contains information such as the General Ledger accrual accounts,
selection cycles, and earnings codes to include or exclude during tax calculation.

Union Code Maintenance
This function alows you to define various union codes. The union code contains information
such as address, phone, contact, and membership fees. The Payroll Union Report displays
earnings with a breakdown by the union code.

Code File Listings

Payroll Parameters Listing
This report shows what was entered in Payroll Parameters Maintenance.

Bank Code Listing
This report lists the bank codes as entered in Bank Code Maintenance.

ACH Direct Deposit Parameters
Thisreport lists the bank code direct deposit parameters.

Class Code Listing
Thisreport lists the class codes as entered in Class Code Maintenance.

Contribution Code Listing
This report lists the contribution codes as entered in Contribution Code Maintenance. It
includes al the detail information associated with each code.

Deduction Code Listing
Thisreport lists the deduction codes as entered in Deduction Code Maintenance. It includes
all the detail information associated with each code.

Earnings Code Listing
Thisreport lists the earnings codes as entered in Earnings Code Maintenance. It includes all
the detail information associated with each code.

Solution-IV Accounting 18
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Job Code Listing
Thisreport lists the job codes as entered in Job Code Maintenance. It includesthe job'srate
information.

Labor Code Listing
Thisreport lists the labor codes as entered in Labor Code Maintenance.

Posting Code Listing
This report shows the posting codes and their associated account codes as entered in Posting
Code Maintenance.

Tax Table Listing
Thisreport prints the tax tables. Y ou can sort by the tax table code or the jurisdiction type.
Print options and ranges may also be selected.

Tax Accrual Account Listing
Thisreport lists al the tax accrua account codes entered in Tax Accrual Account
Maintenance. It includes selection cycles, posting information, and the Accounts Payable
vendor.

Union Code Listing
Thisreport list all union codes entered in Union Code Maintenance.

Copy Codes to Employees
This function alows you to take ranges of the codes defined on the menu, and copy them into
selected employee magterfile records. Thisisatimesaving measurein theinitial set up of the
system.

Payroll Menus 19
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Monthly Reports Menu

Introduction
This option gives you access to the menu that contains most of the Payroll reports.

All of the analysis reports on this menu may be printed at any time and are as current as the
last update. The AP Expense Transfer that automatically generates Accounts Payable invoices
from Payroll expensesis aso available from this menu.

How to Execute
From the Payroll Main Menu, select option 14, Monthly Reports Menu.

Term: T1 PR Honthly Reports Henu 0507797
Henu: PRR Lightspeed Distributors (DEH) 01:53 PH

1 Earnings Analv=is Report 10 Emploves Accrual Eeport

2 Deduction Analv=i= Feport 11 Historical Pawroll Fegister

3 Tax Analvsis REeport 12 (uarterly 941 Feport

4 Contribution Analvsis Eeport 13 (uarterly Taxz Feport

5 Labor Distribution Report 14 Quarterly Contribution Report

6 Job Code Analy=is Report 15 Quarterly Check Register

7 Payroll Union Report 16 AP Expense Transfer

17 W-2 Form Printing

8 Insurance Cross Refersnce Rpt
9 Date Cross Reference Report 18 V-2 Form Contents

19 Magnetic Media Specs

20 State MHagnetic Media Specs

Selection:

Analysis Reports

Earnings Analysis Report
This report breaks down employee earnings by earnings code. The sort options are by
employee code and posting code; reporting can be selective on individua earnings codes.
Y ou can choose to print monthly, quarterly, yearly and last year's amounts.

Deduction Analysis Report
This report breaks down employee deductions by deduction code. The sort options are by
employee code and posting code; reporting can be selective on individual deduction codes.
Y ou can choose to print monthly, quarterly, yearly and last year's amounts.

Tax Analysis Report
This report breaks down employee tax withholding by tax code. The sort options are by
employee code and posting code; reporting can be selective on individual tax codes. Y ou can
choose to print monthly, quarterly, yearly and last year's amounts.

Contribution Analysis Report
This report breaks down employer contributions by contribution code. The sort options are by
employee code and posting code; reporting can be selective on individua contribution codes.
Y ou can choose to print monthly, quarterly, yearly and last year's amounts.
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Copyright 0 2005 Thoroughbred Software International, Inc.



Monthly Reports Menu

Labor Distribution Report
This report breaks down employee earnings by labor code. The sort options are by employee
code and posting code; reporting can be selective on individual labor codes. Y ou can choose
to print monthly, quarterly, yearly and last year's amounts.

Job Pay Analysis Report
This report breaks down employee earnings by job code. The sort options are by employee
code and posting code; reporting can be selective on individual job codes. Y ou can choose to
print monthly, quarterly, yearly and last year's amounts.

Payroll Union Report
This report shows employee earnings sorted by the employee's union code. Y ou can print a
range or selected union codes and you can indicate your choice to print information monthly,
quarterly, yearly or for last year.

Insurance Cross Reference Report
Thisreport lists adl employees with age, sex and marital status. It prints alphabetically by
employee code.

Date Cross Reference Report
Thisreport alows you to sort arange of employees by any one of the following dates: Birth,
dtart, last review, next review, last raise, termination date or rehire date. The report showsthe
number of months and years since the sorted date.

Employee Accrual Report
The Employee Accrual Report prints the current vacation and/or sick accruals for arange of
employees. It can caculate the future cost of the available time by employee.

|Quarter|y and Annual Reports

Historical Payroll Register
This report reproduces past payroll check registers from the payroll history files. It can print
quarterly, yearly or arange of datesfor arange of employees.

Quarterly 941 Forms
This prints the 941 required by governmental agencies.

Quarterly Tax Report
Thisreport will produce alist of gross earnings, taxable earnings and taxes withheld for each
employee sorted by tax code. A range or selected tax code may be printed for each quarter
and yearly amounts.
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Quarterly Contribution Report
This report produces alist of base earnings, gross earnings, and employer contributions made
for each employee sorted by contribution code. A range or selected contribution code may be
printed for each quarter and yearly amounts.

W-2 Form Printing
This function will normally be used at the end of the calendar year when it will print W-2
forms as required by the government.

Quarterly Check Register
The Quarterly Check Register isadetail list of al the checks that have been printed during
the quarter. Depending on the answer to the question in Parameter Maintenance, the register
may also contain outstanding checks from prior months.

Thisreport may be printed at any time but should be printed at least as part of period end
processing.
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Payroll Setup

This chapter explains how to design and set up your Payroll system. It also explains how to
perform code file maintenance.

In this section we provide several setup ideas that should help you to decide what information
you need to gather and how you should enter it into your new system.

Y ou will want to modify these ideasto fit your company's needs.

Copyright 0 2005 Thoroughbred Software International, Inc.
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Payroll Parameters

Payroll Parameters

Introduction
The parameters allow you to customize the Payroll package to meet the specific needs of your
company. Here you will be able to state whether you want to use job codes, if you wish to
automatically generate Accounts Payable invoices, vacation and sick accrual information,
how to clear check history, and whether or not you want to post General Ledger.

| Note: You must start here when setting up your Payroll. |

How to Execute
From the Code File Maintenance Menu, select option 1, PR Parameters Maintenance.

Description of Fields

Post distributions to General Ledger?

Y ou may choose not to make any postings to General Ledger from Payroll. Normally this
would not be the case, but you may want to do it when you are initialy entering datainto the
system.

Y Posts checksto the General Ledger.

N Makes no postings outside of the Payroll system.

Payroll Setup 24
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Payroll Setup

Automatically generate Payables Invoices?

Y ou may choose to automatically generate Solution-1V Accounts Payable invoices to pay

your payroll expenses. To use this option, Solution-IVV Accounts Payable must be installed

and vendors must exist in the same company.

Y Automatically generates Accounts Payable invoices after printing the Check Register
audit reports. This setting makes the vendor code field mandatory in Contribution,
Deduction, and Tax Accrual Code Maintenance.

N Suppresses automatic Accounts Payabl e invoice generation. Use Job Codes?

Y ou have the option to disable the use of job codes. Job codes provide away to calculate the
pay rate based on the job type or category.

Y Job codes are enabled. Pay rates can be calculated based on job.
N Job codes are disabled. All references to them are skipped.

If you answer Y above, the system prompts:

Post by Job Code?

Y ou have the option of posting earning expensesto the General Ledger based on the account
entered in the job code or the earnings code.

Y Posts to Generd Ledger using the account found in the job code record.

N Posts to Genera Ledger using the account found in the earnings code record. Thisis
the caseif you choose not to use job codes.

Default Social Security Number to Employee Code?

Thisfield indicates whether or not to use the employee code as the social security number
when adding a new employee. Thisis useful when using the socia security number asthe
employee code. The valid entries are:

Y Defaults the socia security number to the employee code.

N Does not default the socia security number.

Current Quarter
Thisfield contains the current quarter based on today's date. It may be overridden.

Display Employee Comments In Employee Inquiry
Employee Inquiry is amenu option alowing you to view, but not modify, selected employee
information. Exceptions to the "no modify" rule are the employee comments as follows:

C User with access to Employee Inquiry may view, add, change, or delete the
comments.

| User with access to Employee Inquiry may only look at the comments.

N The comments are not accessible at al in Employee Inquiry.
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Special processing for tipped employees?
Some states allow employers to pay less than the federal minimum wage to tipped employees.
However, the employee must report at least enough tips to bring him up to minimum wage.

Y Employees with tips may earn less than the minimum wage, so may require special
makeup tip processing to reach the minimum wage.

N Tipsare not part of this company.

Minimum Wage
Enter the minimum wage per hour.

Vacation Accrual Information

Accrual based on X hours

Enter the number of hours on which the vacation hours are accrued. It is normally based on
the hours worked per year. The default is 2080, which is calculated as 40 hours per week,
multiplied by 52 weeks per year.

Allow accrual to exceed total?
Y ou have the option of alowing the vacation accrual to exceed the maximum number of
vacation hours for the employee.

Y Allows the vacation accrual to exceed the employee's pre-set limit.

N Stops vacation accrua when the individual limits are reached.

Carry accrual to next year?
Y ou have the option of allowing employees to carry over vacation hours not taken during the
current year to the following year.

Y The vacation accrua field in the employee fileis not reset to zero during year-end
processing.
N The vacation accrual amounts are set to zero during year-end.

Sick Accrual Information

Accrual based on X hours

Enter the number of hours on which the sick pay hours are accrued. It is normally based on
the hours worked per year. The default is 2080, which is calculated as 40 hours per week,
multiplied by 52 weeks per year.

Allow accrual to exceed total?

Y ou have the option of alowing the sick pay accrual to exceed the maximum number of sick
hours for the employee.

Y Allowsthe sick pay accrual to exceed the employees pre-set limit.
N Stops sick pay accrual when theindividual limits are reached.
Solution-IV Accounting 26
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Carry accrual to next year?
Y ou have the option of alowing employeesto carry over sick pay hours not taken during the
current year to the following year.

Y The sick pay accrual field in the employee fileis not reset to zero during year-end
processing.
N The sick accrual amounts are set to zero during year-end.

Period End Information

Purge all checks quarterly, yearly or only cleared checks:
Y ou have the option of retaining checks until they have cleared, if desired. During period end
processing, the options are as follows:

Q Will clear the check file every quarter.
Y Will clear the check file at year-end.
C Will only remove those checks that you have indicated as having cleared the bank.

Number of days to retain terminated employees

Enter the number of daysto wait before deleting the employee record. Y ear-End Processing
will delete employees whose termination date is at least this many days before today. The
default is 365 days or 1 year.

Exit the Screen

Payroll Setup

Once you have completed the information on the parameters screen, you will be returned the
Code File Maintenance Menu.
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Payroll Parameters Listing

Introduction
Thisreport displays or prints the parameters entered in Payroll Parameters Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 16, PR Parameters Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07: 15 PM PR Paraneters Listing Term TO
Li ght speed Di stributors (DEM Page: 1

Posting I nformation:

Post distributions to General Ledger?

Aut onmatical | y generate payabl es invoices?

Use job codes? N If yes, post by job code N

Use | abor codes? Y

Use uni on codes? Y

Def ault social security nunber to enpl oyee code? N

Access to enpl oyee comments in Enployee Inquiry: C- Read & Wite

zZz <

Speci al processing for tipped enpl oyees? N
Current quarter: 1
M ni mum wage: 5.15

Vacati on Accrual Infornmation: Sick Accrual Information:
Accrual based on 2080 hours Accrual based on 2080 hours
Al l ow accrual to exceed total? N Al |l ow accrual to exceed total? N
Carry accrual to next year? N Carry accrual to next year? N

Period End I nfornation
Purge all checks quarterly, yearly or only cleared checks: C- Only cleared
Nurmber of days to retain term nated enpl oyees: 365
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Bank Code Maintenance

Introduction

All Thoroughbred Solution-1V Accounting applications use this function to define different
bank accounts. A different bank code must be set up for each checking or deposit account you
use. Accounts Payable, Payroll, and Accounts Receivable all have access to the same bank
codes. Theresultstie together in General Ledger and Bank Reconciliation.

How to Execute

From the Code File Maintenance Menu, select option 2, Bank Code Maintenance.

|@ Lightspesd Distibitors {DEM) A T

Benk Code [z Desooon - e
GLAconumbles [im o-m I

Bmkars Ba[ims1oa 00

BaakPaw [

Fiest Cash Prceige Baca fmbe [

s [

Description of Fields

Payroll Setup

Bank Code
Enter atwo-character alphanumeric code. The system uses this code to select the proper
General Ledger cash account to use when entering or printing checks.

Example:  BA — Bank of America checking

Description
Enter up to 40 aphanumeric characters to describe the bank code.

GL Account No
Enter the General Ledger account code to which this bank code should post. It isnormally a
cash account. Each bank code should post to a unique General Ledger account code.

Bank Acct. No
Enter up to 15 aphanumeric characters for your bank account number. Thisfield is optional
and only for your internal use.

Bank Route
Enter up to 10 charactersfor your bank route number.
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Next Cash Receipt Batch Number
Enter the first cash receipts batch number that you want the system to automatically assign
during OP Invoice Posting.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records already using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Update. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen
When you are finished, press F4 from the bank code and you will be returned to the Code File
Maintenance Menu.
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Bank Code Listing

Introduction
Thisreport lists al bank codes, descriptions, General Ledger account codes, and bank
account ID numbers as entered in Bank Code Maintenance.

How to Execute

From the Code File Maintenance Menu, select option 17, Bank Code Listing.

Sample Reports

After selecting a printed or displayed copy, you will see reports similar to the following.

When they are finished, you will be returned automatically to the Code File Maintenance
Menu.

03/31/00 03: 14 PM Bank Code Listing Term TO
Li ght speed Distributors (DEM Page: 1

Bank

Code Description Account Code Bank Account

BA Bank of Anmerica - checking

101-01-00 10156- 12345
NJ Central Jersey National Bank - checking 101-00-00 205- 12345

2 Bank Codes Printed

Payroll Setup
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ACH Direct Deposit Parameters

Introduction
The ACH Direct Deposit Parameters Maintenance function is used to define the ACH
Parameters for each banking source. Y ou may set up each bank code as required for ACH
processing. Thisfileisoptional and need not be set up if you are not processing direct deposit
payroll checks.

How to Execute
From the Code File Maintenance Menu, select option 3, ACH Direct Deposit Parameters.

e AT Mok Erde P smsisnm

H Lightspaed Destribators [DEM) N T
-UI;'"- Lode il-lul- -EEﬁ:q:i‘l:n -E-‘Iul |'.H'-||'-: s bl I T
immeisie Destnmon Code [ 070000 Cimstmimtion fdsme |70 o b
Imivsician Trigin Cods B AT ] Drigpn Mami g s Dua i
Fia ID Mol 5
Frlmancs Lode
B Class )

Cempary Hama ._ia_____m;- T ]
Compemy Baok oot Bhmebar |20 14000

Compary Desieizmany Dt S

Compssy Erry Deaoipioa:  |[Pechiio

Sandeid Entry Cieag
Dok P o

Description of Fields

Bank Code
Enter up to 2 alphanumeric characters representing the bank code that these checks will be or
were written from.

Description
Enter up to 30 characters to describe the ACH bank setup record. Thisfield is used solely for
documenting purposes.

Immediate Destination Code
Enter up to 10 characters for the ACH Immediate Destination Code. Thisfield isnormally
formatted as:

bNNNNNNNNN where 'b'" indicates a blank space and the NNNNNNNNN number isthe
company's originating DFI Identification number for ACH transactions. For example, the
field might contain, b071000039, where'b' is a blank space.

Dest Name
Enter up to 23 characters for the name of the ACH bank that received the direct deposit file.
For example, this field might contain "Bank of America’'.
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Payroll Setup

Immediate Origin Code
Enter one of the following in thisfield:

1 EIN (Employee Identification Number)
2 DUNS

9 Company Assigned Code.

Orgn Name
Enter up to 23 characters for the name of the origination organization.

File ID Modifier
Enter asingle character for the File ID Modifier. Thisfield usually containsthe letter ‘A’

Reference Code
If used, enter up to 8 characters for the Reference Code. Thisfield is optiona for the ACH
direct deposit fileand is usually left empty.

Service Class
Enter one of the following codesin thisfield:

200 Mixed CR/DR
220  Creditsonly

225  Dehitsonly

Company Name

Enter up to 16 charactersto indicate the PR company name. This can usually be the same
name as was used for the originating organization, if a single batch of recordsis sent for the
entire payroll run.

Company Bank Account Number
Enter the company's bank account number with the ACH bank.

Company Discretionary Data
Enter up to 12 characters of company discretionary data. Thisfield is usually left empty.

Company Entry Description
Enter one of the following descriptive phrasesin this field:

PAYROLL Usually for apr direct deposit file.
CONCENTRAT

INSPREMIU

Standard Entry Class
Enter one of the following codesin thisfield:
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PPD  Payrall file (usual for a PR direct deposit file)

CCD Concentration file

Disk File Name
Enter up to 15 characters for the name of the physical datafile to be created on disk. Thisfile

can then be copied to floppy or tape to be sent to the bank.

Exit the Screen
When you are finished, press F4 from the bank code and you will be returned to the Code File

Maintenance Menu.
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ACH Direct Deposit Parameters Listing

Introduction
The ACH Direct Deposit Parameters Listing lists the bank code direct deposit parameters.

How to Execute
From the Code File Maintenance Menu, select option 18, ACH Direct Deposit Parameters
Listing.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following.
When they are finished, you will be returned automatically to the Code File Maintenance
Menu.

03/31/00 07:19 PM ACH Bank Code Paraneters Term TO
Li ght speed Distributors (DEM Page: 1

BA Bank of America - checking
B of A ACH Paranmeter Info

I medi at e Destination Code: 071000039 Dest Nane: Bank of Anerica

I mredi ate Origin Code: 1363345000 O gn Name: Lightspeed Distributors
File | D Modifier: A

Ref erence Code:

Service d ass: 200

Conpany Nane: Li ght speed Di st

Conpany Bank Acct Nunber: 22- 14000
Conpany Di scretionary Data:
Conpany Entry Description: PAYROLL

Standard Entry d ass: PPD
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Class Code Maintenance

Introduction
Class codes are basicaly file verified sort options, which give you another way of
categorizing your employees. Class codes are used in Employee Maintenance and on most
reports. They are optional.

How to Execute
From the Code File Maintenance Menu, select option 4, Class Code Maintenance.

fﬂ‘ Lightapaad Destrhadors (DEM) 42591
| Cmia Gl x| Duicipiim [ien tooe Hescmmisn |
2. 1T { |-I

Description of Fields

Class Code

Enter up to six alphanumeric characters for the class code. The class codeis afile verified
sort option used in Employee Maintenance as ameans of classifying your employees. Several
reports may be printed by class code.

Description
Enter up to 35 aphanumeric characters to describe the class code.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records already using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord is scheduled to be changed to anew code or combined with an
existing code by the Status Change Update. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen
When you are finished, press F4 from the class code and you will be returned to the Code File
Maintenance Menu.

Solution-1V Accounting 36
Copyright 0 2005 Thoroughbred Software International, Inc.




Class Code Listing

Class Code Listing

Introduction
Thisreport lists the class codes as entered in Class Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 19, Class Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07: 20 PM Cl ass Code Listing Term TO
Li ght speed Distributors (DEM Page: 1

ATBRCH Atl anta Branch O fice
CABRCH Cal i fornia Branch Ofice
NJHQ New Jersey Headquarters

3 Class Codes Printed
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Contribution Code Maintenance

Introduction
Contribution codes contain the types of payments that the employer may make on behalf of
the employee. Examplesinclude Social Security (FICA), employer 401k contributions, and
state unemployment insurance premiums.

How to Execute
From the Code File Maintenance Menu, select option 5, Contribution Code Maintenance.

O |
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Description of Fields

Contribution Code

Enter up to six alphanumeric characters for the contribution code. The contribution code
defines employer contribution types. These codes are used to determine the amounts
employers contribute on behalf of their employees.

Examples:
FICA - Socia Security
SUI - State Unemployment Insurance

Description
Enter up to 35 alphanumeric characters to describe the contribution code.

Abbreviated Description
Enter up to ten characters to describe the contribution code. Thisis the description that will
appear on the payroll registers.

Contribution Type
Thisfield indicates what type of contribution is defined as follows:

F Federd
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S State

L Loca

C FICA

W Worker's compensation

U Unemployment insurance
o Other

Calculation Method
Thisfield indicates how the contribution amount will be calculated as follows:

F Fixed amount

H Rate per hour

P Percent of gross

E Equal to specified deduction code

T Equal to specified tax code

Overtime Calc Method

Thisfield indicates how the contribution amount will be calculated for overtime earnings as
follows:

I Include al earnings

S Include overtime earnings at premium at the regular rate

N

Do not include overtime earnings

P Include only overtime premium

Include or Exclude Earnings
Thisfield indicates whether the earnings codes that follow are to be included or excluded in
the calculation of the contribution amount.

I Include the following earnings codes.

E Exclude the following earnings codes.

Earnings Codes Included/Excluded
Enter up to 16 earnings codes to be included in or excluded from the calculation of the
contribution amount. All entries must be valid earnings codes.
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Post Expense by Posting Code?
This indicates whether or not you wish to post the contribution expense to General Ledger by
department and/or location.

Y Posts to Generd Ledger using the expense account entered below plus
department/location segments entered in the posting code. This enables contributions
from different employees to post separate General Ledger accounts.

N Posts to Genera Ledger using the exact expense account entered below. All
employees using this contribution code will post to the same General Ledger account.

Post Accrual by Posting Code?
Thisindicates whether or not you wish to post the contribution accrual to General Ledger by
department and/or location.

Y Posts to Generd Ledger using the accrual account entered below plus the
department/l ocation segments entered in the posting code. This enables contributions
from different employees to post to separate General Ledger accounts.

N Posts to Generd Ledger using the exact accrual account entered below. All
employees using this contribution will post the same Genera Ledger account.

Expense Account
Enter the General Ledger account code to which you want to post the expense side of this
contribution.

Accrual Account
Enter the General Ledger account code to which you wish to post the accrual side of this
contribution.

Equal to Deduction Code
If you entered 'E' as the cal culation method, enter the deduction code you wish to match with
this contribution code. If the calculation method is not 'E', thisfield will be skipped.

Vendor Code

If you indicated in your parameters that you wish to utilize the Accounts Payable expense
transfer feature, enter the Accounts Payable vendor code to which you wish to post this
contribution.

Limit per Pay Period
Enter the maximum amount that may be contributed for each pay period. If the limit isset to
zero, the system assumes there is no per period limit.

Limit per Month
Enter the maximum amount that may be contributed during each month. If the limit is set to
zero, the system assumes there is a monthly limit.

Limit per Quarter
Enter the maximum amount that may be contributed during each quarter. If the limit is set to
zero, the system assumes there is no quarterly limit.
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Limit per Year
Enter the maximum amount that may be contributed during each year. If the limit is set to
zero, the system assumes there is no annual limit.

Rate
Enter the rate for this contribution according to the cal culation method as follows:

F Enter the exact amount of the contribution per pay period.
P Enter the percent of gross wages to be contributed.

H Enter the amount to contribute per hour worked.
Minimum

Enter the minimum Y TD earnings before the contribution will be cal culated.

Maximum
Enter the maximum Y TD earnings at which contributions will no longer be calcul ated.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records already using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Update. If changing anything with
history associated with it, the history is transferred as well.

Exit the Screen
When you are finished, press F4 from the contribution code and you will be returned to the
Code File Maintenance Menu.

Payroll Setup 41
Copyright 0 2005 Thoroughbred Software International, Inc.



Contribution Code Listing

Contribution Code Listing

Introduction
This report lists the contributions as entered in Contribution Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 20, Contribution Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07:20 PM Contri bution Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
Contri bution T C O Equal
Code Description y M T to code Rat e
401K- C 401k - Central Bank & Trust FP I 0. 000
Abbrevi ation: 401k Cent
Post Code? Account Code Description
Expense: N 680- 00- 00 Payroll - enpl oyee benefits
Accrual : N 225-00-00 401k accrual s payabl e
Vendor Code: CENTRAL
FICA Social Security CT | FICA 0. 000
Abbrevi ation: Social Sec
Post Code? Account Code Description
Expense: N 680- 00- 00 Payroll - enpl oyee benefits
Accrual : N 222-00-00 FI CA taxes payabl e
Vendor Code: FI CA
FI CA2 Medicare | nsurance CT | FICA2 0. 000
Abbrevi ation: Medicare
Post Code? Account Code Description
Expense: N 680- 00- 00 Payroll - enpl oyee benefits
Accrual : N 222-00-00 FI CA taxes payabl e
Vendor Code: FI CA
Contribution Types: F-Fed S-State L-Local CFICA WW rker's conmp U Unenpl oy
Cal cul ation Method: F-Fixed H-Rate/hr P-%of gross E-Equal ded T-Equal tax
Ol Calc Method: I-Include all at premium S-Incl OT at premium NDon't incl OT
3 Contribution Codes Printed
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Deduction Code Maintenance

Introduction

Deduction codes contain the types of payroll deductions that employees can have deducted
from gross pay. Examplesinclude employee 401k payments, union dues, garnishments, and
health insurance premiums.

How to Execute

From the Code File Maintenance Menu, select option 6, Deduction Code Maintenance.
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Description of Fields

Payroll Setup

Deduction Code

Enter up to six alphanumeric characters for the deduction code. The deduction code defines
employee deduction types. These codes are used to determine the amount employees have
deducted from their earnings. Examples include union dues, employee 401k savings plans,
and employee payments for medical benefits. Federd, state, and local taxes are not
considered deductions.

Description
Enter up to 35 alphanumeric characters to describe the deduction code.

Abbreviated Desc
Enter up to ten characters to describe the deduction code. This description will appear on
payroll checks and registers instead of the regular description.

Calculation Method
Thisfield indicates how the deduction amount will be calculated as follows:

F Fixed amount per pay period

G Garnishment

43
Copyright 0 2005 Thoroughbred Software International, Inc.



Deduction Code Maintenance

H Rate per hour
P Percent of gross pay
T Total hours

E Equal to specified earnings

Selection Cycles

Enter selection cycles for this deduction. When one of the selection cycles entered here
matches a selection cycle entered in Pay Period Initialization, the deduction will be
calculated. If no selection cycles are entered here, the deduction will always be selected.

Equal to Earnings
If you entered "E" as the calculation method, enter the earnings code from which the amount
is computed for this deduction code. If the calculation method is not "E", thisfield is skipped.

Post by Posting Code?
Thisindicates whether or not you wish to post the deduction expense to General Ledger by
department and/or location.

Y Posts to Generd Ledger using the expense account entered below plus
department/l ocation segments entered in the posting code. This enables deductions
from different employees to post separate Genera Ledger accounts.

N Posts to General Ledger using the exact expense account entered below. All
employees using this deduction code will post to the same General Ledger account.

Accrual Account
Enter the General Ledger account code to which you want to post the deduction accrual. Itis
usually aliability account.

Vendor Code
If you indicated in your parameters that you wish to utilize the expense transfer feature, enter
the vendor code to which you wish to post this deduction.

Rate or Amount
Enter the rate for this deduction according to the cal cul ation method as follows:

F Enter the exact amount of the deduction per pay period.
P Enter the percent of gross wages to be deducted.

H Enter the amount to deduct per hour worked.

Min Earnings Amt
Enter the minimum amount that must be earned before this deduction will be taken.

Min Hours
Enter the minimum number of hours that must be worked before this deduction will be taken.
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Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records aready using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history istransferred as well.

Limit per Period
Enter the maximum amount that may be deducted for each pay period. If the limit is set zero,
the system assumes there is no per period limit.

Limit per Month
Enter the maximum amount that may be deducted during each month. If the limit is set to
zero, the system assumes there is no monthly limit.

Limit per Quarter
Enter the maximum amount that may be deducted during each quarter. If the limit is set to
zero, the system assumes there is no quarterly limit.

Limit per Year
Enter the maximum amount that may be deducted during each year. If the limit is set to zero,
the system assumes there is no annual limit.

Include or Exclude Tax Codes

Thisfield indicates whether this deduction will affect the base from which the tax codes that
follow are calculated. Thisisthe function that allows a deduction to be pre-taxed. If you wish
to set up a401K deduction, set thisfield to an 1", then include in the next field(s) only those
tax codes(s) for whom the 401K deduction is not pre-tax. The tax codes are as follows:

I All tax codes except those in the following list have their taxable base reduced by the
amount of this deduction.

E All tax codesin the following list have their taxable base reduced by the amount of
this deduction.

Tax Codes Included/Excluded
Enter up to 16 tax codes to be affected by the amount of this deduction.

Exit the Screen
When you are finished, press F4 from the deduction code and you will be returned to the
Code File Maintenance Menu.
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Deduction Account Overrides

Introduction
The Deduction Account Overrides alow the Genera Ledger accrual account used by a
deduction code to be overridden based on the posting code. Thisis useful if posting to a
specific account is needed for a specific department/| ocation combination.

How to Execute
From the Code File Maintenance Menu, select option 7, Deduction Account Overrides.
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Description of Fields

Deduction Code
Enter the deduction code that requires a separate General Ledger account code for each
posting code.

Posting Code
Enter the associated posting code.

Account Code
Enter the appropriate General Ledger accrual account code to which this deduction
code/posting code combination will post.

Exit the Screen
When you are finished, press F4 from the deduction code and you will be returned to the
Code File Maintenance Menu.
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Deduction Code Listing

Introduction

This report displays or prints the deductions and their associated accrual account overrides

entered in Deduction Code Maintenance and Deduction Account Overrides.

How to Execute
From the Code File Maintenance Menu, select option 21, Deduction Code Listing.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07: 20 PM Deducti on Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
Deducti on Cal ¢ Equal to Post
Code Description Met h Ear ni ngs Code? Rat e
401K- C 401k - Central Bank and Trust F N 25.00

Abbrevi ati on: 401k Cent Selection Cycles:

Expense Account: 225-00-00

Vendor Code: CENTRAL Central Bank & Trust Conpany
Excl ude Earni ngs: FEDVAR FEDSI N

GARN  \Wage Garni shnent G N 10. 00
Abbrevi ati on: Garni sh Sel ection Cycles:

Expense Account: 226-00-00

Vendor Code: CENTRAL Central Bank & Trust Conpany

MED Medi cal P N 15. 00
Abbrevi ati on: Med Sel ection Cycles:

Expense Account: 225-00-00

Vendor Code: CENTRAL Central Bank & Trust Conpany

3 Deduction Codes Printed
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Earnings Code Maintenance

Earnings Code Maintenance

Introduction
Earnings codes contain the pay types from which an employee can be paid. Examplesinclude
regular earnings, overtime earnings, sick earnings, and vacation earnings.

How to Execute
From the Code File Maintenance Menu, select option 8, Earnings Code Maintenance.
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Description of Fields

Earnings Code
Enter up to six alphanumeric characters for the earnings code. The earnings codes define
employee earnings types and are used to determine the amount employees are paid.

Examples:

REG - Regular Pay
OVT - Overtime Pay
VAC - Vacation Pay.

Description
Enter up to 35 alphanumeric characters to describe the earnings code.

Abbreviated Desc
Enter up to ten characters to describe the earnings code. This description will appear on
payroll checks and registersinstead of the regular description.

Earnings Type
Thisfield indicates what type of earnings code is defined as follows:

R Regular
@] Overtime
B Bonus
S Sick
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Vacation

Holiday

Miscellaneous

Tips

M akeup wages (aso known astips deemed to be wages)

Units

0O c s 4 z I <

Comp Time Taken
P Personal Time Taken

I Implied Income

Note:

1.Vacation and sick accruals are based on regular earnings.

2.Vacation and sick earnings types work down the respective employee accrual.
3.The overtime rate multiplier is applied on overtime earnings.

4.Implied income requires a deduction equal to this earnings code.

Calculation Method
Thisfield indicates how the earnings amount will be calculated asfollows:

R Regular - based on salary or hours.

F Fixed amount per pay period.

Selection Cycle

Enter selection cyclesfor this earnings code. When one of the selection cycles entered here
matches a selection cycle entered in Pay Period Initialization, the earnings code will be
calculated. If no selection cycles are entered here, the earnings code will always be sel ected.

Adjustment Amt

The adjustment amount is the amount added to the calculated earnings. Thisallows all
employees using the earnings code to automatically have their earnings increased or
decreased by the specified amount.

Rate Multiplier
If the earningstypeis‘O’, enter the amount by which the pay rate is multiplied to compute
the overtime earnings. If the earningstypeisnot ‘O, thisfield is skipped.

Rate or Amount
Enter the rate or fixed amount for this earnings code. If you use the rate multiplier above, be
sure that the product of thisfield and the multiplier equal the desired earnings amount.
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Standard Hours
Enter the usual number of hours on which this earnings rate is based.

Example: If thisisregular pay and you pay weekly, you would probably enter 40 here.

Earnings Limit
Enter the maximum amount that may be earned for each pay period. If the limit is set to zero,
the system assumes there is no limit.

Post by Posting Code?
Thisindicates whether or not you wish to post the earnings expense to General Ledger by
department and/or location.

Y Posts to Generd Ledger using the payroll expense account entered below plus the
department/l ocation segments entered in the posting code. This enables earnings
from different employeesto post to separate General Ledger accounts.

N Posts to Generd Ledger using the exact payroll expense account entered below. All
employees using the earnings code will post to the same Genera Ledger account.

GL Expense Account
Enter the General Ledger account to which you wish to post the earnings expense.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records aready using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history is transferred as well.

Exit the Screen
When you are finished, press F4 from the earnings code and you will be returned to the Code
File Maintenance Menu.
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Earnings Account Overrides

Introduction
The Earnings Code Overrides alow the Genera Ledger expense account used by an earning

code to be overridden based on the posting code. Thisis useful if posting to a specific account
is needed for a specific department/location combination.

How to Execute
From the Code File Maintenance Menu, select option 9, Earnings Account Overrides.
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Description of Fields

Earning Code
Enter the earning code that requires a separate General Ledger account for each posting code.

Posting Code
Enter the associated posting code.

Account Code
Enter the appropriate Genera Ledger account code to which this earnings code/posting code

combination will post.

Exit the Screen
When you are finished, press F4 from the earnings code and you will be returned to the Code

File Maintenance Menu.
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Earnings Code Listing

Introduction

Thisreport displays or prints the earnings codes and their associated account overrides

entered in Earnings Code Maintenance and Earnings Code Overrides.

How to Execute

From the Code File Maintenance Menu, select option 22, Earnings Code Listing.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

2 Earnings Codes Printed
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03/31/00 07: 20 PM Ear ni ngs Code Listing
Li ght speed Distributors (DEM

Ear ni ngs Cal ¢ Post

Code Description Type Meth Code

OVER Overtine o R N
Abbrev: Ovt Cycl es: Earnings Linmit:
Adj ust Ant: 0. 00 Mul t: 1. 500 Rat e:
900- 00- 00

REG Regul ar R R N
Abbrev: Reg Cycl es: Earnings Linmt:
Adj ust Ant: 0. 00 Mul t: 1. 000 Rat e:
900- 00- 00

Term TO
Page: 1

St andar d
Hour s

52




Job Code Maintenance

Job Code Maintenance

Introduction

Job Code Maintenance allows individual jobs to be defined with their own pay rates and
General Ledger expense posting. When the payroll parameters are configured to use job
codes, an employee's pay rate can be computed based on the active job.

How to Execute

From the Code File Maintenance Menu, select option 10, Job Code Maintenance.
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Description of Fields

Payroll Setup

Job Code
Enter up to six alphanumeric charactersfor the job code. Thejob is used to pay employees
based on the type of work performed.

Description
Enter up to 35 alphanumeric characters to describe the job code.

Rate Type
Thisfield indicates whether to apply hours worked to the pay rate as follows:

H Hourly. The system will multiply the rate by the number of hours entered.

S Salaried. The system will apply the pay rate directly.

Normal Rate
Enter the amount to pay when using this job code based on the rate type asfollows:

H Enter the rate per hour.

S Enter the flat dollar amount.

GL Expense Account
Enter the General Ledger expense account to which you wish to post earnings using thisjob
code.

53
Copyright 0 2005 Thoroughbred Software International, Inc.




Job Code Maintenance

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records aready using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen
When you are finished, press F4 from the job code and you will be returned to the Code File
Maintenance Menu.
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Job Code Listing

Introduction
This report displays or prints the job codes entered in Job Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 23, Job Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07: 20 PM Job Code Listing Term TO
Li ght speed Distributors (DEM Page: 1

Job
Code Description Type Normal Rate
CLERK derical Sal ari ed 10. 000

600- 00-01 Payroll - Salaries - Sales

Do not post by Posting Code

FORE For eman Sal ari ed 25. 000

600- 00- 02 Payroll - Salaries - Production

Do not post by Posting Code

2 Job Codes Printed
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Labor Code Maintenance

Introduction
Labor Code Maintenance allows different types of labor categories to be created. The main
purpose of the labor codeisto allow you to break down your payroll expenses by type of
work performed. Y ou can see this breakdown on the Labor Distribution Report.

How to Execute
From the Code File Maintenance Menu, select option 11, Labor Code Maintenance.
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Description of Fields

Labor Code
Enter up to six alphanumeric charactersfor the labor code. The labor code is used to
breakdown earnings by labor categories.

Description
Enter up to 35 aphanumeric characters to describe the labor code.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records already using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to anew code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen
When you are finished, press F4 from the labor code and you will be returned to the Code
File Maintenance Menu.
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Labor Code Listing

Introduction
Thisreport displays or prints the labor codes entered in Labor Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 24, Labor Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07:21 PM Labor Code Listing Term TO
Li ght speed Distributors (DEM Page: 1

rol u
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Posting Code Maintenance

Introduction
Posting codes are used to break down the employee masterfile by departments and/or
locations. Since you may enter a separate department code and location code for each posting
code, accruals and expenses may be posted to unique General Ledger accounts for each
department/location combination.

How to Execute
From the Code File Maintenance Menu, select option 12, Posting Code Maintenance.
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Description of Fields

Posting Code
Enter up to six aphanumeric characters for the posting code.

Examples:
NJS - New Jersey Sales Department
CAP - Cdlifornia Production

Description
Enter up to 35 aphanumeric characters to describe the posting code.

Location

Enter avalid location code as entered in General Ledger L ocation Code Maintenance. The
code entered here will be substituted into the General Ledger account codes during posting, if
you choose to post by posting code. Thisfield may be left blank.

Department

Enter avalid department code as entered in General Ledger Location Code Maintenance. The
code entered here will be substituted into the General Ledger account codes during posting, if
you choose to post by posting code. Thisfield can be left blank.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.
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| - Inactive This record may be used by those records already using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen
When you are finished, press F4 from the posting code and you will be returned to the Code
File Maintenance Menu.
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Posting Code Listing

Introduction
Thisreport lists the posting codes as entered in Posting Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 25, Posting Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07:21 PM Posting Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
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Tax Table Maintenance

Introduction
Complete tax tables for federal withholding and all fifty states are included with Solution-1V
Payroll. Thisfunction alows you to add new tables and update existing tables. The
information stored in each table includes exemption amounts and limits, the calculation
sequence, and the actual tax table. The tax tables are shared for al companies.

How to Execute
From the Code File Maintenance Menu, select option 13, Tax Table Maintenance.
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Header Screen

Tax Code
Enter up to six alphanumeric characters for the tax code.

Examples:

AK = Alaska
ALMAR = Alabama-Married
ALSIN = Alabama-Single

Description
Enter up to 35 alphanumeric characters to describe the tax code.

Abbreviated Desc
Enter up to ten characters to describe the tax code. This description will appear on payroll
checks and registersinstead of the regular description.

Jurisdiction Type
Thisfield controls the sequencing of the calculation of all tax codes for the employee as
follows:

F Federd
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L

U

FICA
State
Locd

Unemployment / Other

Note: Grossto net calculations will always process the taxes in the following order:
FCSLU.

Calculation Sequence

Thisfield controls how calculation of thistax will be performed. Since thisfield is designed
so that any part of the calculation can be performed in any order, care must be taken to insure
that each step islogical. Certain steps, such as 'p' and "2, are mutually exclusive. If no tax
amount isto be calculated for this code, leave thisfield blank. The valid sequence steps are:

A

F

=

= O

Annualize period earnings

Deduct FICA from earnings (only with jurisdiction types C and S)*
Recal culate earnings base using hours worked times the tax rate
Check that YTD amount + tax amount is above lower limit
Check that YTD amount + tax amount is below upper limit
Round tax amount to nearest whole dollar

Percent of federal tax (enter percentage rate in the tax rate field)*
Deduct federal withholding from earnings*

Apply primary exemption

Apply second exemption

Apply third exemption

Apply tax table

Tax isapercent of the amount calculated for another tax code (enter percentage rate
inthe"tax rate" field)*

Apply adjustment table with no exemptions 6-8. Apply adjustment table using the
number aready entered here (6-8)

*This step is meaningful only if the source tax has been calculated. For example, you cannot
perform step F if you are calculating federal taxes, because the federal taxes are calcul ated
before FICA.

Solution-1V Accounting
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Payroll Setup

Regular, Premium or Both
Thisfield indicates whether the tax calculation is based on regular earnings, premium
earnings, or both (all earnings) asfollows:

R Regular earnings only.

P Premium earnings only.

B Both regular and premium earnings.
Tax Rate

If you are using calculation sequence "p" or "2", enter the amount or percentage used to
calculate the withholding amount. If you are not using "p" or "2", leave thisfield blank.

Exemption Type
Thisfield indicates whether the exemption is afixed amount or a percentage of gross as
follows:

P Percentage of gross earnings.
F Fixed amount.

There are three different exemptions (referred to as Primary, Second, and Third), which may
be defined as any tax exemption, deduction or allowance. It iscritical that you are consistent
when referring to the exemption, if your allowance is defined as the Second Exemption
always enter the count for allowances as the second entry.

To apply the Primary, Second, or Third exemption, usethe 'P, 'S or "T' valuesin the
calculation sequence.

Amt/Percentage
Enter the exemption amount or percentage.

Minimum
Enter the minimum amount this exemption can be. If the exemption is calculated to be less
than the amount entered here, the amount entered here will be used instead.

Maximum
Enter the maximum amount this exemption can be. If the exemption is calculated to be less
than the amount entered here, the amount entered here will be used instead.

Tax equal to table

If you are using sequence step '2', enter the tax table code you wish to use here. The system
will find the tax amount calculated for that tax code, then multiply it by the percentage
entered in the tax rate field.

Min YTD Earnings

When the calculation sequence ‘L’ is used, the system checks that the year-to-date earnings
amount plus the calculated tax amount is greater than this amount. If the sequence L' is not
used, thisfield isignored.
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Max YTD Earnings

When the calculation sequence ‘U’ is used, the system checks that the year-to-date earnings
amount plus the calculated tax amount, is less than this amount. If the sequence "U' is not
used, thisfield isignored.

Table Effective Date
Enter the effective date for the information in the table. Thisfield isfor information only and
is not taken into account during the calculation.

Max FICA Deduction
Enter the maximum amount that may be deducted for FICA.

Max Fed With Ded
Enter the maximum amount that may be deducted for federal tax withholding.

When you are finished, the system prompts:

Table Correct? Yes No Tax table Adjustment table Copy Print Delete
Y Saves the information on the screen, then returns to the tax table code to allow you to
work with another tax table.

N Allows you to modify information on the header screen.

T Allows you to maintain the tax tables (see Tax Table Screen).

A Allows you to maintain the adjustment tables (see Adjustable Table Screen).

C Allows you to copy thistax table to another name (see Copy Tax Table).

P Displays or printsthe Tax Table Listing for just thistax table code, then returnsto
this prompt.

D Deletesthe tax table if there are no tax accrual records in any company. It does not

walit for the status change update to do the del ete.

If you select "T" or "A" above, a"table" screen will appear, similar to the following.
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Payroll Setup

w Tax Table Maintenance - Header %]
Zdim - e
v Lightspeed Distributors {DEM) 05/07/97 T1
Tex Caode [FEDMAR Description  [Federal - Married |
Abbreviated Desc Fed Tax Fegular, Premiurn or Both 3
Jurisdiction Type Fl= Tax Rate
Calculation Seguence  [aF1 Supp Rate 23.00
Exemption Type AmtiPercentage Minirmurn Faximum
Frimany Fl= 2,650.00 0.00 0.00
Second - 0.00 0.00 0.00
Third j 0.00 0.00 0.00
w. Tax Table Maintenance - Lines [ %]
Line At least Butless than Tax Amount Percentage
[ om | [ s45000 | [ oo | [ oom |
Line At least But less than Amount Percentage |
2 6.450.00 45.450.00 0.00 15.000
3 45.450.00 92.850.00 5.850.00 28.000
|A-Up Arraw v-Down Amow Pg-Up Pg-Dn Line-ns Line-Del Line-Mum |

Table Maintenance works similar to the "lines" screens used elsewhere in the system.
Enter Modifiesthelineif it exists. Addsalineif it is blank.

Line# Goesto that line. If you enter aline that is greater than the total number of
line, it goesto thelast line.

Up arrow Goesto next line above.

Down arrow  Goesto next line below.

Page-up Goesto the previous screen.

Page-down Goesto the next screen.

Linedeete Deletes that line and moves al lines below up.

Lineinsert Insertsaline at that spot and moves all lines below down.

At least

Enter the lowest income level to qualify for thistax line. Thisfield corresponds to the column
heading labeled "Over' or "At Least' on your tax table form. The default amount will be the
amount of the "But Less Than' amount of the line immediately above the current line.

But less than

Enter the highest income leve to qualify for thistax line. Thisfield correspondsto the
column heading labeled "Not Over' or "But Less Than' on your tax table form. This amount
may not be less than the "At Least Amount' on the same line. Entering zero in this field will
set the entry to the highest amount (999,999,999.99).

Tax Amount
Enter the tax amount specified in the tax table for the specified income range.
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Percentage
Enter the percentage by which the income above the "at least", but less than the "but less
than" is multiplied.

Note: Taxes are calculated by taking the amount entered in the "tax amount” field and
adding it to the percentage multiplied by the income.

Adjustment Table Screen
The fields on the screen are identical to the fields on the tax table screen.

Copy Tax Table

Enter new Tax Table Name
Enter the tax table code to which you wish to copy thistax table.

Print Table
This option allows you to print just the current tax table. When it is finished, you will be
returned automatically to this prompt.

Exit the Screen
When you are finished, press F4 from the tax table and you will be returned to the Code File

Maintenance Menu.
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Tax Table Listing

Introduction

Thisreport lists the tax tables as entered in Tax Table Maintenance.

How to Execute

From the Code File Maintenance Menu, select option 26, Tax Table Listing.
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Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Tax Table Prints the report a phabetically by tax table code.
2. Juriddiction Type Prints the reportsin jurisdiction type (FCSLU)/tax table
code order.

Detail Options

Payroll Setup

Print Sequence Footnote?
Y ou may suppress printing of the report's footnotes.

Y Prints the valid sequence types (i.e.: F-Federal, A-Annualize, etc.) at the end of each
page on the report.
N Does not print the footnote.

Print Tax Table Lines?
Y Includestax and adjustment tables on the report.

N Does not print tax and adjustment tables.
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Print Summary Only?
Y Prints a summary report only. When used in conjunction with answering N to the
guestions above, provides you with just alisting of available tax codes.

N Prints full detail on thisreport.

Print Selected Tax Tables Only?
If you selected to sort by tax tables, you have the option of entering individual tax tables on
the report asfollows:

Y Displays aview and allows you to select individua tax tables.
N Allows you to enter arange of tax tables.

If you answer N, or are not sorting by tax tables, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.
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03/31/00 07:22 PM Tax Table Listing Term TO
Page: 1
Tax Juris Calculation Ef fective
Code Description Type Sequence Abbr as of
CAHEAD California - Head of Household S ALPSIT CA St Tax 01/01/98
M ni mrum YTD anount : 16, 080. 00 Naxi mum YTD anount : 0. 00
Primary Fi xed anount: 1,000.00 Mn: 0.00 Max: 0. 00
Second Fi xed anpunt: 5,166.00 M n: 0.00 Max: 5, 166. 00
Third Fi xed anount: 68.00 Mn: 0.00 Max: 0. 00
CAMARL California - Married - 0 or 1 exenp S ALPSLIT CA St Tax 01/01/98
M ni mrum YTD anount : 8,010. 00 Maxi mum YTD anpunt : 0. 00
Primary Fi xed anount: 1,000.00 Mn: 0.00 Max: 0. 00
Second Fi xed anpunt: 2,583.00 Mn: 0.00 Max: 2,583.00
Third Fi xed anount: 68.00 Mn: 0.00 Max: 0. 00
CAMAR2 California - Married - 2 or nore S ALPSIT CA St Tax 01/01/98
M ni mum YTD anount : 16, 080. 00 Maxi mum YTD anount: 0. 00
Primary Fixed anount: 1,000.00 Mn: 0.00 Max: 0. 00
Second Fi xed anount: 5,166.00 Mn: 0.00 Max: 5, 166. 00
Third Fi xed anmpunt: 68.00 Mn: 0.00 Max: 0.00
CASIN California - Single or Dual Income S ALPS1T CA St Tax 01/01/98
M ni mum YTD anount : 8,010.00 Maxi mum YTD anount : 0. 00
Primary Fi xed anount: 1,000.00 Mn: 0.00 Max: 0. 00
Second Fi xed anount: 2,583.00 Mn: 0.00 Max: 2,583.00
Third Fi xed anmpunt: 68.00 Mn: 0.00 Max: 0.00
Jurisdiction Types: F-Federal S-State L-Local C FICA U Unenployment
Cal cul ati on Sequence: A-Annualize F-Ded FICA H Rate/hour L-Check lower limt
U- Check upper limt R-Round P-Apply primary exenpt S-Apply second exenpt
T-Apply third exenpt p-Percentage of fed WDeduct fed 1-Apply tax table
2-Percentage of other table 5,6,7,8-Apply adjustnent table
4 Tax Codes Printed
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Tax Accrual Account Maintenance

Introduction
Tax Accrual Accounts Maintenance is used to ‘activate’ atax table for use by the selected
company. Only after the tax accrual code exists, may the tax table be used for employee tax
calculation. This code contains information such as accrua posting parameters, selection
cycles, and earnings codes to include or exclude during tax calculation.

How to Execute
From the Code File Maintenance Menu, select option 14, Tax Accrual Account Maintenance.
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Description of Fields

Tax Code
Enter up to six aphanumeric characters for the tax code.

Post by Posting Code
Thisindicates whether or not you wish to post the accrualsto General Ledger by department
and/or location.

Y Posts to General Ledger using the accrual account entered below plusthe
department/l ocation segments entered in the posting code. This enables taxes from
different employeesto post to separate General Ledger accounts.

N Posts to General Ledger using the exact accrual account entered below. All
employees using this tax code will post to the same General Ledger account.

State ID

Enter up to 18 characters for the state identification number. Thisfield prints on the quarterly
reports and W-2 Forms. If thefield isleft blank, the reports and forms will use the state
identification number entered in Company Masterfile Maintenance.

Accrual Account
Enter the General Ledger account to which you wish to post the accrual calculated with this
tax table.
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Vendor Code
If you indicated in your parameters that you wish to utilize the expense transfer feature, enter
the vendor code to which you wish to post thistax code.

Include or Exclude Earnings Codes
Thisfield indicates whether the earnings codes that follow are to be included or excluded in
the calculation of the tax amount.

I Include the following earnings codes.

E Exclude the following earnings codes.

Earnings Codes Included/Excluded
Enter up to 16 earnings codes to be included in or excluded from the calculation of the tax
amount. All entries must be valid earnings codes.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive Thisrecord may be used by those records aready using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not be in use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to anew code or combined with an
existing code by the Status Change Update. If changing anything with
history associated with it, the history istransferred as well.

Exit the Screen
When you are finished, press F4 from the tax code and you will be returned to the Code File
Maintenance Menu.
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Tax Accrual Account Listing

Introduction
Thisreport lists the tax accruals as entered in Tax Accrual Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 27, Tax Accrua Account Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07:22 PM Tax Accrual Account Code Listing Term TO
Li ght speed Distributors (DEM Page: 1

Tax Post by

Code Description Posti ng Code?

FEDVAR Federal - Married N
Vendor : USTREASURY US Treasury Depart nent
Accrual Account: 220-00-00 Payrol | taxes payable

FEDSI N Federal - Single N
Vendor : USTREASURY US Treasury Depart nent
Accrual Account: 220-00-00 Payrol | taxes payabl e

FICA Social Security Tax N
Vendor : FI CA Soci al Security Adm nistration
Accrual Account: 222-00-00 FI CA taxes payabl e

FI CA2 Medicare |Insurance N
Vendor : FI CA Soci al Security Admi nistration
Accrual Account: 222-00-00 FI CA taxes payabl e

NJ New Jersey - Rate "A" - Single N
State | D NJ-12334567
Vendor : NJ TREASURY New Jersey Treasury Depart nent
Accrual Account: 220-00-00 Payrol | taxes payable

5 Tax Accrual Accounts Printed
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Union Code Maintenance

Introduction

This function alows you to define various union codes. The union code contains information
such as address, phone, contact, and membership fees. The Payroll Union Report displays
earnings with a breakdown by the union code.

How to Execute

From the Code File Maintenance Menu, select option 15, Union Code Maintenance.
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Description of Fields

Payroll Setup

Union Code
Enter up to six aphanumeric characters for the union code.

Name
Enter up to 35 characters for the union name.

Address
Enter up to two lines of 35 characters each for the union's street address and/or P.O. Box. Do
not enter the city, state or ZIP code information on either of these lines.

City
Enter up to 25 characters for the city. The city should be entered here, not on the addressline
above.

State
Enter up to two charactersfor the state abbreviation. The state should be entered here, not on
the address or city lines above.

Zip Code
Enter up to ten characters for the ZIP code. The ZIP code should be entered here, not on the
address lines above.

Example:  08875-1234 or 08875 or APO87QA
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Contact
Enter the name of the union contact.

Phone
Enter up to ten characters for the union's main phone number. Do not add any punctuation.

Example: 8005240430 will be redisplayed as 800 524-0430.

ID Num
Enter up to 15 characters for the union's identification number.

Initiation Fee
Enter the union'sinitiation fee. Thisfield isfor reference only. To withhold thisfee, enter it as
an employee deduction.

Annual Fee
Enter the union's annual fee. Thisfield isfor reference only. To withhold thisfee, enter it as
an employee deduction.

Status
The status field is used to hold the current status of every masterfile record as follows:

- Active Thefield isblank. This record may be used anywhere, anytime. Thisisthe
normal case.

| - Inactive This record may be used by those records aready using it, but may not be
added to new records.

D - Deleted Thisrecord is scheduled for deletion by the Status Change Update. In order
to delete arecord, it must not bein use anywhere in Solution-1V.

C-Changed Thisrecord isscheduled to be changed to a new code or combined with an
existing code by the Status Change Updeate. If changing anything with
history associated with it, the history is transferred as well.

Exit the Screen
When you are finished, press F4 from the union code and you will be returned to the Code
File Maintenance Menu.
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Union Code Listing

Introduction
This report lists the union codes as entered in Union Code Maintenance.

How to Execute
From the Code File Maintenance Menu, select option 28, Union Code Listing.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When it isfinished, you will be returned automatically to the Code File Maintenance Menu.

03/31/00 07:22 PM Uni on Code Listing Term TO
Li ght speed Distributors (DEM Page: 1
Uni on
Code Nane and Address Initiation Fee Annual Fee
000101 Uni on Local #101 500. 00 250. 00

431 S. Broad St.
New Yor k, NY 08973
Bill Spellman 212 555-8925

L507 Teansters Local 507 400. 00 200. 00
632 W Sonmer Street
Sonervill e, NJ 08875
Harry Wi tney 201 555-3423

2 Union Codes Printed
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Copy Codes to Employees

Introduction
This function alows you to copy earning, deduction, contribution, and tax codes (enter using
options 7, 5, 4, and 12) automatically into employee records. This saves substantial time over
entering the codes manually to each employee.

How to Execute
From the Code File Maintenance Menu, select option 29, Copy Codes to Employees.
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Description of Fields

Code Type

Enter the type of code you wish to copy from the following:
E Earnings code

D Deduction code

T Tax code

C Contribution code

J Job Code

Code

Enter the code you wish to copy. It must belong to the type entered above.

From Employee

To Employee

Enter the first and last employee in the range that you wish to copy this codeinto, or press
Enter twiceto select all employees.

Automatically Select this code?
Y Setsthe flag in the employee Masterfile so these earnings/deductions will
automatically be selected in Payroll initialization.

N Setstheflag to N.
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Exit the Screen
When you are finished, press F4 from the code type and you will be returned to the Code File
Maintenance Menu.

Thisfunction prints alist of invoices to be transferred to the Solution-1V Accounts Payable
package. Theindicator in the Payroll Parameters must be set to Y to use this option.
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4 Employee Maintenance

Employee Maintenance is where you maintain various constant information about each item
in your inventory.

This chapter describes the options that are available from the Employee Maintenance Menu.
Employee Maintenance options include:

» Name and Address Maintenance
Employee Code Maintenance
Earnings Maintenance
Deduction Maintenance

Tax History Maintenance
Contribution Maintenance

Job Rate Maintenance
Comment Maintenance

Check History Inquiry

vV ¥V Vv Y VY V V V VY

Change/Delete Employee Code

This chapter also details how to use Employee Inquiry to look at selected employee data, and
Tax Caculation Inquiry to look at selected tax data.
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How to Design Employee Codes

Introduction
Since employee codes are used to identify al Payroll transactions, it isimportant that you use
a consistent method of numbering. Employees also appear a phabetically be employee code
when printing reportsin Payroll. Use numbers, letters or a combination of both. We strongly
recommend that you do not use special characters such as"~" and """,

The Solution-1V Payroll module alows you to assign up to 10 alphanumeric characters for
the employee code.

Thefollowingisalist of four suggested types of numbering methods:

Numbers Only
The numbers-only method is the fastest method when using the numeric keypad. It is best
suited for companies with alarge number of employees.

Using the numbers-only method, the system automatically right-justifies the number and fills
the spaces to the left with zeros. To access the employee, you do not need to enter the leading
zeros, only the number itself.

Example:  If you enter 101 the system displays 0000000101.

The system automatically adds the zeros to keep employeesin numerical order, otherwise you
might end up with the employees printing as follows:

1,10,100,10%,...,11,110,111,...,12,2,20,200,

Social Security Number
A variation on the numbers only method isto use the employee's social security number for
the employee code. One advantage of this method is that the employee code will always be
unique. Disadvantages include the codes being very long (using nine characters) and the
codes will not appear to be in any order on reports. If you choose to use this numbering
method make sure you set the "Default Social Security Number" flag in the Payrall
Parametersto Y.

Numbers and Letters
This combination method allows employee codes to be assigned easily, and groups
employees by thefirst letter in their name. Y ou may want to use the first few characters of the
employee name followed by afour-digit number or code. This method iswell suited for large
and small companies dike.

Example:  S010 or SM010
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Letters Only
This method allows simple identification of the employee by looking at the name. Y ou may
want to use some form of the employee's name, or abbreviate the employee's name. This
method is practical only if you have a small number of employees, because the more
employees you have, the harder it isto assign a unique employee code. The advantage of this
method isthat it may be easier to identify an employee using only the employee code.

Example. SMITH
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Employee Maintenance

Introduction
Thisfunction is used to maintain detailed records for each of your employees.

How to Execute
From the Payroll Main Menu, select option 8, Employee Maintenance Menu.

wm_ Employee Maintenance - Menu x|
Zaliin : i
v Lightspeed Distributors {DEM) 05/07/97 T1
Employee Code [0000000100 Mame [Keith wilson |
E—

2. Code Maintenance

3. Earnings Maintenance

4. Deduction Maintenance

5. Tax Maintenance

6. Contribution Maintenance

7. Job Maintenance

8. Comment Maintenance

9. Check History Inquiry

D_ Dizplay Images

C. Change/Delete Employee Code

Description of Fields
To perform any of the functions on the Employee Maintenance Menu, you must first enter an

employee code.

Employee Code

Enter up to ten characters for the employee code. The employee code will be used throughout
the system when referring to a particular employee. The previous section may help you
decide on an employee numbering scheme if you do not aready have one.

To add anew employee, enter a new employee code, and the system will automatically take
you through the first two maintenance options: Employee Name and Address Maintenance
and Code Maintenance.

One employee code has been reserved as follows:

DEFAULT Enter employee code DEFAULT only in Employee Maintenance (it is not
permitted in Time Sheet Entry, etc.). If you create employee DEFAULT, any
new employees you add will default to the information entered for DEFAULT.
Thisisvery useful if your employees use the same earnings codes, deductions,
contributions, and taxes.

Exit the Screen
When you are finished, press F4 from the selection prompt to return to the employee code.
Press F4 from the employee code when at the Employee Maintenance Menu to return to the
Payroll Main Menu.
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Name and Address Maintenance

Introduction
Use this function to maintain various constant information about employees such as address,
socia security number, emergency contact, and vacation and sick pay information.

How to Execute
From the Employee Maintenance Menu, select option 1, Name and Address Maintenance.
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Description of Fields

First Name
Enter up to 15 characters for the employee'sfirst name.

Middle Name
Enter up to two characters for the employee's middle initial, if desired.

Last Name
Enter up to 20 characters for the employee's last name.

Name

The employee's full name will default to the combination of first, middlie and last names as
entered above. Press Enter to leave the name as shown, or enter up to 35 charactersfor the
employee's full name.

Address
Enter up to two lines of 35 characters each for the employee's street address and/or P.O. Box.
Do not enter the city, state or ZIP code information on either of these lines.

City
Enter up to 25 characters for the city. The city should be entered here, not on the addressline
above.
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State
Enter up to two charactersfor the state abbreviation. The state should be entered here, not on
the address or city lines above.

ZIP
Enter up to ten characters for the ZIP code. The ZIP code should be entered here, not on the
address lines above.

Example:  08875-1234 or 08875 or APO87QA

Country
Enter up to two charactersfor the country code, if desired.

Home Phone
Enter up to ten characters for the employee's home phone number. Do not add any
punctuation.

Example: 8005240430 will be redisplayed as 800 524-0430.

Work Phone
Enter up to ten characters for the employee's work phone number. Do not add any
punctuation.

Example: 8005240430 will be redisplayed as 800 524-0430.

Ext
Enter characters for employee's work phone extension.

Position

Enter up to 30 characters describing the employee's position. This optional field isfor
information purposes only; use either the class codes or the labor codes for reporting
breakdown.

Alt Sort
Enter up to ten charactersfor use as an alternate sort for this employee. Most reports may be
printed in alternate sort order.

Soc Sec Num

Enter up to nine characters for the employee's social security number. Do not add any
punctuation. If you have the "Default Social Security Number" flag in the Payroll Parameters
setto Y, thisfield will default to the employee code, but may be overridden.

Example: 123456789 will be redisplayed as 123-45-6789.

Sex
Thisfield indicates the employee's gender asfollows:

M Male
F Female
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Marital Status
Thisfield indicates whether the employee is married or single.

M Married

S Single

Full or Part Time
This field indicates the employee has either full or part time status.

F Full time status
P Part time status
EEO Code

Enter the Equal Employment Opportunity Commission code corresponding to the employee's
racia background. Thisfield is optional and may contain any value.

Emergency Contact
Enter up to 35 characters for the name of the employee's designated emergency contact.

Relation
Enter up to 35 characters for the relationship of the employee to the emergency contact.

Home Phone
Enter up to ten characters for the emergency contact's home phone number. Do not add any
punctuation.

Example: 8005240430 will be redisplayed as 800 524-0430.

Work Phone
Enter up to ten characters for the emergency contact's work phone number. Do not add any
punctuation.

Example: 8005240430 will be redisplayed as 800 524-0430.

Vacation Total Hrs
Enter the number of hours per year this employee is entitled to.

Vacation Taken Hrs
Enter the number of hours already taken for this calendar year. The system will automatically
update this field whenever hours are entered for a vacation (type="V'") earnings code.

Vacation Accr Hrs
Enter the number of vacation hours accrued for this calendar year. Thisfield isautomatically
incremented each pay period, whenever aregular (type='R’) earnings code is processed.

Sick Total Hrs
Enter the number of hours per year this employee is entitled to.
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Sick Taken Hrs
Enter the number of hours aready taken for this calendar year. The system will automatically
update this field whenever hours are entered for asick (type='S) earnings code.

Sick Accr Hrs
Enter the number of sick hours accrued for this calendar year. Thisfield is automatically
incremented each pay period, whenever aregular (type='R’) earnings code is processed.

Comp Taken Hrs
Enter the number of hours aready taken for this calendar year. The system will automatically
update thisfield whenever hours are entered for a comp time (type="C’) earnings code.

Comp Accr Hrs

Enter the number of comp time hours accrued for this calendar year. Thisfieldis
automatically incremented each pay period, whenever an hours only (type="H') earnings code
is processed.

Auth PTO Taken Hrs
Enter the number of hours aready taken for this calendar year. The system will automatically
update thisfield whenever hours are entered for apersonal time (type='P) earnings code.

Auth PTO Accr Hrs
Enter the number of authorized personal time hours accrued for this calendar year.

Exit the Screen
When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, or press F8 to select another screen.
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Code Maintenance

Introduction
This option allows you to maintain sensitive employee information such as pay rate,
anniversary dates, and direct deposit information. The posting codes, labor code, union code,
and class codes are maintained here as well.

How to Execute

From the Employee Maintenance Menu, select option 2, Code Maintenance.
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Description of Fields

Pension Flag?
Thisfield indicates whether or not the employee participatesin a pension plan. The value
entered appears in the appropriate box on the W-2 Form.

Y

N

The employeeisin apension plan.

The employeeis not in apension plan.

Statutory?
Thisfield indicates whether or not the employee is considered to be a statutory employee as

follows:
Y

N

Solution-1V Accounting
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Deferred Comp?
Thisfield indicates whether or not the employee received deferred compensation during the
year, such as 401-K asfollows:

Y The employee received deferred compensation.
N The employee did not receive deferred compensation.
Cobra?

Thisfield indicates whether or not the employee is receiving benefits under COBRA. When
thisindicator is "Y', year-end processing will not del ete the employee.

Y The employee receives COBRA benefits.

N The employee does not receive COBRA benefits.

Veteran?
Thisfield indicates whether or not the employee is a veteran as follows:

Y The employee isaveteran.
N The employee is not a veteran.
Disabled?

Thisfield indicates whether or not the employee is disabled asfollows:
Y The employeeis disabled.

N The employeeis not disabled.

Unemployment?
Thisfield indicates whether or not the employee has received unemployment compensation in
the past as follows:

Y The employee has received unemployment compensation.

N The employee has not received unemployment compensation.

Rehire?
Thisfield indicates whether or not your firm has previoudy employed the employee as
follows:

Y The employee has been rehired. Be sure to enter the rehire date.

N The employee has not previoudly worked for this company.

Pay Cycle

Thisfield indicates employee's paycheck frequency. The automatic timesheet entry feature
compares this field with the pay cycles entered in Pay Period Initiaization. When thisfield
matches one of the entries, the employee is selected. The valid pay cycles are:
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D Daily
W Weekly
B Biweekly

S Semi-monthly

Q Quarterly

A Annually

Salary/Hourly

Thisfidd indicates whether the default pay typeis hourly or salaried as follows:
H Hourly

S Sdaried

Birth Date

Enter the employee's date of birth. Thisfield is used on the Date Cross-Reference and
Insurance Cross Reference Reports.

Start Date
Enter the employe€'s first date of employment. Thisfield is used in the Date Cross-Reference
Report.

Pay Rate

Enter the employee’ s pay rate. The annual salary is based on this amount and the pay cycle
indicator. Thisrate will only be used in Time Sheet Entry if an override rate cannot be found
in the empl oyee earnings or job record.

Last Rate
Enter the amount of the employee's previous s ary rate.

Termination

Enter the date on which this employee was terminated. When thisfield contains a date, the
employee's status will be automatically set to | (Inactive). The Period End Processing option
to delete terminated employee’ s checks whether or not thisfield contains a date.

Deceased

Thisfield indicates whether or not the employee isdeceased. Thisinformation isrequired for
W-2 reporting. Valid entries are:

Y The employee is deceased

N The employee is not deceased

Enter up to 35 characters giving the reason for termination or acomment on the termination.
If more text must be entered, use the employee comment screen.
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Term Comment
Enter up to 35 characters giving the reason for termination or a comment on the termination.
If more text must be entered, use the employee comment screen.

Direct Deposit Transit ID
Enter the bank identification code used for processing direct deposits. If thisfield is not blank,
timesheets are processed as direct deposits.

Account Number
Enter the employee's bank account number. Direct deposit amounts will be made to this
account.

Type
Thisfield contains the type of direct deposit asfollows:

F Thefollowing amount is afixed dollar anount to deposit
P The following amount is a percentage amount to deposit

Thelast account in the list will receive the balance of the total deposit regardless of this
field’ svalue.

Deposit Amount

Enter the amount of this direct deposit. This can be either afixed amount or a percentage
depending on the value of the previous field. Thelast account in the list will receive the
balance of thetotal deposit regardless of thisfield’ svalue.

Pay Rate

Enter the employe€'s pay rate per pay period. It will only usethisrateif the ratesin the job
code, employee job code, earnings code, employee earnings code, and overtime codes are all
zero.

The pay rateis actually computed as follows:

If using job codes, it first looks at the applicable job code to get the rate. It then looks at the
employeejob code, and if therate there is not zero, it replacesit. If therate is ill zero, the
system then looks at the applicable employee earnings code, standard earnings code, then
finaly to thisrate until it finds arate that is not zero.

If you are not using job codes, the system starts with the employee earnings code. If it is zero,
it looks at the earnings code itself. If therate is still zero, it usesthis pay rate.

For overtime calculation, unlessthereis an actua rate in the employee overtime earnings
record or the overtime earnings code itself, this pay rate will be used with the overtime
multiplier to calculate the rate.

Posting Code

Enter up to six alphanumeric charactersfor the posting code. Posting codes are used to
breakdown the employee masterfile by any department and/or |ocation combination needed.
Additionally, you have the option of posting accruals and expenses to General Ledger based
on the departments and/or locations specified by the posting code.
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Labor Code
Enter up to six alphanumeric characters for the labor code. The labor code is used to break
down earnings by labor categories.

Union Local
Enter up to six alphanumeric characters for the union code representing the union to which
this employee belongs, if applicable.

Class Code 1& 2

Enter up to six alphanumeric characters for the class code. The class codeisafile verified
sort option used in Employee Maintenance as ameans of classifying your employees. Several
reports may be printed by class code.

Last Review
Enter the date of the employee's last review. Thisfield is used in the Date Cross Reference
Report.

Next Review
Enter the date of the employee's next scheduled review. Thisfield isused in the Date Cross-
Reference Report.

Last Raise
Enter the date of the employee's last pay raise. Thisfield is used in the Date Cross-Reference
Report.

Rehire Date
Enter the date on which this employee was rehired. Thisfield is used in the Date Cross-
Reference Report.

Exit the Screen
When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, or press F8 to select another screen.
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Earnings Maintenance

Introduction
This function contains the different earnings codes used by each employee. It also
encompasses monthly, quarterly, yearly, and last year's hours, along with amounts for each
code.

How to Execute
From the Employee Maintenance Menu, select option 3, Earnings Maintenance.
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Description of Fields

Earnings Code

Enter up to six alphanumeric characters for the earnings code you wish to add to this
employee. An employee can use an earnings code in Time Sheet Entry only if it is entered
here.

Pay Automatically
Thisfield indicates whether or not Pay Period Initialization isto select this earnings code
during automatic timesheet entry asfollows:

Y Automatically selects this earnings code.

N Skips this earnings code during Pay Period Initialization.

Selection Cycles

Enter selection cycles for this earnings code. When one of the selection cycles matches a
selection cycle entered in Pay Period Initialization, the earnings code will be selected. If no
selection cycles are entered here, the earnings code will always be selected.
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Salary or Hourly
Thisfield indicates whether to apply hours worked to the pay rate as follows:

H Hourly, which will multiply the pay rate by the number of hours worked.

S Salaried, which will apply the pay rate directly.

Hours
Enter the default number of hours on which this earnings rate is based.

Rate/Amt

Enter the rate for this earnings code. If you use the rate multiplier be sure that the product of
thisfield and the multiplier equal the desired earnings rate. If the employee is salaried, enter
the amount of his salary per pay period.

Standard Job Code
Enter up to six alphanumeric charactersfor the job code to be used with this earnings code.

Use supplemental tax rate?
Thisfield indicates whether or not the earnings should be taxed at the supplemental tax rate
instead of the normal rate found in the tax tables asfollows:

Y Uses the supplemental rate found in either the Employee Tax record or the Tax Table
header. Y ou may want to use the supplemental rate on bonus or commission checks,
or other checks that are processed outside of the normal pay cycle.

N Uses the standard tax table.

Amounts
Thesefields contain the total earnings for this employee during the current month, quarter,
year, and last year. The appropriate fields are cleared during period end processing.

Hours

Thesefields contain the total number of hours recorded for this employee during the current
month, quarter, year, and last year. The appropriate fields are cleared during period end
processing.

Exit the Screen
When you are finished, press F4, from the employee code to return to the Employee
Maintenance Menu, press F8 to select another screen or press F9 to see the following report:
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03/31/00 07:51 PM Enpl oyee Earni ngs Records Term TO
Li ght speed Distributors (DEM Page: 1
Enpl oyee Narme Aut 0? Sel ection Cycl es
Ear ni ngs Code H'S Rat e Hour s
0000000100 Keith WI son
OVER  Overtine N
S 0. 000 0.00
REG Regul ar Y
S 800. 000 80. 00
0000000200 Andr ew Dean
OVER  Overtine N
H 0. 000 0.00
REG Regul ar Y
H 8. 000 80. 00
0000000300 Matthew Perelli
OVER  Overtine N
H 0. 000 0.00
REG Regul ar Y
H 7.000 80. 00
0000000400 Mark L. MacM I an
REG Regul ar Y
H 0. 000 40. 00

7 Earnings Records Printed
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Deduction Maintenance

Introduction

This function contains the different deduction codes used by each employee. It dso
encompasses monthly, quarterly, yearly, and last year's hours, along with amounts for each

code.

How to Execute

From the Employee Maintenance Menu, select option 4, Deduction Maintenance.
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Description of Fields

Deduction Code

Enter up to six alphanumeric characters for the deduction code you wish to add to this

employee. An employee can only use the deduction code in Time Sheet Entry if it is entered
here.

Automatically Deduct?
Thisfield indicates whether or not Pay Period Initialization isto select this deduction code
during automatic timesheet entry as follows:

Y Automatically selects this deduction code.

N Skips this deduction code during Pay Period Initialization.

Selection Cycles

Enter selection cycles for this deduction. When one of the selection cycles matches a
selection cycle entered in Pay Period Initialization, the deduction will be calculated. If no
selection cycles are entered here, the deduction will always be selected.
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Deduction Amount
Enter the amount of this deduction based on the cal cul ation method entered in Deduction
Code Maintenance as follows:

F Enter the deduction amount.
P Enter the percentage of gross wages.
H Enter the amount per hour worked to deduct.

Take before garnish?

If this employee is subject to having wages garnished, you have the option of including this
deduction in the amount deducted from wages before cal culating the garnishment amount as
follows:

Y This deduction will be subtracted from earnings before cal cul ating any garnishment
amounts.

N This deduction will be taken after any garnishments are calcul ated.

Base Limit on

Thisfield indicates which history field contains the limit amount, if any, for this deduction.
When the amount in the applicable history field equals or exceeds the limit amount entered in
the next field, the system will no longer automatically take this deduction.

C Withholding will stop if the deduction for this check equals the limit set in the next
field.

M Withholding will stop on a monthly basis when the month-to-date deduction amount
equals the limit set in the next field. It will resume again next month.

Q Withholding will stop on aquarterly basis when the quarter-to-date deduction
amount equals the limit set in the next field. It will resume again next quarter.

Y Withholding will stop on an annua basis when the year-to-date deduction amount
equalsthe limit set in the next field.

L Withholding will stop when the lifetime amount equals the limit set in the next field.

Limit Amount

Enter the maximum amount that may be deducted for this deduction based on the "base limit
on" entered above. If the limit is zero, no limit will be applied, and the deduction will be
taken throughout the year.

Amounts
Thesefields contain the total deduction amount for this employee for the current month,
quarter, year, and last year. The appropriate fields are cleared during period end processing.

Exit the Screen
When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, press F8 to select another screen or press F9 to see the following report:
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03/31/00 07:52 PM Enpl oyee Deducti on Records Term TO
Li ght speed Distributors (DEM Page: 1
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0000000100 Keith W son

401K- C 401k - Central Bank and T Y 50. 00 0. 00

MED Medi cal Y 15. 00 0. 00
0000000200 Andrew Dean

401K- C 401k - Central Bank and T Y 20. 00 0. 00

MED Medi cal Y 15. 00 0. 00
0000000300 Matthew Perelli

GARN  Wage Garni shnent Y 20. 00 100. 00

MED Medi cal Y 15. 00 0. 00

0000000400 Mark L. MacM I an
401K-C 401k - Central Bank and T Y 25.00 0.00

7 Deduction Records Printed
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Tax Maintenance

Introduction

This function contains the different tax codes used by each employee. It also encompasses
monthly, quarterly, yearly, and last year's hours, along with amounts for each code.

How to Execute

From the Employee Maintenance Menu, select option 5, Tax Maintenance.
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Description of Fields
Tax Table Code

Enter up to six charactersfor the tax code you wish to add to this employee. An employee
will only use tax codes that are entered here during tax calculation.

Primary Exemptions

The number of primary exemptions to be used on thistax code.

Second Exemptions

Enter the number of secondary exemptions to be used on thistax code.

Third Exemptions

Enter the number of third exemptionsto be used on thistax code.

Override

Y ou have the option of deducting the exact calculated tax amount or a different amount as

follows:

T Will deduct only the calculated tax amount from the employee's check.

F Overrides the calculated amount with a fixed dollar amount or percentage.
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A Deducts the calculated tax amount plus an additional amount or percentage.

Percent or Amount

If you entered F or A above,
P Deducts the percentage of gross entered in the next field.
A Deducts the exact amount entered in the next field.

Override Amount
Enter the amount or percentage to be deducted.

Supplemental Tax Rate

Enter the supplemental tax rate to be used for thistax code if earnings are being taxed at the
supplemental rate rather than the regular rate found in the tax tables. If thisrateis zero, the
supplemental rate from the tax table will be used instead.

Gross
Thesefields contain the total gross wages for this employee during the current month and
year, last year, and for al quartersin the current year.

Taxable
These fields contain the taxable wages, which apply to thistax code for this employee during
the current month and year, last year, and for al quartersin the current year.

Tax
These fields contain the tax amounts of thistax code for this employee during the current
month and year, last year, and for all quartersin the current year.

Exit the Screen
When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, press F8 to select another screen or press F9 to see the following report:
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03/31/00 07:52 PM Enpl oyee Tax Records Term TO
Li ght speed Distributors (DEM Page: 1
Enpl oyee Nane 1st 2nd 3rd O A
Tax Code Exenmption R P Anmount
0000000100 Keith WIson
FEDMAR Federal - Married 1 T 0. 00
FICA Social Security Tax T 0. 00
NJ New Jersey - Rate "A" - S 2 T 0. 00
0000000200 Andrew Dean
FEDVAR Federal - Married 2 T 0. 00
FICA  Social Security Tax T 0. 00
0000000300 Matthew Perelli
FEDSI N Federal - Single 3 T 0. 00
FICA  Social Security Tax T 0. 00
NJ New Jersey - Rate "A" - S 1 T 0. 00
0000000400 Mark L. MacM Il an
FEDSI N Federal - Single 2 A A 50. 00
FICA Social Security Tax T 0. 00

10 Enpl oyee Tax Records Printed
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Contribution Maintenance

Introduction

This function contains the different contribution codes used by each employee. It also
encompasses monthly, quarterly, yearly, and last year's hours, along with amounts for each

code.

How to Execute

From the Employee Maintenance Menu, select option 6, Contribution Maintenance.
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Description of Fields

Contribution Code

Enter up to six alphanumeric characters for the contribution code you wish to add to this
employee. An employee can only use contribution codes during tax calculation that are

entered here.

Contribution Rate

Enter the rate for this contribution.

Base Limit on

Thisfield indicates which history field contains the limit amount, if any, for this contribution.
When the amount in the applicable history field equals or exceeds the limit amount entered in
the next field, the system will no longer automatically take this contribution.

C Contribution will stop if the contribution for this check equals the limit set in the next
field.
M Contribution will stop on a monthly basis when the month-to-date contribution

amount equalsthe limit set in the next field. It will resume again next month.

Q Contribution will stop on a quarterly basis when the quarter-to-date contribution
amount equals the limit set in the next field. It will resume again next quarter.

Solution-1V Accounting

Copyright 0 2005 Thoroughbred Software International, Inc.

100




Contribution Maintenance

Y Contribution will stop on an annual basis when the year-to-date contribution amount
equalsthe limit set in the next field.

N Contribution will not stop.

Limit Amount

Enter the maximum amount that may be withheld for this contribution. Thislimit is applied
in Grossto Net Processing. If thelimit is zero, no limit will be applied, and the deduction
will be taken throughout the year.

Gross
Thesefields contain the total gross wages for this employee during the current month and
year, last year, and for al quartersin the current year.

Basis
These fields contain the wages, which apply to this contribution code for this employee
during the current month and year, last year, and for al quartersin the current year.

Contribution
These fields contain the contribution amounts of this contribution code for this employee
during the current month and year, last year, and for all quartersin the current year.

Exit the Screen
When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, press F8 to select another screen or press F9 to see the following report:
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03/31/00 07:53 PM Enpl oyee Contri bution Records Term TO
Li ght speed Distributors (DEM Page: 1
Enpl oyee Nane
Contri bution Code Rat e
0000000100 Keith WI son
FICA Social Security 7. 650

0000000200 Andrew Dean
FICA Social Security 7.650

0000000300 Matthew Perelli
FICA Social Security 7. 650

0000000400 Mark L. MacM Il an
FICA Social Security 7.650

4 Contribution Records Printed
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Job Rate Maintenance

Introduction

If you stated in the payroll parameters that you wish to use job codes, this function allows you
to maintain the different job codes used by each employee.

How to Execute

From the Employee Maintenance Menu, select option 7, Job Rate Maintenance.

ﬁ Lightspaed Destrbators [DEM) RGO
Employes Codn [0 | bame [eswien '
s Code ~LEFS (5T
Jobi Rats i
oA rage Uy a

Kari b [l a1 Ll Veai
Smuus [ uom | | om —_om_
Hiiss | om | o | =

i pera End Dt T Juaiis iy Ot

YR | | o 1. .-| Am )
Hoiss | 0w [T 7] T 1

Description of Fields

Job Code
Enter up to six alphanumeric characters for the job code that applies to this employee.

Rate
If the employeeis salaried, enter the salary amount that appliesto thisjob code. If the
employeeis hourly, enter the rate per hour he earns when using thisjob code.

Hours
Enter the standard hours per pay period this employee works on thisjob code.

Amount
These fields contain the amounts this employee earned using this job code during the current
month and year, last year, and for all quartersin the current year.

Hours
These fields contain the number of hours this employee worked using this job code during the
current month and year, last year, and for all quartersin the current year.

Exit the Screen

When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, press F8 to select another screen or press F9 to see the following report:
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03/31/00 08: 01 PM Enpl oyee Job Records Term TO
Li ght speed Distributors (DEM Page: 1
Enpl oyee Nane
Job Code Rat e Hour s
0000000100 Keith WI son
CLERK dCerical 8. 000 40. 00
FORE  Foreman 22.000 40. 00
0000000200 Andrew Dean
CLERK dCerical 8. 000 0. 00
FORE For eman 22.000 0. 00

4 Job Pay Rate Records Printed
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Comment Maintenance

Introduction
This function alows you to maintain an unlimited number of free-form lines of text. Y ou may
use thistext field however you want. Suggestions might be notes on reviews or other
employee specific issues.

How to Execute
From the Employee Maintenance Menu, select option 8, Comment Maintenance.

w Employee Maintenance - Menu

éﬁgi:" Lightspeed Distributors (DEM) 05/07/37 T1
Ernployees Code MNarme [Keith Wilsan |

7| w. Employee Comment H=]
Edit Format

10/18/95 - Sales Trainee period completed. ﬂ

07720495 - Review. Promoted to Sales Trainee.
07/15/94 - Six month review. This guy has potential!

01/16/94 - Keith seems to have been an excellent choice for our
telemarketing group.

Description of Fields

Comment
Use the standard text editing keys for your specific terminal to add linesto thetext field. Line
insert and delete, character insert and delete, page up, page down, etc. all work here.

If you use the comment field for anything date oriented, such as reviews, you may find the
comment most useful if you insert the most recent comments at the top by using Line Insert.

When you are finished editing the comment, press F4 and you will receive the following
prompt:

Save text (Y/N)?
Y Saves any changes to Comment Maintenance.

N Leaves Comment Maintenance asit was before you started.
Exit the Screen

When you are finished, press F4 from the employee code to return to the Employee
Maintenance Menu, or press F8 to select another screen.
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Check History Inquiry

Introduction
Thisinquiry shows all checks for the employee in the current year.

How to Execute
From the Employee Maintenance Menu, select option 9, Check History Inquiry.

é]"g Lightspeed Distributors (DEM) 05/07/97 T1
Employee Code Name [Keith wilson |

|Ehec:k types: C-Computer check D-Direct depozit M-t anual check B-Reversal |

w. Tranzaction History - Lookup [ ]
Ba | Check|T |Check Total] Check|=
Cd | Mumber|y |Date Eamings| Amaunt( «

BA 9C 0215/97 | 800.00 509.55_'
BA 13 C 0301737 | 800.00 50355

Description of Fields

If the employee has received more checks than can be displayed on one screen use the Down
Arrow, Up Arrow, Page Up, and Page Down keysto scroll through the checks.

Exit the Screen

When you are finished, press F4 to exit the view, then press F4 from the employee code to
return to the Employee Maintenance Menu, or press F8 to select another screen.
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Change/Delete Employee Code

Introduction
Use this function for the same purpose as the status field on the code files. The statusis used
to eliminate problems caused by deleting employees who have earnings but for whom aWw?2
has not been printed. It also alows you to change employee codes. The inactive status may be
used if an employee has been terminated but has activated COBRA or if he may be called
back to work after the New Y ear. No checks will be printed for employeeswith a status of D
orl.

How to Execute
From the Employee Maintenance Menu, select option C, Change/Delete Employee Code.

Description of Fields

Do you want to Delete Change Inactivate Reactivate
Enter one of thefollowing: D, C, I, or R.

Delete

Delete this record? Yes No

Y Marks the employee for deletion. During the Status Change Update, the employeeis
only deleted if he has never received a check. Otherwise, the employee will be
deleted during year-end processing.

N Does not mark this employee for deletion and returns to the employee code field.

Change

Enter the Employee Code to change this Employee Code to:

Enter the new employee code. This employee code may or may not already exist in thefile. If
it does not exigt, all referencesto the old employee code are changed to the new employee
code. If the new employee code aready exists, the information for the old code is combined
with the new. These changes take effect during the Status Change Update.

Inactive

If the employee is marked with a status of |, you are stating that the employee no longer
works for you and no further checks may be processed. Y ou will want to set the employee
statusto | if he has been terminated but istaking advantage of COBRA, or if he may be
rehired after the end of the year and you wish to keep himin the employeefile. The
"Inactivate” status takes effect immediately.

Reactivate

The reactivate option may be used to remove the inactive status from the employee a any
time, and the delete or change status only before the Status Change Update has been
performed.

Exit the Screen
After you have modified the status for the employee, the cursor returns to the " Selection”
prompt on the Employee Maintenance Menu.
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Employee Inquiry

Introduction

This function alows you to view and/or print basic information about an employee, one
employee at atime. Thisinformation includes name and address, codes, earnings history,
check history, and the employee comment. Only the comment may be modified when using
this function.

How to Execute

From the Payroll Main Menu, select option 9, Employee Inquiry.

w Emplopee Inquirp - Constants e vwiphDDODO14.TIF N =] B3
i - B + e \wiph0000015.TIF

51"1’ Lightspeed Distributors (DEM) i : =1alx]

+ e\wip\D00D016.TIF =10

Emplayee Cade 0000000100 Mame |keith | ——
S

Mame F.eith wilson
Address 152 Maple St.
City Somerville
State M| ZIFP 02876 Country
Horme Phone 903 555-1287
“Work Phone | Ext | |
Emergency Contact [Alice wilson |
Felatianship [wie |

Total Hrs Diayes Taken Hrs Da -
‘acation E [Tooo ] 0.0 0.0
Sick [ 4000 | [500 | 0.00 T
Cormp 0.00 0.00
Fersonal 0.00 0.00

Description of Fields

Employee Code

Enter the code for the employee you wish to view. The employee's address and other constant
information is displayed. This screenisfor display only and no information can be modified
here.

The system then prompts:

Display: Address Dates/Codes Earn/Dedt Cont/Tax History Images Text Report
Address
Displays the information shown on the screen above.

Dates/Codes
Displays the various flags, dates, and codes as entered on the second Employee Maintenance
screen.

Earn/Dedt
Displays a view showing the employee’ s earnings and deductions. Y ou can scroll through
the view using the Up Arrow, Down Arrow, Page Up and Page Down keys.
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Cont/Tax
Displays a view showing the employee’ s contributions and taxes. Y ou can scroll through the
view using the Up Arrow, Down Arrow, Page Up and Page Down keys.

Press F4 to return to the "display” prompt.

History

Displays a view showing asummary of each check issued to the employee during the year.
Y ou can scrall through the view using the Up Arrow, Down Arrow, Page Up and Page
Down keys, or press F4 to return to the prompt.

Images
This option allows you to view the images associated with this employee if you are using
Gateway for Windows.

Text
This option allows you to view the employee comment. If your parameters allow, you may
modify the comment here.

Report
Prints a report showing masterfile information for this employee only.

Exit the Screen
When you are finished, press F4 from the employee code to return to the Payroll Main Menu.
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Tax Calculation Inquiry

Introduction
This option allows you to see the calculated tax amount for any employee. You will be
prompted for the employee and tax codes, the earnings and total pre-tax deduction amounts
and the number of exemptions. The system takes this information and performs the standard
tax calculation to derive atax amount. This feature allows an employee to see the impact of a
change in their exemption or pre-tax deductions.

How to Execute
From the Payroll Main Menu, select option 10, Tax Calculation Inquiry.

m Tax Inquiry x|
51"1’ Lightspeed Distributors (DEM) 05/07/47 T1
Employee Code  [0000000100 | [Keith wilson |
Tax Code [FEDMaR] |Federal - Married |

Total Earnings 1.000.00
Pre-tax Deductions 300.00

MNurmber of Exermptions Tax Override Type (T |+
Frimary Percertfamaount [ |~
Sacond ] Orwerride Amount 0.00
Third ]

Calculated Tax

Calculating Tax ... Pleasze wait

Description of Fields

Employee Code
Enter the employee code you wish to inquire about.

Tax Code
Enter the applicable tax code.

Earnings
Enter the amount of the employee's earnings that will apply to thistax code.

Pre-Tax Deduction Total
Enter the dollar amount of pre-tax deductions.

Number of Exemptions
Enter the number of primary, second, and third deductions the employees wish to take.

Override

Thisfield indicates whether the tax amount is to come from the tax table calculation, the
calculated amount plus an additional amount, or the additional amount only as follows:
T Tax table calculated amount only.

A Tax Table plus an additional amount.
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Tax Calculation Inquiry

F Fixed amount only.

Percent or Amount
Thisfield indicates whether the additional tax amount is calculated as an amount or a
percentage of gross wages. Thisfield is skipped if the override typeis"T". Thevalid entries

are:
A Amount
P Percent of gross wages

Override Amount

Enter the amount of additional tax withholding if the Amount or Percentage indicator is A. If
theindicator is P, enter the percentage of gross wages for the additional amount. Thisfield is
skipped if the overrideisT.

Calculated Tax

After you have answered all of the above questions, the calculation system will calculate the
tax for the scenario entered above and display the tax in the "Calculated Tax" field in the
middle of the screen.

When finished, the system prompts:

Calculation complete, Return to continue
Y ou are then returned to employee code and may make another inquiry.

Exit the Screen
When you are finished, press F4 from the empl oyee code and you will be returned to the
Payroll Main Menu.
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5 Payroll Processing

This chapter explains how to perform the following:
» Pay Period Initidization

Timesheet Entry

Timesheet Register

Grossto Net Calculations

Payroll Register
Check Printing

vV Vv VY VY V

» Check Register and Update

Y ou will be spending the bulk of your time in this section of the manual because thisisthe
core of the Solution-1V Payroll system.
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Pay Period Initialization

Introduction

Pay Period Initialization is used to begin the pay cycle. Thisiswhere information such as
period ending date, check dates, and selection cycles are entered.

How to Execute

From the Payroll Main Menu, select option 1, Pay Period Initiaization.

(& Par Pemrd bt &
ﬂ' Lightspood Destrbariors [DEM) MERE? T
Pasind Ending [ a7 ~

Chack Dials A AT

Pt sl bros bivsed wieng? F

Sl o n Cichd J| ]l ||J
] |

Py Cycas Te [ (e W N [

5
|_|

A £ mpiven T
Erdng Empipyees _-l-":'l:rl il

Description of Fields

Period Ending
Enter the payroll period ending date for this check run.

Check Date
Enter the check date for this check run. This date will be the actual date on the check, and will
probably be different from the period ending date.

Perform Automatic Timesheet Entry?
If you wish, Automatic Timesheet Entry will generate default timesheets for employees based
on the "automatic" flag in each employee's file and the selection cycles entered above.

Y Automatically makes entriesin the timesheet entry file.

N Does not put any entries in the timesheet entry file, even if the "pay automatically"
flag in the employeefileisY.

Selection Cycles

Enter up to 12 selection cycles. The selection cycles are used to match earnings, deductions,
and contribution codes for automatic selection. If no selection cycles are entered, only those
codes with ablank select cycle will be selected. If you want to select blank and non-blank
cyclesin the same payroll run, leave the first select cycle blank then enter your non-blank
cycles.
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Pay Cycles
Enter up to seven pay cycles. Timesheets will be generated for employees whose pay cycle
matches one of the cycles entered here asfollows:

D Daily (365 pay periods per year)

S Semi-monthly (24 pay periods per year)
W Weekly (52 pay periods per year)

Q Quarterly (4 pay periods per year)

B Bi-weekly (26 pay periods per year)

A Annually (1 pay period per year)

Select Hourly, Salaried or Both

Thisfield indicates whether only salaried employees, hourly employees, or both areto be
selected asfollows:

H Hourly employees only

S Salaried employees only

B Both hourly and salaried employees

Starting Employee

Ending Employee
Enter the first and last codes in the range you wish to select, or press Enter twiceto select all
codes.

When you are finished, the system prompts:

Scanning Employee
Y ou will seethe employee and tax codes displayed on the screen. When the initidization is
finished, the system prompts:

# Employees selected, RETURN to continue

Exit the Screen
Press Enter at the above prompt to return to the Payroll Main Menu.
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Time Sheet Entry

Introduction
This function performs maintenance on individual timesheets. Overtime hours and deductions
may be entered as well as manual checks, voids, and reversals.

How to Execute
From the Payroll Main Menu, select option 2, Time Sheet Entry.

w Time Sheet Entry - Header
é]"g Lightspeed Distributors (DEM} 05/07/57 T1
Employee Code: (0000000100 Mame: [Keith wilson |
Check Type: C L! Seguence Mumber: |1
Bank Check Murm  Check Date Calc? OCycle ‘Weeks Total Hours Check Amount

[ ] [oovooooooo]  [o3/01/97 | =] [ | [ o |

[ !

[ |

: |

Header Screen

Employee Code
Enter the employee code of the employee for whom you wish to enter or modify the
timesheet. If you need to enter avoid check, leave thisfield blank.

Transaction Type
The transaction type controls how the timesheet will be processed as follows:

C Computer check

M Manual check

D Direct deposit voucher
\Y Void check

R Check reversal

The following chart shows how each typeis processed. Note that except for actual check
printing, the computer check and direct deposit types are the same. Voids may only be
entered when the employee code is blank.

Trans | Timesheet Calculations Check Printing Check
Type | Entry Register
Header | Lines | Earnings/ Taxes | Contri- | Checks | Direct Both
Deductions butions Deposits

C Y Y AT AT AT Y N Y Y

D Y Y AT AT AT N Y Y Y

R Y N N N N N N N Y

M Y Y T T T N N N Y

V Y N N N N N N N C
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Key to the above codes:
Y Function allowed/timesheet processed at this step.
N Function not allowed/timesheet not processed at this step.

A Add timesheet lines.
T Total timesheet lines into timesheet header.

C Check number updated only (Quarterly Check File).

Sequence Number

The sequence number alows you to enter multiple timesheets of the same type for the same
employee. Such as when issuing more than one check for an employee. The sequence number
dtartsat 1 (one).

Bank
Manual Checks Only

Enter up to two a phanumeric characters representing the bank code that these checks
were/will be written from.

Check No.
Manual Checks Only

Enter the check number to process. The check number is not entered for checks or direct
deposit vouchers. When entering areversal, the bank/check number must exist in the check
history file. For void and manual checks, any check number may be entered.

Chk Date
Manual Checks Only

Enter the check date for this timesheet. For checks and direct deposit vouchers, the default
check date comes from Pay Period Initialization. For other types, the default is today's date.
The check date isthe check'slegal date of issue and is printed on the check itself.

Calc

Thisfield indicates whether the linesin this timesheet will be recalculated during Gross to
Net Calculations. This can be used to force the system to accept the tax and contribution lines
as entered, instead of automatically generating these lines.

Y Calculate taxes and contributions during Gross to Net Calculations.

N Accept the tax and contribution lines as entered and do not change when running
Grossto Net Calculations.

Weeks

Enter the number of weeks worked for the period of time covered by thistimesheet. The
default amount is based on the employee's pay cycle. Thisvalueis used in quarterly and
annual reports.
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Total Hours
Thisfield contains the total hours worked during this pay period for thisemployee. Itis
updated during Gross to Net Calculations and cannot be modified here.

Check Amount
Thisfield contains the net check amount for this timesheet. It is updated during Gross to Net
Calculations and cannot be modified here.

Lines Screen
Once you are finished with the header screen, the following screen will be displayed:

wm Time Sheet Entry - Header E3
é]"g Lightspeed Distributors {DEM}) 05/07/37 T1
Employee Code: 0000000100 Marne: [Keith wilson |

Check Type: C =] Sequence Murmber[1 ]

Bank Check MNum  Check Date Calc? Cycle ‘Weeks Total Hours Check Amount

[ | [oooooodooo]  [o3/01/97 | =] [ m | [ oo |

w. Time Sheet Entry - Lines

Line Twpe Code Description
ﬂ |F|EG | |F|egular |

Fost Lahor IUnion Job Hours Fate Amaount
[Ma ] [MaiN ] [ooofot ] | [ s0oo | [ 1oooo | [ so0.oo

2. D 401K-C 401k - 50,00
3D MED Medical 120.00
4 *

“Up Arrow w-Down Arrow Pg-Up Pg-Dn Line-lns Line-Del Line-Mum |

Ililgtirn Modifiestheling, if it exists. Adds aline, if it is blank.

Line=# Goesto that line. If you enter aline that is greater than the total number of
lines, it goesto thelast line.

Up arrow Goesto next line above.

Down arrow Goesto next line below.

Page-up Goesto the previous screen.

Page-down Goesto the next screen.

Linedeete Deletes that line and moves al lines below it up.

Lineinsert Insertsaline at that spot and moves al lines below it down.

Ty

Thisfield indicates the type of line being entered. The valid line types are:

E Earnings

T Tax

Payroll Processing 117

Copyright 0 2005 Thoroughbred Software International, Inc.



Time Sheet Entry

D Deduction

C Contribution

Note: Earnings line types use the Hours, Rate and Amount fields. All other line types only
use the Amount field.

Code
Enter avalid earnings, deduction, tax or contribution code. The type of codeto enter is
determined by the line type entered above.

Post
Enter up to six alphanumeric characters for the posting code representing the
department/l ocation where the empl oyee worked these hours.

Labor
Enter up to six alphanumeric characters for the labor code.

Union
Enter up to six alphanumeric charactersfor the union-code if applicable.

Job
Enter up to six alphanumeric charactersfor the job code, if applicable.

Hours
Enter the number hours worked for this timesheet line or use the Up Arrow to move back to
any of the code fields described above.

Rate
Enter the employee's pay rate. For salaried employees, thisfield is skipped. For hourly
employees, enter the rate per hour worked.

Amount
Enter the amount for this timesheet line. This amount represents the total to be paid or
withheld for this transaction.

Exit the Screen
When you are finished, press F4 from the employee code, and you will be returned to the
Payroll Main Menu.
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Timesheet Register

Introduction
Thisreport is used to verify the results of Pay Period Initialization and Timesheet Entry. It
consists of two parts: the register itself followed by a summary for each earnings and
deduction code.

How to Execute
From the Payroll Main Menu, select option 3, Timesheet Register.

Sample Report
After selecting a printed or displayed copy, you will see reports similar to the following.
When the reports are finished you will be returned automatically to the Payroll Main Menu.

03/31/00 07:59 PM Ti me Sheet Regi ster Term TO
Li ght speed Distributors (DEM Page: 1

Bank Chk Num Date Cal c Ear ni ngs Deducti ons Weeks Cyc

Type

0000000200 Andrew Dean

C BA 0000000017 03/01/00 Y 740. 00 131.00 2 B
E- REG Reg 80.00 Hrs: 10. 00 Rat e: 8. 000
E- REG Reg 660.00 Hrs: 30. 00 Rat e: 22.000
D 401K- C 401k Cent 20. 00
D- MED Med 111. 00

03/31/00 07:59 PM Ti me Sheet Regi ster Term TO
Li ght speed Di stributors (DEM Page: 2

Ear ni ngs Code Summary Anount

REG Regul ar 740.00 Hrs: 40. 00
Sunmary Tot al : 740. 00

Deducti on Code Summary Anount

401K- C 401k - Central Bank and Trust 20. 00

MED Medi cal 111. 00
Sunmary Tot al : 131. 00
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Gross to Net Calculations

Introduction

After the timesheets have been entered, this function is run to calculate tax withholding and
employer contribution amounts. These amounts are calcul ated based on the tax tables, tax

accrual codes, and contribution codes, aswell as employee-specific data saved in the
employee Masterfile.

How to Execute
From the Payroll Main Menu, select option 4, Grossto Net Calculations.

Description of Fields

Do You Want to Run Gross to Net Calculations?
Y The system will calculate tax and employer contribution amounts for each employee.

N You will be returned to the Payroll Main Menu.

Exit the Screen
When the calculations are finished, you will be returned to the Payroll Main Menu.
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Payroll Register

Payroll Register

Introduction
This report shows the combined results of Payroll Initialization, Timesheet Entry, and Gross
to Net Calculations. Y ou should review this report carefully for accuracy before printing
checks, since what is shown hereiswhat will be printed on the checks. The report consists of
two parts: the register showing detail by employee, and the summary, showing totals for each
earning, deduction, tax, and contribution code used.

How to Execute
From the Payroll Main Menu, select option 5, Payroll Register.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report is finished you will be returned automatically to the Payroll Main Menu.

03/31/00 08:07 PM

0000000100 Keith Wl son
C 0000000000 03/01/00

E-REG  Reg
D-401K- C 401k Cent
DMED  Med

T- FEDMAR Fed Tax
T-FICA  Social Sec
T-NJ NJ St Tax
C-FICA Social Sec

0000000200 Andrew Dean
C 0000000000 03/01/00
** Net Check is negative **
E- REG Reg
D- 401K- C 401k Cent

0000000300 Matthew Perelli
C 0000000000 03/01/00
E- REG Reg
D- MED Med
T- FEDSI N Fed Tax
T-FICA  Social Sec
T-NJ NJ St Tax

0000000400 Mark L. MacM Il an
D 0000000000 03/01/00
E-REG  Reg
D- 401K- C 401k Cent
T- FEDSI N Fed Tax
T-FICA  Social Sec

C-FICA Social Sec

Payroll Processing

700.

104.
43.
43.

Payrol | Register
Li ght speed Distributors (DEM

509.84 Y 800. 00 59.71 10. 85

.00 Hrs: 80. 00 Rat e: 10. 000

20.00- Y 0. 00 0. 00 0. 00

00 Hrs: 0. 00 Rat e: 8. 000

411.48 Y 560. 00 21.98 7.82

.00 Hrs: 80. 00 Rat e: 7.000

526.79 Y 700. 00 104.81 0.00
00 Hrs: 40.00 Rat e: 17.500

34.72

43.40
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Payroll Register

03/31/00 08: 07 PM Payrol | Register Term TO
Li ght speed Distributors (DEM Page: 2
Ear ni ngs Code Summary Anount
REG Regul ar 2,060.00 Hrs: 200. 00
Summary Total : 2, 060. 00
Deducti on Code Summary Anount
401K- C 401k - Central Bank and Trust 95. 00
MED Medi cal 204. 00
Summary Total : 299. 00
Tax Code Summary Anount
FEDVAR Federal - Married 59.71
FEDSI N Federal - Single 126. 79
FICA Social Security Tax 127.72
NJ New Jersey - Rate "A' - Single 18. 67
Sunmary Total : 332. 89
Contri buti on Code Sunmary Anount
FICA Social Security 127.72
Summary Total : 127.72
4 Enpl oyees Printed
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Check Printing

Check Printing

Introduction
Thisfunction is used to print checks and direct deposit vouchers for distribution to your
employees. Direct deposit vouchers look exactly like checks, except that the check portionis
voided.

How to Execute
From the Payroll Main Menu, select option 6, Check Printing.

é]"h!gi:" Lightspeed Distributors (DEM) 04/30/87 T1

Frint computer only, direct deposit only or both? ﬂ
Bank Code |Bank of &merica - checking
Chack Murnber

Staring Employvee

Description of Fields

Print Computer Only, Direct Deposit or Both
Y ou may choose to print computer checks, direct deposit vouchers, or both as follows:

C Prints computer checks only.
D Prints direct deposit vouchers only.

B Prints both checks and direct deposit vouchers.

Bank Code
Enter up to two a phanumeric characters representing the bank code that these checks will be
written from.

Check No

Enter the starting check number that the printer will actually print on. If you have the type of
printer that forces you to waste a check in order to get the checks loaded on the tractor
feeders, enter the check number of the first check which will be printed on, not the wasted
check.

The computer will automatically void the checks that it uses for alignment patterns.

Starting Employee

Enter the employee code representing the first employee for whom you wish to print a check,
or press Return to start with the first employee in the batch. Normally you will not enter an
employee code here unless you are restarting check printing after a paper jam or other
problem.
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Sample Checks
After selecting a printed or displayed copy, you will see checks similar to the following.
When they are finished, you will be asked if you wish to print the Check Register.

0000000200 Andrew Dean 03/01/00 555-55-5125 03/ 01/ 00 0000000017
Oovt 37.50 401k Cent 20. 00 80. 00
Reg 40. 00 740. 00 2, 660. 00 Med 111. 00 404. 63

Fed Tax 39. 63 117. 43
Soci al Sec 45, 88 167. 25
523. 49 740. 00 2,697.50 216. 51 769. 31
0000000017 03/ 01/ 00
FI VE HUNDRED TWENTY THREE DOLLARS AND 49 CENTS $523. 49
Andr ew Dean
673 W 57th St.
Hi | | sboro, NJ 08876
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Check Register and Update

Check Register and Update

Introduction
The check register is an audit report showing the checks printed in this batch, with al the
earnings, deductions, taxes, and contributions detailed. If you are satisfied that the
information in the report is correct, you may update this check batch to the permanent Payroll
and General Ledger files.

Note: The check register is an audit report, and must be kept with your permanent
accounting records.

How to Execute
From the Payroll Main Menu, select option 7, Check Register & Update.

Description of Fields

Enter Posting Date

Enter the date you wish to use for posting these checksto General Ledger. Thisdateis very
important because it controls both the General Ledger period and Payroll quarter in which
these checks appear. Make sure that the dateis at least in the proper month.

Example:  If today is3/30/02 and you are printing checks for 4/2/02, be sure that the posting
dateis 4/2/02.

Do you want a printed copy? Yes No
Y Prints the check register to the printer.

N Displays the check register on the screen. Y ou cannot run the update if you do not
print the register.

If the check register was printed to the printer, the system prompts:

Do you want to continue the update? Yes No

Y Updates the batch of checksto the permanent files, then clears the timesheet entry
file.

N Returnsto the Payroll Main Menu. Make any necessary corrections, and then reprint
the register.

Sample Reports
When the reports and update are finished, you will be returned automatically to the Payroll
Main Menu.
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Check Register and Update

03/31/00 07:59 PM Check Register Term TO
Posted: 03/ 31/ 00 Li ght speed Distributors (DEM Page: 1
BA Bank of Anmerica - checking
Type Chk No Chk Date Enployee Ear ni ngs Deducti ons Al Taxes Check Anpunt WksC
Post  Labor Uni on Job Code Y

C 0000000017 03/01/00 0000000200 Andrew Dean 740. 00 131.00 85.51 523. 49 2B

MAI'N MAI'N 000101 CLERK E-REG Reg 80.00 Hrs: 10.00 Rate: 8. 000

MAIN  MAIN 000101 FORE E- REG Reg 660.00 Hrs: 30.00 Rate: 22.000

MAI N MAI N 000101 D- 401K- C 401k Cent 20. 00

MAI N MAI N 000101 D- MED Med 111.00

MAI N MAI N 000101 T- FEDMAR Fed Tax 39.63

MAI N MAI N 000101 T-FI CA Soci al Sec 45. 88

MAI N MAI N 000101 C-FICA Soci al Sec 45. 88

Total this check run: 740.00 131.00 85.51 523. 49

03/31/00 07:59 PM Check Regi ster Term TO
Posted: 03/31/00 Li ght speed Di stributors (DEM Page: 2
BA Bank of Anerica - checking
Ear ni ngs Code Summary Anount

REG Regul ar 740.00 Hours: 40. 00
Sumary Total : 740. 00
Deducti on Code Summary Anount
401K- C 401k - Central Bank and Trust 20. 00
MED Medi cal 111. 00
Sumary Total : 131. 00
Tax Code Summary Anmount
FEDMAR Federal - Married 39. 63
FICA Social Security Tax 45, 88
Sumary Total : 85.51
Contributi on Code Sunmmary Anount
FICA Social Security 45, 88
Sumrary Tot al : 45. 88

03/31/00 07:59 PM Check Register Term TO
Posted: 03/31/00 Li ght speed Distributors (DEM Page: 1
BA Bank of Anerica - checking
Type Chk No Chk Date Enployee Ear ni ngs Deduct i ons Al'l Taxes Check Ampunt WksC
Post  Labor Union Job Code Y

C 0000000017 03/01/00 0000000200 Andrew Dean 740. 00 131.00 85.51 523.49 2B

MAI'N MAI' N 000101 CLERK E-REG Reg 80.00 Hrs: 10.00 Rate: 8. 000

MAIN  MAIN 000101 FORE E-REG Reg 660.00 Hrs: 30.00 Rate: 22.000

MAI'N MAI' N 000101 D- 401K- C 401k Cent 20. 00

MAI'N MAI' N 000101 D- MED Med 111.00

MAI'N MAI' N 000101 T- FEDMAR Fed Tax 39.63

MAI'N MAI' N 000101 T-FICA Soci al Sec 45. 88

MAIN  MAIN 000101 C-FICA Social Sec 45. 88

Total this check run: 740.00 131.00 85.51 523. 49
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Check Register and Update

03/31/00 07:59 PM Check Regi ster Term TO
Posted: 03/31/00 Li ght speed Distributors (DEM Page: 2
BA Bank of America - checking
Ear ni ngs Code Summary Anount

REG Regul ar 740.00 Hours: 40. 00
Sunmary Tot al : 740. 00
Deducti on Code Summary Anount
401K- C 401k - Central Bank and Trust 20. 00
MED Medi cal 111. 00
Summary Total : 131. 00
Tax Code Summary Anount
FEDVAR Federal - Married 39. 63
FICA Social Security Tax 45, 88
Summary Total : 85.51
Contri buti on Code Summary Anount
FICA  Social Security 45. 88
Summary Total : 45, 88

03/31/00 07:59 PM Check Regi ster (PRCK) Term TO
Posted: 03/31/00 General Ledger Account Detail Page: 1

Li ght speed Distributors (DEM
Account Code Enpl oyee Check Code Debi t Credit
101- 01- 00 Cash in bank - Bank of Anerica 523. 49
220- 00- 00 Payrol | taxes payabl e 0000000200 0000000017 T- FEDVAR 39. 63
222-00- 00 FI CA taxes payabl e 0000000200 0000000017 C-FI CA 45. 88
222-00- 00 FI CA taxes payable 0000000200 0000000017 T-FI CA 45. 88
225-00- 00 401k accrual s payabl e 0000000200 0000000017 D-401K-C 20. 00
225-00- 00 401k accrual s payabl e 0000000200 0000000017 D- MED 111. 00
680- 00- 00 Payrol | - enployee benefits 0000000200 0000000017 C-FI CA 45. 88
900- 00- 00 M scel | aneous expenses 0000000200 0000000017 E- REG 740. 00
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Payroll Reports

This chapter describes how to execute the Solution-IV Payroll reports. Samples of each report
are a'so shown.

Employee Masterfile Reports

>
>

Employee Masterfile Listing
Employee Label Printing

Analysis Reports

>

YV VY YV VYV VYVY

Earnings Analysis Report
Deduction Analysis Report

Tax Anaysis Report

Contribution Analysis Report
Labor Distribution Report

Job Pay Analysis Report

Payroll Union Report

Insurance Cross Reference Report
Date Cross Reference Report
Employee Accrua Report

Quarterly and Annual Reports

Payroll Reports

A\ 4

YV V V YV VYV

Historical Payroll Register
Quarterly 941 Forms
Quarterly Tax Report
Quarterly Contribution Report
W-2 Form Printing

Quarterly Check Register

AP Expense Transfer
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Employee Masterfile Listing

Employee Masterfile Listing

Introduction
Thisisalist of the employeeinformation as found in Employee Maintenance. Y ou may
choose from avariety of sort and print options - from the bare minimum amount of
information to the full employee masterfile.

How to Execute
From the Payroll Main Menu, select option 12, Employee Masterfile Listing.
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Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order in which you wish to print this report.

1. Employee Code: Prints the report in employee code order.

2. EmployeeName:  Printsthe report in aphabetically in employee name order.

3. Alt Sort Field: Prints the report alphabetically in alternate sort/employee
code order.

4.Z|P Code: Prints the report in ZIP code/empl oyee code order.

5. Pogting Code: Prints the report in posting code/employee code order.

6. Soc Sec Num: Prints the report in socia security number order.

Detail Options

Print Employee Address?
Y Prints the employee's address on the report.

N Does not print the employee's address on the report.
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Employee Masterfile Listing

Print Code Information?
Y Prints code information for each employee.

N Does not print code information on the report.

Print Employee Amounts?
Y Prints weeks worked and employee accrual information.

N Does not print weeksworked or accrua information on the report.

Print Comments?
Y Prints the contents of the employee comment text field.

N Does not print the comment.

Active, Inactive or Both?
A Prints the active employees only.

| Prints the inactive employees only

B Prints both the active and inactive employees.

Print Selected Employees Only?
If you selected to sort by employee, you have the option of entering up to 5 individual
employees on the report asfollows:

Y Displays aview and allows you to select up to 5 individual employees.
N Allows you to enter arange of employees.

If you answer N, or are not sorting by employee, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Payroll Main Menu.
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Employee Masterfile Listing

03/31/00 07:23 PM

0000000100 Keith Wlson

Enpl oyee Masterfile Listing
Li ght speed Distributors (DEM

SSN. 555-12-1234

1 Enpl oyee Printed

Payroll Reports

Keith I. Wlson
152 Maple St.
Sonerville, NJ 08876
Home: 908 555-1287  Work: -
Energency contact: Alice WIson
Contact relation: Wfe
Horme: - Wor k: -
Posting code: MAIN  Min Posting Code Alternate srt: WLSON
Labor code: MAIN  Main Labor Code Sex: Male
Uni on code: 000101 Union Local #101 Maritial status: Married
Class code 1: NJHQ Pay cycle: B Biweekly
Class code 2: Salaried Full time
Weeks worked quarter 1: 6 2: 3: 4: YTD: 6 Pay rate: 2,500. 00
Total hrs Days Taken hrs Days Accr hrs Days
Vacat i on: 80.00 10.00 0.00 0.00 9.24 1.16
Si ck: 40.00 5.00 0.00 0.00 4.62 0.58
Conment s:
10/ 18/ 98 - Sales Trainee period conpl eted.
07/20/98 - Review. Pronoted to Sales Trainee.
07/15/97 - Six nmonth review. This guy has potential!
01/16/97 - Keith seems to have been an excellent choice for our
tel emarketing group.
11/17/96 - Hired Keith as a Tel emarketing Trainee.

Term TO
Page: 1
Birth date: 08/ 15/63 Pension? N
Start date: 11/17/96 Statutory? N
Last review 12/02/99 Defer Conp? N
Next review 12/01/00 COBRA? N
Rehire date: Vet er an? N
Rehire? N
Unenpl oymt? N
EEO Code:
Last pay rate: 2,400. 00
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Employee Label Printing

Employee Label Printing

Introduction

This function is used to print labels using information from the employee Masterfile. The
default is 2-up, 1"x4" labels with the employee name and address printed on them.

How to Execute

From the Payroll Main Menu, select option 13, Employee Label Printing.
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Sort Options
Enter Sort Option

Enter the option number corresponding to the sort order for which you wish to print this

report.
1. Employee Code:
2. Employee Name:

3. Alt Sort Field:
code order.

4. 7Z1P Code

5. Soc Sec Num:

Detail Options

Print Phone Number?

Prints the report in employee code order.
Prints the report aphabetically in employee name order.

Prints the report a phabetically in alternate sort/employee

Prints the report in ZIP code/employee code order.

Prints the report in social security number order.

Y ou may choose to print the phone number on the employee label. Thisis useful if you wish

to create Rolodex cards for each employee.

Y Prints empl oyee phone number on the label.

N Does not print the phone number on the [abel.
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Employee Label Printing

Print 1 or 2 Up Labels

1 Prints assuming you only have one column of abels.

2 Prints assuming you have two columns of |abels asfollows:
EmployeeA  Employee B
EmployeeC  Employee D

Print Active, Inactive or Both?
A Prints the active employees only.

| Prints the inactive employees only

B Prints both the active and inactive employees.

Print Selected Employees Only?
If you selected to sort by employee, you have the option of entering individua employeeson
the report as follows:

Y Displays aview and allows you to select individual employees.
N Allows you to enter arange of employees.

If you answer N, or are not sorting by employee, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Label Printing

Payroll Reports

After selecting a printed or displayed copy, the labels will be printed. When the [abels are
finished, you will be returned automatically to the Payroll Main Menu.

Keith WIson
152 Maple St.
Sonerville, NJ 08876

Andr ew Dean
673 W 57th St.
H |1 sboro, NJ 08876

Matt hew Perel | i
5378 Boxwood Rd.
Sonerset, NJ 08875

Mark L. MacM I 1 an
431 South Uni on Avenue
Franklin, NJ 08823
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Earnings Analysis Report

Earnings Analysis Report

Introduction

This report breaks down employee earnings by earnings code.

How to Execute
From the Monthly Reports Menu, select option 1, Earnings Analysis Report.
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Sort Options

Enter Sort Option

Enter the option number corresponding to the sort order in which you wish to print this report.

1. Employee Code: Prints the report in employee code order.

2. Posting Code: Prints the report in posting code/employee code order with subtotals

by posting code.

Detail Options

Select up to two of the following figures to print on the report:

Print MTD Figures?
Y Prints month-to-date hours and amounts.

N Does not print month-to-date figures.

QTD Figures?
Y Prints quarter-to-date hours and amounts.

N Does not print quarter-to-date figures.

Solution-1V Accounting
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Earnings Analysis Report

YTD Figures?

Y Prints year-to-date hours and amounts.
N Does not print year-to-date figures.

LY Figures?

Y Prints last year's hours and amounts.

N Does not print last year's figures.

Print Summary only?
Y ou have the option of printing this report on a summary or detail basis asfollows:

Y Prints the report showing only total earnings for each employee.

N Prints the report showing each employee's earnings broken down by earnings code.

Print Selected Employees Only?
If you selected to sort by employee, you have the option of entering individual employees on
the report as follows:

Y Displays aview and allows you to select individual employees.
N Allows you to enter arange of employees.

If you answer N, or are not sorting by employee, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Earnings Analysis Report

4 Enpl oyees Printed

Solution-1V Accounting
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03/31/00 07:23 PM Ear ni ngs Anal ysis Report Term TO
Li ght speed Di stributors (DEM Page: 1
Enpl oyee — eeeeeaaa- Month to Date ------- -------- Quarter to Date ------
Ear ni ngs Hour s Anount Hour s Anount
0000000100 Keith W son
OVER  Overtinme 0. 00 0. 00 0. 00 0. 00
REG Regul ar 240. 00 2, 400. 00 240. 00 2, 400. 00
Enpl oyee 0000000100 Tot al : 240. 00 2, 400. 00 240. 00 2, 400. 00
0000000200 Andr ew Dean
OVER Overtinme 5. 00 37.50 5. 00 37.50
REG Regul ar 240. 00 1, 920. 00 240. 00 1, 920. 00
Enpl oyee 0000000200 Tot al : 245. 00 1,957.50 245. 00 1,957.50
0000000300 Matthew Perel | i
OVER  Overtinme 14. 00 105. 00 14. 00 105. 00
REG Regul ar 240. 00 1, 680. 00 240. 00 1, 680. 00
Enpl oyee 0000000300 Tot al : 254. 00 1, 785. 00 254. 00 1, 785. 00
0000000400 Mark L. MacM Il an
REG Regul ar 120. 00 2,100. 00 120. 00 2,100. 00
Enpl oyee 0000000400 Tot al : 120. 00 2,100. 00 120. 00 2,100. 00
Report Total : 859. 00 8,242.50 859. 00 8,242.50
Ear ni ngs Code Summary
OVER  Overtinme 19. 00 142. 50 19. 00 142. 50
REG Regul ar 840. 00 8, 100. 00 840. 00 8, 100. 00
Summary Total s: 859. 00 8,242.50 859. 00 8,242.50
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Deduction Analysis Report

Deduction Analysis Report

Introduction
This report breaks down employee deductions by deduction code.

How to Execute

From the Monthly Reports Menu, select option 2, Deduction Analysis Report.
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Sort Options
Enter Sort Option

Enter the option number corresponding to the sort order in which you wish to print this report.

1. Employee Code: Prints the report in employee code order.

2. Deduction Code: Prints the report in deduction code/employee code order with

subtotal s by deduction code.
Detail Options

MTD Figures?
Y Prints month-to-date hours and amounts.
N Does not print month-to-date figures.
QTD Figures?
Y Prints quarter-to-date hours and amounts.
N Does not print quarter-to-date figures.
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Deduction Analysis Report

YTD Figures?

Y Prints year-to-date hours and amounts.
N Does not print year-to-date figures.

LY Figures?

Y Prints last year's hours and amounts.

N Does not last year's figures.

Print Summary only?
Y ou have the option of printing this report on a summary or detail basis asfollows:

Y Prints the report showing only total deductions for each employee.
N Prints the report showing each employee's deductions broken down by deduction
code.

Print Selected Employees only?
If you selected to sort by employee, you have the option of entering individual employees on
the report asfollows:

Y Displays aview and allows you to select individua employees.
N Allows you to enter arange of employees.

If you answer N, or are not sorting by employee, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Deduction Analysis Report

03/31/00 07:23 PM Deduction Anal ysis Report Term TO
Li ght speed Di stributors (DEM Page: 1
Enpl oyee Month to Date Quarter to Date
Deducti on Arount Armount
0000000100 Keith W son
401K- C 401k - Central Bank and Trust 150. 00 150. 00
MED Medi cal 360. 00 360. 00
Enpl oyee 0000000100 Tot al : 510. 00 510. 00
0000000200 Andr ew Dean
401K- C 401k - Central Bank and Trust 60. 00 60. 00
MED Medi cal 293. 63 293. 63
Enpl oyee 0000000200 Tot al : 353. 63 353. 63
0000000300 Matthew Perel | i
GARN  Wage Gar ni shnent 100. 00 100. 00
MED Medi cal 267.75 267.75
Enpl oyee 0000000300 Tot al : 367.75 367.75
0000000400 Mark L. MacM Il an
401K-C 401k - Central Bank and Trust 75. 00 75. 00
Enpl oyee 0000000400 Tot al : 75.00 75.00
Report Total : 1, 306. 38 1, 306. 38

Deducti on Code Summary

401K- C 401k - Central Bank and Trust 285. 00 285. 00
GARN  Wage Garni shnent 100. 00 100. 00
MED Medi cal 921. 38 921. 38

1, 306. 38 1, 306. 38

4 Enpl oyees Printed
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Tax Analysis Report

Tax Analysis Report

Introduction

This report breaks down employee tax withholding by tax code.

How to Execute

From the Monthly Reports Menu, select option 3, Tax Analysis Report.
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Sort Options

Enter Sort Option

Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Employee Code: Prints the report in employee code order.

2. Tax Code: Prints the report in tax code/employee code order with

subtotals by tax code.

Detail Options

Select up to two of the following figures to print on the report:

MTD Figures?
Y Prints month-to-date hours and amounts on the report.

N Does not print month-to-date figures.

QTD Figures?
Y Prints quarter-to-date hours and amounts on the report.

N Does not print quarter-to-date figures.
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Tax Analysis Report

Payroll Reports

YTD Figures?
Y Prints year-to-date hours and amounts on the report.

N Does not print year-to-date figures.

Last Year Figures?
Y Prints last year's hours and amounts on the report.

N Does not print last year's figures.

Print Summary Only?
Y ou have the option of printing this report on a summary or detail basis asfollows:

Y Prints the report showing only total taxes for each employee.

N Prints the report showing each employee's taxes broken down by tax code.

Print Selected Employees Only?
If you selected to sort by employee, you have the option of entering individual employees on
the report as follows:

Y Displays aview and allows you to select individual employees.
N Allows you to enter arange of employees.

If you answer N, or are not sorting by employee, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.
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Tax Analysis Report

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report is finished, you will be returned automatically to the Monthly Reports Menu.

03/31/00 07:24 PM Tax Anal ysis Report Term TO
Li ght speed Distributors (DEM Page: 1
Employee e Month to Date --------------mn oo Quarter to Date ----------------
Tax Code G oss Taxabl e Tax G oss Taxabl e Tax

0000000100 Keith Wl son

FEDMAR Federal - Married 2,400. 00 2, 250. 00 178. 26 2,400. 00 2, 250. 00 178. 26
FI CA Soci al Security Tax 2,400. 00 2,400. 00 148. 80 2,400. 00 2,400. 00 148. 80
NJ New Jersey - Rate "A" - Sin 2,400. 00 2,400. 00 32.55 2,400. 00 2,400. 00 32.55
Enpl oyee 0000000100 Tot al : 359. 61 359. 61
0000000200 Andrew Dean
FEDMAR Federal - Married 1,957.50 1,897.50 77.80 1,957.50 1,897.50 77.80
FICA Social Security Tax 1, 957. 50 1, 957. 50 121. 37 1, 957. 50 1, 957. 50 121. 37
Enpl oyee 0000000200 Tot al : 199. 17 199. 17
0000000300 Matthew Perelli
FEDSI N Federal - Single 1,785.00 1,785.00 79.11 1,785.00 1,785.00 79.11
FICA Social Security Tax 1, 785. 00 1, 785. 00 110. 67 1, 785. 00 1, 785. 00 110. 67
NJ New Jersey - Rate "A" - Sin 1,785.00 1,785.00 25.04 1,785.00 1,785.00 25.04
Enpl oyee 0000000300 Tot al : 214.82 214.82
0000000400 Mark L. MacM Il an
FEDSI N Federal - Single 2,100. 00 2,025. 00 312.69 2,100. 00 2,025. 00 312.69
FI CA Soci al Security Tax 2,100. 00 2,100. 00 130. 20 2,100. 00 2,100. 00 130. 20
Enpl oyee 0000000400 Tot al : 442.89 442.89
Report Total: 1,216. 49 1,216. 49

Tax Code Summary

FEDMAR Federal - Married

FEDSI N Federal - Single

FICA Social Security Tax

NJ New Jersey - Rate "A" - Single

4 Enpl oyees Printed
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Contribution Analysis Report

Contribution Analysis Report

Introduction
This report breaks down employer contributions by contribution code.

How to Execute
From the Monthly Reports Menu, select option 4, Contribution Analysis Report.
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Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Employee Code: Prints the report in employee code order.

2. Contribution Code: Printsthe report in contribution code/employee code order
with subtotals by contribution code.

Detail Options
Select up to two of the following figures to print on the report:

MTD Figures?
Y Prints month-to-date hours and amounts on the report.

N Does not print month-to-date figures.

QTD Figures?
Y Prints quarter-to-date hours and amounts on the report.

N Does not print quarter-to-date figures.
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Contribution Analysis Report

YTD Figures?

Y Prints year-to-date hours and amounts on the report.
N Does not print year-to-date figures.

LY Figures?

Y Prints last year's hours and amounts on the report.

N Does not print last year's figures.

Print Summary Only?
Y ou have the option of printing this report on a summary or detail basis asfollows:

Y Prints the report showing only total contributions for each employee.
N Prints the report showing each employee's contributions broken down by contribution
code.

Print Selected Employees Only?
If you selected to sort by employee, you have the option of entering individual employees on
the report asfollows:

Y Displays aview and allows you to select individua employees.
N Allows you to enter arange of employees.

If you answer N, or are not sorting by employee, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Contribution Analysis Report

03/31/00 07:25 PM Contribution Analysis Report Term TO
Li ght speed Distributors (DEM Page: 1
Enployee e Month to Date ---------------- ------oooooo Quarter to Date ----------------
Contribution G oss Basi s Contribution G oss Basi s Contribution
0000000100 Keith Wl son
FICA  Social Security 2, 400. 00 2, 400. 00 148. 80 2, 400. 00 2, 400. 00 148. 80
Enpl oyee 0000000100 Total : 148. 80 148. 80
0000000200 Andrew Dean
FI CA Soci al Security 1, 957. 50 1, 957. 50 121.37 1, 957. 50 1, 957. 50 121.37
Enpl oyee 0000000200 Tot al : 121.37 121.37
0000000300 Matthew Perel |i
FI CA Soci al Security 1, 785. 00 1, 785. 00 110. 67 1, 785. 00 1, 785. 00 110. 67
Enpl oyee 0000000300 Tot al : 110. 67 110. 67
0000000400 Mark L. MacM Il an
FICA  Social Security 2,100. 00 2,100. 00 130. 20 2,100. 00 2,100. 00 130. 20
Enpl oyee 0000000400 Total : 130. 20 130. 20
Report Total: 511.04 511. 04

Contribution Code Summary
FICA Social Security 511. 04 511. 04

4 Enpl oyees Printed
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Labor Distribution Report

Labor Distribution Report

Introduction
This report breaks down employee earnings by labor code.

How to Execute
From the Monthly Reports Menu, select option 5, Labor Distribution Report.
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Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Employee Code: Prints the report in employee code order.
2. Labor Code: Prints the report in labor code/empl oyee code order with subtotals by
labor code.

Detail Options
Select up to two of the following figures to print on the report:

MTD Figures?
Y Prints month-to-date hours and amounts on the report.

N Does not print month-to-date figures.

QTD Figures?

Y Prints quarter-to-date hours and amounts on the report.
N Does not print quarter-to-date figures.
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Labor Distribution Report

YTD Figures?

Y Prints year-to-date hours and amounts on the report.
N Does not print year-to-date figures.

LY Figures?

Y Prints last year's hours and amounts on the report.

N Does not print last year's figures.

Print Summary Only?
Y ou have the option of printing this report on a summary or detail basis asfollows:

Y Prints the report showing total 1abor for each employee.

N Prints the report showing earnings for each employee broken down by labor code.

Print Selected Employees Only?
If you select to sort by employee, you have the option of entering individual employees on the
report asfollows:

Y Displays aview and allows you to select individual employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, or are not sorting by employees, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.

Payroll Reports 147
Copyright 0 2005 Thoroughbred Software International, Inc.



Labor Distribution Report

4 Enpl oyees Printed

Solution-1V Accounting
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03/31/00 07:25 PM Labor Distribution Report Term TO
Li ght speed Di stributors (DEM Page: 1
Enpl oyee — eeeeeeaa- Month to Date ------ -------- Quarter to Date ------
Labor Code Hours Arount Hours Arount
0000000100 Keith W son
MAIN  Main Labor Code 240. 00 2, 400. 00 240. 00 2, 400. 00
Enpl oyee 0000000100 Tot al : 240. 00 2, 400. 00 240. 00 2, 400. 00
0000000200 Andr ew Dean
MAIN  Main Labor Code 245. 00 1, 957. 50 245. 00 1, 957. 50
Enpl oyee 0000000200 Tot al : 245. 00 1, 957. 50 245. 00 1, 957. 50
0000000300 Matthew Perelli
MAIN  Main Labor Code 254. 00 1, 785. 00 254. 00 1, 785. 00
Enpl oyee 0000000300 Tot al : 254. 00 1, 785. 00 254. 00 1, 785. 00
0000000400 Mark L. MacM Il an
MAIN  Main Labor Code 120. 00 2,100. 00 120. 00 2,100. 00
Enpl oyee 0000000400 Tot al : 120. 00 2,100. 00 120. 00 2,100. 00
Report Total : 859. 00 8,242.50 859. 00 8,242.50
Labor Distribution Summary
MAIN  Main Labor Code 859. 00 8,242.50 859. 00 8,242.50
Summary Total s: 859. 00 8,242.50 859. 00 8,242.50
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Job Code Analysis Report

Job Code Analysis Report

Introduction
This report breaks down employee earnings by job code.

How to Execute
From the Monthly Reports Menu, select option 6, Job Code Analysis Report.
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Sort Options

Enter Sort Option
Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Employee Code: Prints the report in employee code order.
2. Job Code: Prints the report in job code/employee code order with
subtotals by job code.

Detail Options
Select up to two of the following figures to print on the report:

MTD Figures?
Y Prints month-to-date hours and amounts on the report.

N Does not print month-to-date figures.

QTD Figures?
Y Prints quarter-to-date hours and amounts on the report.

N Does not print quarter-to-date figures.
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Job Code Analysis Report

YTD Figures?

Y Prints year-to-date hours and amounts on the report.
N Does not print year-to-date figures.

LY Figures?

Y Prints last year's hours and amounts on the report.

N Does not print last year's figures.

Print Summary only?
Y ou have the option of printing this report on a summary or detail basis as follows:

Y Prints the report showing only total earnings for each employee.

N Prints the report showing earnings for each employee broken down by job code.

Print Selected Employees Only?
If you selected to sort by employee, you have the option of entering individual employeeson
the report asfollows:

Y Displays aview and allows you to select individual employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, or are not sorting by employees, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Job Code Analysis Report

03/31/00 08: 02 PM Job Code Anal ysis Report Term TO
Li ght speed Di stributors (DEM Page: 1
Empl oyee — eeeeeaaa- Month to Date ------- -------- Quarter to Date ------
Job code Hours Armount Hours Arount
0000000100 Keith W son
CLERK derical 0. 00 0. 00 0. 00 0. 00
FORE  Forenan 0. 00 0. 00 0. 00 0. 00
0000000200 Andrew Dean
CLERK derical 10. 00 80. 00 10. 00 80. 00
FORE  Forenan 30. 00 660. 00 30. 00 660. 00
Enpl oyee 0000000200 Tot al : 40. 00 740. 00 40. 00 740. 00
Report Total : 40. 00 740. 00 40. 00 740. 00

Job Code Sunmary

CLERK derical 10. 00 80. 00 10. 00 80. 00
FCRE  Forenman 30. 00 660. 00 30. 00 660. 00
40. 00 740. 00 40. 00 740. 00

2 Enpl oyees Printed
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Payroll Union Report

Payroll Union Report

Introduction
This report shows employee earnings sorted by the employee's union code.

How to Execute

From the Monthly Reports Menu, select option 7, Payroll Union Report.
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Selection Options

Select one of the following figures to print on the report:

MTD Figures?

Y

N

Prints month-to-date hours and amounts on the report.

Does not print month-to-date figures.

QTD Figures?

Y

N

Prints quarter-to-date hours and amounts on the report.

Does not print quarter-to-date figures.

YTD Figures?

Y Prints year-to-date hours and amounts on the report.
N Does not print year-to-date figures.

LY Figures?

Y Prints last year's hours and amounts on the report.

N Does not print last year's figures.
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Payroll Union Report

Payroll Reports

Print Summary Only?
Y ou have the option of printing this report on a summary or detail basis as follows:

Y Prints the report showing only total earnings for each union code.

N Prints the report showing earnings for each employee broken down by union code.

Print Selected Employees Only?
Y ou have the option of entering individual employeesto print on the report as follows:

Y Displays aview and allows you to select individual employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, the system prompts:

From Employee

To Employee

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.
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Payroll Union Report

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.
When the report is finished, you will be returned automatically to the Monthly Reports Menu.

03/31/00 07:26 PM

Payr ol |

Uni on Rep

ort

Li ght speed Distributors (

Enpl oyee
Labor Code

Hour s

Term TO
Page: 1

0000000100 Keith W son
000101 Union Local #101

Enpl oyee 0000000100 Tot al :

0000000200 Andrew Dean
000101 Union Local #101

Enpl oyee 0000000200 Tot al :

0000000300 Matthew Perel | i
000101 Union Local #101

Enpl oyee 0000000300 Tot al :

0000000400 Mark L. MacM Il an
L507 Teansters Local 507

Enpl oyee 0000000400 Tot al :

Report Total :

Uni on Distribution Summary
000101 Union Local #101
L507 Teansters Local 507

Summary Total s:

4 Enpl oyees Printed

Hour s Anount
240. 00 2, 400. 00
240. 00 2, 400. 00
245. 00 1, 957.50
245. 00 1, 957. 50
254. 00 1, 785. 00
254. 00 1, 785. 00
120. 00 2,100. 00
120. 00 2,100. 00
859. 00 8,242.50
739. 00 6, 142. 50
120. 00 2,100. 00
859. 00 8,242.50
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I nsurance Cross Reference Report

Insurance Cross Reference Report

Introduction

Thisreport lists dl employees showing their age, gender, and marital status.

How to Execute
From the Monthly Reports Menu, select option 8, Insurance Cross Reference Report.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.

When the report isfinished, you will be returned automatically to the Monthly Reports Menu.

Payroll Reports

03/31/00 07:27 PM

I nsurance Cross Reference Report
Li ght speed Distributors (DEM

4 Enpl oyee Codes Printed

Copyright 0 2005 Thoroughbred Software International, Inc.

Term TO
Page: 1

Soci al
Security No

555-12-1234
555-55-5125
521-34-5872
192-83-7192

Enpl oyee Dat e of

Code Narme Birth Age Sex Marit al
0000000100 Keith WI son 08/ 15/ 63 37 Mal e Marri ed
0000000200 Andr ew Dean 08/21/60 40 Mal e Marri ed
0000000300 Matthew Perelli 05/ 25/ 60 40 Mal e Singl e

0000000400 Mark L. MacM Il an 04/ 26/ 70 30 Mal e Singl e
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Date Cross Reference Report

Date Cross Reference Report

Introduction
This report allows you to sort arange of employees by any one of the following dates: birth,
start, last review, next review, last raise, termination, or rehire date. The report showsthe
number of months and years since the last sort date.

How to Execute
From the Monthly Reports Menu, select option 9, Date Cross Reference Report.
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Selection Options

Eﬁ:grtt);l%etype of date you wish to print on this report from the following list. The report will
be sorted in order by this date.

B Birth

L Last raise

Start

Termination

Last review

Rehire

Zz I x®™m® = O»

Next review

Sort by Year or Month
This report may be sorted by the Y ear or Month for the date selected as follows:

Y Sorts report by Y ear component of date.

I Sorts report by Month component of date.
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Date Cross Reference Report

Active, Inactive or Both
This report may be printed for active, inactive or al employees asfollows:

A Prints active employees only.
I Prints inactive employees only.

B Prints both active and inactive employees.

Print other date types
Enter up to 6 date types to include on this report. The selected dates will print in addition to
the date type entered above. However, the report will be sorted by the date type entered

above.

B Birth

L Lastraise

S start

T Termination
R Last review
H Rehire

N Next review

Starting Date

Ending Date
Enter the first and last datesin the range that you wish to print, or press Enter twice to print
all dates.
Payroll Reports 157

Copyright 0 2005 Thoroughbred Software International, Inc.



Date Cross Reference Report

Print Selected Employees Only?
Y ou have the option of printing individual employees on the report as follows:

Y Displays aview and alows you to select individua employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, the system prompts:

From Employee

To Employee

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.

03/31/00 07: 28 PM Dat e Cross Reference Report Term TO
Li ght speed Distributors (DEM Page: 1
Sorted by: Birth Date
Birth Enpl oyee
Dat e Code Nane

05/ 25/60 (39 Yrs and 10 Mont hs ago) 0000000300 Matthew Perelli
08/ 21/60 (39 Yrs and 7 Months ago) 0000000200 Andrew Dean

08/ 15/ 63 (36 Yrs and 7 Months ago) 0000000100 Keith W/ son

04/ 26/ 70 (29 Yrs and 11 Mont hs ago) 0000000400 Mark L. MacM Il an
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Employee Accrual Report

Employee Accrual Report

Introduction

The Employee Accrual Report prints the current vacation and/or sick accruals for arange of

employees. It can calculate the future cost of the available time by employee.

How to Execute

From the Monthly Reports Menu, select option 10, Employee Accrua Report.
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Sort Options
Enter Sort Option

Enter the option number corresponding to the sort order for which you wish to print this

report.

1. Employee Code: Prints the report in employee code order.

2. Pogting Code: Prints the report in posting code/employee code order with

subtotal s by posting code.

Payroll Reports
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Employee Accrual Report

Detail Options

Print Pay Rate Extension?

Y ou have the option of printing the dollar value associated with accrued vacation and sick
time. It is calculated by multiplying the accrued hours by the employee's standard rate. This
number is helpful when posting year-end accrualsto Genera Ledger.

Y Prints the dollar amount of the accruals for all employees printed.

N Does not print the extended accrual amounts.

Print Vacation, Sick, Comp or Personal
Y ou may print vacation accruals, sick accruals or both on this report asfollows.

\% Prints vacation accruals.

S Prints sick accruals.

C Prints comp time accruals.

P Prints personal time accruals.

Print Salaried, Hourly or Both
Y ou may choose to print salaried, hourly or all employees on this report asfollows:

S Prints salaried employees only.
H Prints hourly employees only.

B Prints both salaried and hourly employees.

Print Deactivated Employees?
This report may be printed for only active employees or al employees asfollows:

Y Prints all employees, including those whose statusis ‘1.’

N Prints only currently active employees.

Print Employees with zero Accr ?
Y ou have the option of not printing employees whose accrual amounts are zero. This option
restricts the size of the report by printing only employees with accruals.

Y Prints all employeesincluding those with no hours accrued.
N Prints only those employees who have hours accrued.
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Employee Accrual Report

Print Selected Employees Only?
If you select to sort by employee, you have the option of entering individual employees on the
report asfollows:

Y Displays aview and allows you to select individual employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, or are not sorting by employees, the system prompts:

From Sort Option

To Sort Option

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Employee Accrual Report

03/31/00 07:28 PM Enpl oyee Accrual Report Term TO
Li ght speed Distributors (DEM Page: 1
Enpl oyee Hour s Hour s Hours Hours
Limt Accr ued Taken Available Salary Extension
0000000100 Keith W/ son
Vacat i on: 80. 00 9.24 0. 00 9.24 288. 75
Si ck: 40. 00 4.62 0. 00 4.62 144. 38
Conp: 0. 00 0. 00 0. 00
Per sonal : 0. 00
0000000200 Andr ew Dean
Vacat i on: 80. 00 9.24 0. 00 9.24 138. 60
Si ck: 80. 00 9.24 0. 00 9.24 138. 60
Conp: 0. 00 0. 00 0. 00
Per sonal : 0. 00
0000000300 Matthew Perelli
Vacat i on: 80. 00 9.24 0. 00 9.24 166. 32
Si ck: 80. 00 9.24 0. 00 9.24 166. 32
Conp: 0. 00 0. 00 0. 00
Per sonal : 0. 00
0000000400 Mark L. MacM | an
Vacat i on: 80. 00 4.62 0. 00 4.62 80. 85
Si ck: 40. 00 2.31 0. 00 2.31 40. 43
Conp: 0. 00 0. 00 0. 00
Per sonal : 0. 00
Report Totals = = cemem e e e e ioeh oo
Vacat i on: 32.34 0. 00 32.34 674.52
Si ck: 25.41 0. 00 25.41 489.73
Conmp Ti ne: 0. 00 0. 00 0. 00
Per sonal : 0. 00
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Historical Payroll Register

Historical Payroll Register

Introduction
This report reproduces past payroll check registers from the payroll history files. It can print
quarterly, yearly or arange of datesfor arange of employees.

How to Execute
From the Monthly Reports Menu, select option 11, Historical Payroll Register.
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Selection Options

Sort by Check or by Employee
C Sorts report by check number across all employees.

E Sorts report by employee.

Print Summary Only?
Y ou have option of printing this report on asummary or detail basis as follows:

Y Prints the report showing only the net check amounts for each employee.

N Prints the report showing each employee's check with full earnings, deduction,
contribution, and tax detail.

If you selected to print the report using arange of dates, the system prompts:

Starting Date

Ending Date

Enter the first and last dates in the range that you wish to print, or press Enter twice to print
all dates.

Print Selected Employees Only?
Y ou have the option of entering individual employees on the report as follows:

Y Displays aview and alows you to select individua employeesto print on the report.

N Allows you to enter arange of employeesto print.
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Historical Payroll Register

If you select N, the system prompts:

From Employee

To Employee

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see reports similar to the following.
When the reports are finished, you will be returned automatically to the Monthly Reports.

03/31/00 07:28 PM Hi storical Payroll Register Term TO
Li ght speed Distributors (DEM Page: 1
Ear ni ngs Deducti ons Fed Tax State Tax FI CA Ot her Taxes Vs
0000000100 Keith W son
C 0000000005 02/02/ 00 510.13 800. 00 170. 00 59.42 10. 85 49. 60 0.00 2
E- REG Reg 800.00 Hours: 80.00 Rate: 10. 00
D- 401K- C 401k Cent 50. 00
D- MED Med 120. 00
T- FEDMAR Fed Tax 59. 42
T-FICA Social Sec 49. 60
T-NJ NJ St Tax 10. 85
C-FICA Social Sec 49. 60
C 0000000009 02/ 16/ 00 510.13 800. 00 170. 00 59. 42 10. 85 49. 60 0.00 2
E- REG Reg 800.00 Hours: 80.00 Rate: 10. 00
D-401K- C 401k Cent 50. 00
D- MED Med 120. 00
T- FEDMAR Fed Tax 59. 42
T-FICA Social Sec 49. 60
T-NJ NJ St Tax 10. 85
C-FICA Social Sec 49. 60
C 0000000013 03/ 01/ 00 510.13 800. 00 170. 00 59. 42 10. 85 49. 60 0.00 2
E- REG Reg 800.00 Hours: 80.00 Rate: 10. 00
D- 401K- C 401k Cent 50. 00
D- MED Med 120. 00
T- FEDVAR Fed Tax 59.42
T-FICA  Social Sec 49. 60
T-NJ NJ St Tax 10. 85
C-FICA Social Sec 49. 60
Enmp 0000000100 Tot al : 1, 530. 39 2,400. 00 510. 00 178. 26 32.55 148. 80 0.00 6
0000000200 Andrew Dean
C 0000000006 02/02/00 460. 26 640. 00 116. 00 24.06 0.00 39.68 0.00 2
E- REG Reg 640.00 Hours: 80.00 Rate: 8.00
D- 401K- C 401k Cent 20.00
D- MED Med 96. 00
T- FEDMAR Fed Tax 24.06
T-FICA Social Sec 39.68
C-FICA Social Sec 39.68
C 0000000010 02/ 16/ 00 484.18 677.50 121.63 29. 68 0.00 42.01 0.00 2
E-OVER  Ovt 37.50 Hours: 5.00 Rate: 7.50
E- REG Reg 640.00 Hours: 80.00 Rate: 8.00
D-401K- C 401k Cent 20.00
D- MED Med 101. 63
T- FEDMAR Fed Tax 29.68
T-FICA Social Sec 42.01
C-FICA Social Sec 42.01
C 0000000014 03/01/00 460. 26 640. 00 116. 00 24.06 0.00 39.68 0.00 2
E- REG Reg 640.00 Hours: 80.00 Rate: 8.00
D- 401K- C 401k Cent 20. 00
D- MED Med 96. 00
T- FEDVMAR Fed Tax 24.06
T-FICA  Social Sec 39.68
C-FICA Social Sec 39.68
Enmp 0000000200 Tot al : 1,404.70 1, 957. 50 353.63 77. 80 0.00 121.37 0.00 6
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Historical Payroll Register

Payroll Reports

03/31/00 07:28 PM
»»»»»»»»»»»»» Check ----------
Type Nunber Date Anmount
0000000300 Matthew Perelli
C 0000000007 02/ 02/ 00 313.07
E- REG Reg 560. 00
D- GARN Gar ni sh 99. 27
D- MED Med 84. 00
T- FEDSI N Fed Tax 21.12
T-FICA  Social Sec 34.72
T-NJ NJ St Tax 7.82
C-FICA Social Sec 34.72
C 0000000011 02/16/00 477.02
E- OVER Oovt 105. 00
E- REG Reg 560. 00
D- GARN Gar ni sh 0.73
D- MED Med 99.75
T- FEDSI N Fed Tax 36.87
T-FICA Social Sec 41.23
T-NJ NJ St Tax 9. 40
C-FICA Social Sec 41.23
C 0000000015 03/01/00 412.34
E- REG Reg 560. 00
D- MED Med 84.00
T- FEDSI N Fed Tax 21.12
T-FICA Social Sec 34.72
T-NJ NJ St Tax 7.82
C-FICA Social Sec 34.72
Enp 0000000300 Total : 1,202.43
0000000400 Mark L. MacM Il an
D 0000000008 02/ 02/ 00 527.37
E- REG Reg 700. 00
D- 401K- C 401k Cent 25. 00
T- FEDSI N Fed Tax 104. 23
T-FICA  Social Sec 43. 40
C-FICA Social Sec 43. 40
D 0000000012 02/ 16/ 00 527.37
E- REG Reg 700. 00
D- 401K- C 401k Cent 25. 00
T- FEDSI N Fed Tax 104. 23
T-FICA  Social Sec 43. 40
C-FICA Social Sec 43. 40
D 0000000016 03/01/00 527.37
E- REG Reg 700. 00
D-401K- C 401k Cent 25.00
T- FEDSI N Fed Tax 104. 23
T-FICA Social Sec 43. 40
C-FICA Social Sec 43. 40
Enp 0000000400 Total : 1,582.11
Report Total: 5,719.63
4 Enpl oyees Printed

Hours:

665.

Hours:
Hours:

560.

Hours:

700.

Hours:

700.

Hours:

Hi storical

Payrol |

Regi ster

Li ght speed Distributors (DEM

00

00

00

00

183. 27

80.00 Rate:

100. 48
Rat e:
Rat e:

14.00
80. 00

84.00

80.00 Rate:

40.00

25. 00

40.00 Rate:

25.00

40.00 Rate:

1, 306. 38

21.12
7.00

36. 87
7.50
7.00

21.12
7.00

104. 23
17.50

104. 23
17.50

40

82

00

00

41.

34.

43.

43.
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Quarterly 941 Forms

Quarterly 941 Forms

Introduction
This prints the 941 Form required by governmental agencies.

How to Execute
From the Monthly Reports Menu, select option 12, Quarterly 941 Report.

S Lightspeod Distribulors (DEM) syTaEr T
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Frnind unmmplodrmand smcalrde Y 3
Hnihis space remer 't 7]

Franl Bsincied Empooyess Okt i
Fioin E mpltvgui rTi?IITiT'I_

T Engdifyin WA R

ERARAAME

Detail Options

Print Federal Figures?
Y ou have the option of printing tax codes with afederal jurisdiction type asfollows:

Y Prints federal tax information on the report.

N Does not print federal tax information.

State Figures?
Y ou have the option of printing tax codes with a state jurisdiction type asfollows:

Y Prints state tax information on the report.

N Does not print state tax information.

Local Figures?
Y ou have the option of printing tax codes with alocal jurisdiction type asfollows:

Y Printslocal tax information on the report.

N Does not print local tax information.

FICA Figures?
Y ou have the option of printing tax codes with a FICA jurisdiction type asfollows:

Y Prints FICA tax information on the report.

N Does not print FICA tax information.

Solution-1V Accounting
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Quarterly 941 Forms

Print Unemployment Amounts?
Y Prints unemployment tax information on the report.

N Does not print unemployment tax information.

Double-space report?

Y ou may print this report with single or double spacing between each line. Double spacing
may be required on certain forms.

Y Prints a double spaced report.

N Prints a single spaced report.

Print Selected Employees Only?
Y ou have the option of entering individual employees on the report as follows:

Y Displaysaview and allows you to select individual employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, the system prompts:

From Employee

To Employee

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following.
When the reports are finished, you will be returned automatically to the Monthly Reports

Menu.
03/31/00 07:29 PM Quarterly 941 Report Term TO
Li ght speed Di stributors (DEM Page: 1

Feder al

Soc Sec Num Nanme Taxabl e G oss Vks
555-12-1234 Wl son, Keith I. 2,250. 00 2,400. 00 6
555-55-5125 Dean, Andrew 1, 897.50 1, 957.50 6
521-34-5872 Perelli, Matthew 1, 785. 00 1, 785. 00 6
192-83-7192 MacM Il an, Mark L. 2,025.00 2,100. 00 6

Tax Code FED Total : 7,957.50 8,242.50
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Quarterly 941 Forms

03/31/00 07:29 PM Quarterly 941 Report Term TO
Li ght speed Di stributors (DEM Page: 2

FICA Social Security Tax

Soc Sec Num Nane Taxabl e Gross \Vks

555-12-1234 Wlson, Keith I. 2,400. 00 2,400. 00 6

555-55-5125 Dean, Andrew 1, 957.50 1, 957.50 6

521-34-5872 Perelli, Matthew 1, 785. 00 1, 785. 00 6

192-83-7192 MacM || an, Mark L. 2,100. 00 2,100. 00 6
Tax Code FICA Total: 8,242.50 8,242.50

03/31/00 07:29 PM Quarterly 941 Report Term TO
Li ght speed Di stributors (DEM Page: 3

NJ State

Soc Sec Num Nanme Taxabl e G oss Vks

555-12-1234 Wlson, Keith I. 2,400. 00 2,400. 00 6

521-34-5872 Perelli, Matthew 1, 785. 00 1, 785. 00 6
Tax Code NJ Tot al : 4,185. 00 4,185. 00

3 Tax Codes Printed

Solution-1V Accounting
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Quarterly 941 Forms

Quarter Ending Date: 03/31/00
Nurmber of Enpl oyees: 4

Federal |nformation
Wages subject to WH:
Taxes wit hhel d:

NJ State |Information
Wages subject to WH:
Taxes wit hhel d:

Conputed FICA Information
Soci al Security Tax
\Wges subject to WH:
Tax rate (Enpl oyer + Enployee):
Conput ed t axes due:

Total conputed FICA taxes due:

Actual FICA withheld from enpl oyee:
Actual FI CA accrued by enpl oyer:

Payroll Reports

Vari ance between conputed and act ual

7, 957.
647.

4, 185.
57.

8, 242.
12.

FI CA:

03/31/00 07:29 PM Quarterly 941 Worksheet
Li ght speed Di stributors (DEM

50
86

00
59

50
400%

Term TO
Page: 1

1, 022. 07

1, 022. 07

511. 04
511. 04

169
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Quarterly Tax Report

Quarterly Tax Report

Introduction
Thisreport produces alist of gross earnings, taxable earnings, and tax withheld for each
employee sorted by tax code.

How to Execute
From the Monthly Reports Menu, select option 13, Quarterly Tax Report.
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Selection Options

Print x Quarter Figures

Y ou may select which quarters you want to print on the report. Each selected quarter adds one
line per employee to the report. To shorten the report, it is suggested that you only select the
quarter(s) actually needed. The valid entries are:

Y Printsfiguresfor the indicated quarter.

N Does not print figures for the indicated quarter.

Year to Date Figures?
Y ou have the option of printing year to date amounts and/or hours on this report as follows:

Y Prints year to date figures.

N Does not print year to date figures.

Print Summary Only?
Y ou have option of printing thisreport on asummary or detail basis asfollows:

Y Prints the report showing only totals.
N Prints the report detailing earnings by employee.
Solution-IV Accounting 170
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Quarterly Tax Report

Print Selected Tax Codes Only?
Y ou have the option of printing tax codes on the report as follows:

Y Displaysaview and allows you to select individua tax codes to print on the report.
N Allows you to enter arange of tax codesto print.

If you select N, the system prompts:

From Tax Code

To Tax Code

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.
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Quarterly Tax Report

03/31/00 07:29 PM

FEDVAR Federal - Married
0000000100 Keith W son
1st

0000000200 Andrew Dean

FEDMAR Tot al
1st Quarter
2nd Quarter
3rd Quarter
4th Quarter

FEDSI N Federal - Single

0000000300 Matthew Perelli

Solution-1V Accounting

Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:

1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:

Tot al :
Tot al :
Tot al :
Tot al :

1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:
0000000400 Mark L. MacM Il an
1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:
FEDSI N Tot al
1st Quarter Total:
2nd Quarter Total:
3rd Quarter Total:
4th Quarter Total:
Report Tot al
1st Quarter Total:
2nd Quarter Total:
3rd Quarter Total:
4th Quarter Total:

Gross
2,400. 00
0. 00

0. 00
0. 00

Gross
1, 785. 00
0. 00

0. 00
0. 00

Quarterly Tax Report
Li ght speed Distributors (DEM

SSN:

SSN:

SSN:

SSN:

Taxabl e
555-12-1234
2, 250. 00

0. 00

0. 00

0. 00
555-55-5125

1, 897. 50

Taxabl e
521-34-5872
1, 785. 00

0. 00

0. 00

0. 00
192-83-7192

2,025.00

Term TO
Page: 1

172
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Quarterly Contribution Report

Quarterly Contribution Report

Introduction
Thisreport produces alist of base earnings, gross earnings, and employer contributions made
for each employee sorted by contribution code.

How to Execute
From the Monthly Reports Menu, select option 14, Quarterly Contribution Report.
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Selection Options

Print x Quarter Figures?

Y ou may select which quarters you want to print on the report. Each selected quarter adds one
line per employee to the report. To shorten the report, it is suggested that you only select the
quarter(s) actually needed.

Y Prints figures for the indicated quarter.

N Does not print figures for the indicated quarter.

Year to Date Figures?
Y ou have the option of printing year to date year to date amounts and/or hours on this report

asfollows:
Y Prints year-to-date figures.
N Does not print year-to-date figures.

Print Summary Only?
Y ou have option of printing this report on asummary or detail basis as follows:

Y Prints the report showing only totals.

N Prints the report detailing contributions by employee.
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Quarterly Contribution Report

Print Selected Contributions Only?
Y ou have the option of printing contribution codes on the report as follows:

Y Displays aview and allows you to select individual contribution codes to print on the
report.
N Allows you to enter arange of contribution codesto print.

If you select N, the system prompts:

From Contribution Code

To Contribution Code
Enter the first and last codes in the range that you wish to print, or press Enter twiceto print

al codes.

Sample Report

After selecting a printed or displayed copy, you will see areport similar to the following.

When the report is finished, you will be returned automatically to the Monthly Reports Menu.

Solution-1V Accounting

Quarterly Contribution Report
Li ght speed Di stributors (DEM

03/31/00 07:30 PM
FICA  Social Security
0000000100 Keith WI son
1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:
0000000200 Andrew Dean
1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:
0000000300 Matthew Perelli
1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:
0000000400 Mark L. MacM Il an
1st Quarter:
2nd Quarter:
3rd Quarter:
4th Quarter:
FICA Total
1st Quarter Total:
2nd Quarter Total:
3rd Quarter Total:
4th Quarter Total:
Report Tota
1st Quarter Total:
2nd Quarter Total
3rd Quarter Total:
4th Quarter Total:

G oss
SSN: 555-12-1234
2,400. 00
0. 00
0. 00
0. 00
SSN: 555-55-5125
1, 957.50
0. 00
0. 00
0. 00
SSN. 521-34-5872
1, 785. 00
0. 00
0. 00
0. 00
SSN: 192-83-7192
2,100. 00
0. 00

Term TO

Page:

1

Contri bution

148.
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Quarterly Check Register

Quarterly Check Register

Introduction
The Quarterly Check Register isadetail list of al the checks that have been printed during
the quarter. Depending on the answer to the question in Parameters Maintenance, the register
may also contain outstanding checks from prior months.

How to Execute
From the Monthly Reports Menu, select option 15, Quarterly Check Register.
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Selection Options

Selected Bank Codes Only?
Y ou have the option of entering banksto print on the report as follows:

Y Displays aview and alows you to select up to ten individual banks to print on the
report.
N Allows you to enter arange of banksto print.

If you select N, the system prompts:

Starting Bank

Ending Bank

Enter the first and last codesin the range that you wish to print, or press Enter twiceto print
all codes.

Starting Check

Ending Check

Enter the first and last checks in the range that you wish to print or press Enter twiceto print
all checks.
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Quarterly Check Register

Detail Options

Print Outstanding, Cleared or All Checks?
This question controls which checks will be printed on the report as you may have many
months worth of checksin the check file.

0 Prints only those checks that have not cleared the bank.

C Prints only those checks that have cleared the bank.

A Prints all checks for the bank selected regardless of whether or not they have cleared
the bank.

From Date

To Date

Enter the first and last datesin the range that you wish to print, or press Enter twiceto print

all dates.

Sample Report
After selecting a printed or displayed copy, you will see areport similar to the following.
When the report isfinished, you will be returned automatically to the Monthly Reports Menu.

03/31/00 07:30 PM Quarterly Check History Report Term TO
Li ght speed Di stributors (DEM Page: 1
From 03/31/90 To: 03/31/10

Check Dat e Enpl oyee Check
Nunber Code Nane Amount Type Skip d ear
Bank: BA Bank of Anerica - checking
0000000005 02/02/00 0000000100 Keith W I son 510.13 C X
0000000006 02/02/00 0000000200 Andrew Dean 460.26 C
0000000007 02/ 02/ 00 0000000300 Matthew Perelli 313.07 C
0000000008 02/02/00 0000000400 Mark L. MacM || an 527.37 D
0000000009 02/ 16/ 00 0000000100 Keith W I son 510.13 C
0000000010 02/16/00 0000000200 Andrew Dean 484.18 C
0000000011 02/16/00 0000000300 Matthew Perelli 477.02 C
0000000012 02/ 16/ 00 0000000400 Mark L. MacM || an 527.37 D
0000000013 03/01/00 0000000100 Keith W I son 510.13 C
0000000014 03/01/00 0000000200 Andrew Dean 460.26 C
0000000015 03/01/00 0000000300 Matthew Perelli 412.34 C
0000000016 03/01/00 0000000400 Mark L. MacM || an 527.37 D

Bank BA Total : 5,719. 63

Report Total s: 5,719. 63
Check Types: M Manual R- Rever sal V- Voi d C- Conput er Check D-Direct Deposit Voucher
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AP Expense Transfer

AP Expense Transfer

Introduction
This function will print areport detailing the invoices generated by the Check Register
Update and then posts them to the Solution-1VV Accounts Payable module, if desired.

How to Execute
From the Monthly Reports Menu, select option 16, AP Expense Transfer.

Description of Fields
After the report has been printed to the printer, the system prompts:
Do you want to continue? Yes No
Y Posts the invoices to Accounts Payable.

N Returns to the Monthly Reports Menu.

Sample Report
Thefollowing is a sample of the AP Expense Transfer Report. When the updateis finished
you will automatically be returned to the Payroll Monthly Reports Menu.
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AP Expense Transfer

03/31/00 08: 04 PM PR to AP Expense Transfer Report Term TO
Li ght speed Distributors (DEM Page: 1
Vendor
CGL Account
CENTRAL Central Bank & Trust Conpany
225-00-00 401k accrual s payabl e
D 401K-C 401k - Central Bank and Trust 305. 00
D MED Medi cal 1, 032. 38
Account Total : 1, 337. 38
226-00- 00 Gar ni shrent s payabl e
D GARN  Wage Garni shnent 100. 00
I nvoi ce Total : 1, 437. 38
Fl CA Soci al Security Admi nistration
222-00-00 FI CA taxes payabl e
T FICA Social Security Tax 556. 92
¢ FICA Social Security 556. 92
Account Total : 1, 113.84
| nvoi ce Total : 1, 113.84
NJTREASURY New Jersey Treasury Depart nent
220- 00- 00 Payrol | taxes payable
T N New Jersey - Rate "A' - Single 57.59
I nvoi ce Total : 57.59
USTREASURY US Treasury Depart ment
220-00-00 Payrol | taxes payabl e
T FEDVAR Federal - Married 295. 69
T FEDSI N Federal - Single 391. 80
Account Total : 687. 49
I nvoi ce Total : 687. 49
4 AP Invoices Printed
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W-2 Form Printing

W-2 Form Printing

Introduction
This function will normally only be used at the end of the calendar year when it will print

W-2 Forms.

How to Execute
From the Monthly Reports Menu, select option 17, W-2 Form Printing.
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Selection Options
Number of forms between totals

Enter the number of formsto print between total forms. Normally atotal form is printed after
each 41 W-2 Forms.

Print Edit Report?

Y ou may choose to print an edit report listing W-2 information for all employees. Itis
suggested that this report be used to check the W-2 information before the actual forms are
printed. The valid responses are:

Y Prints the edit report followed by the W-2 Forms.

N Prints the W-2 Forms only.

Magnetic Media Required?

Y ou may choose to generate a file containing the W-2 information as required by the IRS for
magnetic media reporting. Check with your tax guide or accountant to determine whether or
not you need to utilize this feature. W-2 Forms will be printed no matter how you answer this
guestion.

Y Generates the magnetic media reporting file.

N Skipsthis step.

Note: The name of the fileisW2REPORT, asrequired by the IRS. Please see your
Thoroughbred dealer for details on how to send thisfile to the IRS.

Payroll Reports 179
Copyright 0 2005 Thoroughbred Software International, Inc.
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W-2 Form Year
Enter the year for which W-2'sare being printed. Thisyear will correspond to the formulas
set up in W-2 Form Contents.

Forms:
S Standard multi-part pin-fed forms.

L Laser Forms 5201 through 5204

F Laser Forms 5201 and 5205 (four-up).

Print Selected Employees Only?
Y ou have the option of entering individual employees for whom to print W2's as follows:

Y Displays aview and allows you to select individual employeesto print on the report.
N Allows you to enter arange of employeesto print.

If you select N, the system prompts:

From Employee

To Employee

Enter the first and last codes in the range that you wish to print, or press Enter twiceto print
all codes.

Sample Reports
After selecting a printed or displayed copy, you will see reports similar to the following.
When the reports are finished, you will be returned automatically to the Monthly Reports
Menu.
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03/31/00 07:33 PM

W2 Edit Report

Li ght speed Di stributors (DEM

Conpany Addr ess:
Li ght speed Distributors

WARNI NG Conpany's address is blank or invalid; Check Conpany Record

Enpl oyer's Federal 1D Num

State I D Num

0000000100 Keith W I son
152 Maple St.

Somerville, NJ 08876
Wages, tips & other: 2, 250. 00
Soci al Sec wages: 2,400. 00
Medi car e wages: 0. 00
Soci al Sec tips: 0. 00
Advance El C paynent: 0. 00
Non-qual i fied plans: 0. 00
Box 13 line 1: D 150. 00
Box 13 line 2: 0. 00
Box 13 line 3: 0. 00
State NJ: 2,400. 00 32.55
0000000200 Andrew Dean

673 W 57th St.

Hi | | sboro, NJ 08876
Wages, tips & other: 1, 897. 50
Soci al Sec wages: 1, 957. 50
Medi care wages: 0. 00
Soci al Sec tips: 0. 00
Advance ElI C paynent: 0. 00
Non-qual i fied plans: 0. 00
Box 13 line 1: D 60. 00
Box 13 line 2: 0. 00
Box 13 line 3: 0. 00
State : 0. 00 0. 00
0000000300 Matthew Perell

5378 Boxwood Rd.

Sonerset, NJ 08875
Wages, tips & other: 1, 785. 00
Soci al Sec wages: 1, 785. 00
Medi car e wages: 0. 00
Soci al Sec tips: 0. 00
Advance El C paynent: 0. 00
Non-qual i fied pl ans: 0. 00
Box 13 line 1: 0. 00
Box 13 line 2: 0. 00
Box 13 line 3: 0. 00
State NJ: 1,785.00 25. 04

Payroll Reports

SSN:. 555-12-1234

Federal WH

Soci al Sec WH
Medi care WH:

Al l ocated tips
Dep care benefits
Benefits in box 1
Box 14 line 1

Box 14 line 2

Box 14 line 3

Loc: : 0. 00

SSN: 555-55-5125

Federal WH

Soci al Sec WH

Medi care WH:

Al l ocated tips
Dep care benefits:
Benefits in box 1
Box 14 line 1

Box 14 line 2

Box 14 line 3

Loc: : 0. 00

SSN. 521-34-5872

Federal WH

Soci al Sec WH
Medi care WH:

All ocated tips
Dep care benefits
Benefits in box 1
Box 14 line 1

Box 14 line 2

Box 14 line 3

Loc: : 0. 00

77.80
121. 37

ecoe

79.11
110. 67

cooo
o
S
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W-2 Form Printing

W2 Edit

03/ 31/00 07:33 PM
0000000400 Mark L. MacM Il an

431 Sout h Uni on Avenue

Franklin, NJ 08823
Wages, tips & other: 2,025. 00
Soci al Sec wages: 2,100. 00
Medi care wages: 0. 00
Soci al Sec tips: 0. 00
Advance El C paynent: 0. 00
Non-qualified pl ans: 0. 00
Box 13 line 1: D 75. 00
Box 13 line 2: 0. 00
Box 13 line 3: 0. 00
St ate 0. 00 0. 00
State : 0. 00 0. 00
WARNI NG Federal | D Nunber is blank

Repor t

Li ght speed Distributors (DEM

SSN:  192-83-7192

Federal WH

Soci al Sec WH:
Medi care VWH:

All ocated tips:
Dep care benefits:
Benefits in box 1:

Box 14 line 1:
Box 14 line 2:
Box 14 line 3:
Loc: : 0. 00
Loc: : 0. 00

Term TO
Page: 2

03/31/00 07:33 PM

Total s

Wages, tips & other: 7,957. 50
Soci al Sec wages: 8, 242.50
Medi care wages: 0. 00
Soci al Sec tips: 0. 00
Advance El C paynent: 0. 00
Non- qual i fied pl ans: 0. 00

Solution-1V Accounting
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W2 Edit
Li ght speed Distributors (DEM

Repor t

Federal WH:
Soci al Sec WH

Medi care WH:

All ocated tips:
Dep care benefits:
Benefits in box 1:

Term TO
Page: 3
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W-2 Form Contents

W-2 Form Contents

Introduction

Thisfunction is used to maintain the contents of each of the boxes found on the W-2 form.
We cannot emphasize enough that it is your responsibility to make sure that the correct
amounts print in the appropriate boxes on the W-2 form!

How to Execute

From the Monthly Reports Menu, select option 18, W-2 Form Contents.

fﬁﬂ" Lightspeed Distributors (DEM) 12/04/97 T
I Form forY'ear 1937
w W-2 Form Contents - Lines

Line Box Character Special

Contents

[] [B]=] [TFEDMAR + TFEDSIN

Line| Box|Character |Special |Contents

1 B TFEDMAR + TFEDSIN
hd TFEDMAR + TFEDSIN
B TFICA

hd TFICA
B

hd

G

—y

TFICA2
TFICA2
D4DK-C

e AL A BTN
[TERR -, RRL, B R TLRY N

|

o

|A-Up Arrow w-Down Arrowe Pg-Up Fg-Dn Line-lng Line-Del Line-Mum

Selection Options

Line

Payroll Reports

Press Enter, Line#, Up Arrow, Down Arrow, Page Up, Page Down, Linelnsert, or Line
Delete as used in other lines maintenance programs such as Time Sheet Entry.

Box

Enter the W-2 box number in which you wish to print the total of the amounts entered in the
contents field.

Note: If abox contains multiple amounts (such as boxes 12 and 14), you will enter the
same box number on multiple lines.

Character
Enter the specia character required to precede the amount in thisbox. In 2001, this character
isusedin boxes 11, 12 and 14.

If you need to enter adescription in front of the amount in box 14, enter an “*” (asterisk)
here.
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Specification
Enter the line specification from the following list:

G Prints the “ Gross” amount as found in the employee record

B Printsthe “Basis’ amount as found in the employee record

w Prints the “Withholding” amount as found in the employee record
Contents

Enter up to 240 characters (thisis a scrolling field) defining the amount this box will actually
contain. Each element must be separated by spaces. Thisfield may contain the types of
elements found on the following page:
+-*/ Defineswhether to add, subtract, multiply or divide the elementsthisis
separating.
#H# Anactua literal number. Thiswill most likely be used with box 12.
Cx Where x is the contribution code whose amount will be printed in this box.
Dx Where x is the deduction code whose amount will be printed in this box.
Ex Where x isthe earnings code whose amount will be printed in this box.
Tx Where x isthe tax code whose amount will be printed in this box.
X Wherexisthelitera text. Thisliteral isonly alowedinbox 14. The
literal isthen followed by a space and the accompanying formula. For
example:
CA-SDI TCASDI1 + TCASDI2
would result in
CA-SDI 1023.44
being printed in box 14 of the W-2.

State and Local Boxes
The amountsin the state and local boxes on the W-2 form arefilled in automatically. You do
not need to define lines for these boxes.

In order to ensure that the information in these boxes is correct, please verify that the state
and local tax ID numbers are entered in the appropriate tax accrua record(s) and that the
‘Jurisdiction Type' in thetax table header issettoan ‘S for state tax codesand an ‘L’ for
local tax codes.

Example
A sample W-2 Form Definition has been defined in the DEM company. Usethisasaguide
when defining your own W-2 form. If you used Solution-1V Payroll last year, you may find
that last year’sW-2 form is essentially correct for this year except that some box numbers
have changed! Please review your setup carefully!

Important
You are solely responsible for entering the correct el ements into the appropriate boxes on the
W-2 form. Each payroll and each company is different, with different needs and different
codes. The examples given here are not meant to have a one-to-one correspondence with
your company and are useful only as aguide!

Exit the Screen
When you are finished maintaining the W-2 form, press F4 from the year field to return to the
Payroll Monthly Reports Menu.
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Magnetic Media Specs

Introduction

Payroll Reports

This function is used to maintain each of the fields found in the W-2 Magnetic Mediafile.

For 2001, we are providing the magnetic media only in the new MMREF-1 format. This
format isreguired for 2001 submissions. The record formats used to create the magnetic
mediafile were taken from SSA publication MMREF-1 published October 2001.

For further information regarding submitting on magnetic media or the MMREF-1 format,
please refer to the Socia Security Administration website at www.ssa.gov/employer.

Accuwage:
If you would like to test your MMREF-1 file prior to submitting it to the SSA, Accuwage
2001 isavailable on the Internet. The self-extracting file may be downloaded asfollows:

Goto:  http://www.ssa.gov/employer
Select: Wage Reporting Software
Select: ACCUWAGE Information and Software

This software identifies many, but not all, wage submission errors. The likelihood of
submission rejection, though not eliminated, is grestly reduced when utilizing this software.

Thoroughbred carefully reviews the magnetic media creation process, but does not have
sufficient demonstration data to test all functions of the file creation. Y ou are ultimately
responsible for the validity of your magnetic media submission.

Therefore, Thoroughbred strongly recommends you take advantage of this offer from the
SSA.
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Magnetic Media Specs

How to Execute
From the Monthly Reports Menu, select option 19, Magnetic Media Specs.

w. Magnetic Media - A-B-E Records

f’:ﬁ% Lightspeed Distributors (DEM) 12/04/47 TO
FaymentYear 1997

Employer ID [331234567

Company Mame  |LIGHTSPEED DISTRIBUTORS
Address 19 5CHOOLHOUSE ROAD
Cify SOMERSET

State MJ

ZIF Cade 09876

ZIF Ext E712

Foreign Addrass Dﬂl

Computer Manufacturer  [I-TECH
Type of Employment
Establishment Mumber
Other EIN

Employee MName Format
Third FParty Withheld

Description of Fields

Payment Year
Enter the year for which you are submitting W-2's on magnetic media

Example: 2001
Thefollowing fields default to the information found in the company record and are used on
the A, B and E magnetic mediarecords.

Employer ID
Enter the 9-character employer identification number used for Federal reporting. Do not
enter the dash or any spaces.

Example: 331234567

Company Name
Enter up to 44 aphanumeric upper-case characters for your company name.

Address
Enter up to 35 alphanumeric upper-case characters for your street address. Do not put city
and state information on thisline.

City
Enter up to 20 aphanumeric upper-case letters for your city.

State
Enter your 2-character state abbreviation using upper-case characters only.
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ZIP Code
Enter thefirst 5 characters of your ZIP code.

ZIP Extension
Enter a dash followed by the last 4 characters of your ZIP code.

Foreign Address Indicator
If the address entered on this screen is outside of the United States or its possessionsand is
not an APO or FPO, enter an ‘X’ inthisfield. Otherwise, leave it blank.

Computer Manufacturer
Enter up to 8 a phanumeric upper-case characters representing the name of the manufacturer
of your computer system.

Type of Employment
Enter the appropriate code from the following list:

A Agriculture
Household

Military

H
M
Q Medicare Qualified Government Employment
X Railroad

R

Regular (all others)

Establishment Number

Enter up to 4 upper-case characters for either the Establishment Number or the Coverage
Group/Payroll Record Unit Number, whichever is applicable. Otherwise, leave thisfield
blank.

Other EIN

If aform 941, 942 or 943 was submitted to the IRS for the same tax year as this report and the
form used an EIN other than the one entered at the top of this screen, enter the other 9-
character EIN. Otherwise leave thisfield blank.

Employee Name Format
The IRS alows you to specify whether you want to report the employee names first-name
first or surname (last-name) first.

Solution-1V will capitalize and use the first 27 characters (22 if deceased) of the Employee
Name (PRLEMPL1.EMPL-NAME) when writing to the magnetic mediafile. Itisyour
responsibility to ensure that the nameis correct (matches the individua’s social security card)
and that spacing, hyphens and apostrophes are properly placed.

Please specify how the employee name is displayed in the Employee Name (EMPL-NAME)
field in the Employee Masterfile as follows:

Payroll Reports 187
Copyright 0 2005 Thoroughbred Software International, Inc.



Magnetic Media Specs

F First-name first John M Doe

S Surname (last-name) first ~ Doe, John M

Note: Solution-1V defaults to first-name first when entering new employees.

Third Party Withheld
Enter the amount of any taxes withheld by athird party.

Agent
Enter up to 9 charactersfor the Agent Indicator Code, if applicable.

1 2678 Agent

2 Common Pay Master

PIN
Enter up to 17 characters for the Persona Identification Number assigned to the employee
who is authorized to submit thisfile.

Contact
Enter up to 27 characters with the name of the person the SSA can contact if there are
guestions regarding the magnetic mediafiles.

Phone
Enter up to 15 characters for the contact’ s telephone number.

Example: 8005551234

Ext
Enter up to 5 characters for the extension where the contact can be reached.

E-Mail
Enter up to 40 characters for the contact’s e-mail address.

Fax
Enter up to 10 characters for the contact’ s fax number, without formatting.

Eﬁ':grythe appropriate code from the following list representing the way you would prefer the
SSA contact you with questions:

1 E-mail

2 Fax

3 Postal Service

4 OWRS (If registered)
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Tax Jurisdiction
Enter asingle character representing the tax jurisdiction, if applicable.

Y Virgin Idands

G Guam

S American Samoa

N Northern Mariana ldands

P Puerto Rico

Preparer
Enter the appropriate code from the following list:

A Accounting Firm
L Self Prepared
S Service Bureau
P Parent Company
o Other
Description of Fields:
The remainder of this screen works in amanner similar to W-2 Form Contents Maintenance.

Beside each field description, you will indicate which amount from the employee record isto
be used and what that amount is made up of asfollows:

GBwW
This field indicates which amount to use from the employee records when accessing the
contents in the next field.

Enter one of the following:

G Usesthe“Gross’ amounts as found in the employee record

B Usesthe“Taxable” or “Basis’ amounts as found in the employee record
W Uses the “Withholding” amounts as found in the employee record
Contents

Enter up to 240 characters (thisis a scrolling field) defining the amount this box will actually
contain. Each element must be separated by spaces. Thisfield may contain the following
types of elements:

+-*/ Defineswhether to add, subtract, multiply or divide the elementsthisis

separating.
#H#  Anactud litera number.
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Cx Where x isthe contribution code whose amount will be printed in this box.
Dx Where x is the deduction code whose amount will be printed in this box.
Ex Where x isthe earnings code whose amount will be printed in this box.

Tx Where x isthe tax code whose amount will be printed in this box.

|Note: These will be similar to boxes you have defined in W-2 Form Contents Maintenance. |

[Important: Lines|eft blank will be filled with zeros, |

Contents:

Wages, Tips & Other Compensation
The elements entered here correspond to box 1 on the W-2 which contains taxable earnings.

Example: GBW = B; Contents= TFEDMAR + TFEDSIN

Federal Tax Withheld
The elements entered here correspond to box 2 on the W-2.

Example: GBW =W; Contents= TFEDMAR + TFEDSIN

Social Security Wages
The elements entered here correspond to box 3 on the W-2.

Example: GBW = B; Contents= TFICA

Social Security Tips
The elements entered here correspond to box 7 on the W-2.

Example: GBW =G; Contents=ETIPS

Social Security Withheld
The elements entered here correspond to box 4 on the W-2.

Example: GBW =W; Contents= TFICA

Medicare Wages & Tips
The elements entered here correspond to box 5 on the W-2.

Example: GBW = B; Contents= TFICA2

Medicare Tax Withheld
The elements entered here correspond to box 6 on the W-2.

Example: GBW =W; Contents= TFICA2

Advance EIC
The elements entered here correspond to box 9 on the W-2.

Example: GBW =W; Contents=TEIC-M + TEIC-S
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Non-Qualified 457 Distribution
The elements entered here correspond to box 11 on the W-2 and contain the amount of
distributions from a Section 457 plan.

Non-Qualified Not 457 Distribution
The elements entered here correspond to box 11 on the W-2 and contain the amount of
distributions from any non-qualified compensation plans that are not Section 457 plans.

Excess Life Insurance Premiums
The elements entered here correspond to box 12 on the W-2 and contain the employer’ s cost
of premiumsfor group term life insurance in excess of $50,000.

Uncollected Tax on Tips
Combine the uncollected socia security tax with the uncollected Medicare tax and report as
one amount in thisfield.

Allocated Tips
The elements entered here correspond to box 8 on the W-2 and contain the tips allocated to
the employee.

Fringe Benefits
The elements entered here correspond to box 12 on the W-2 and contain the total taxable
fringe benefitsincluded in box 1.

Deferred Compensation

The elements entered here correspond to box 12 onthe W-2. This amount should equa the
total of all deferred compensation contributionsto the following plans: 401k, 403b, 408k6,
457b and 501c18D.

Dependent Care Benefits

The elements entered here correspond to box 10 onthe W-2. It contains the total amount of
Section 129 dependent care benefits paid or incurred by the employer for the employee,
including the fair market value of employer-provided or employer-sponsored day care
facilities and amounts paid or incurred in a Section 125 cafeteria plan. Thetotal should
include any amount in excess of the $5,000 exclusion.

Military Combat Pay
Enter the codes, which are associated with military employee basic quarters, subsistence and
combat pay.

Contents:
This screen contains additional fields that are required on the MMREF-1 Magnetic Media
files.

401k Deferred
The elements entered here represent deferred compensation contributions to Section 401(k).

Example: GBW = B; Contents= D401K-C
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403b Deferred
The elements entered here represent deferred compensation contributions to Section 403(b).

408k Deferred
The elements entered here represent deferred compensation contributions to Section
408(k)(6).

457b Deferred
The elements entered here represent deferred compensation contributions to Section 457(b).

501c Deferred
The elements entered here represent deferred compensation contributions to Section
501(c)(18)(D)

Uncollected tips
The elements entered here represent uncollected employee tax on tips. Combine the
uncollected Socia Security tax and the uncollected Medicare tax in thisfield.

Medical Savings
The elements entered here represent the medical savings account amount.

Simple Retirement
The elements entered here represent the simple retirement account amount.

Adoption Expense
The elements entered here represent qualified adoption expenses.

PR Wages
The elements entered here represent wages subject to Puerto Rico Tax.

PR Commission
The elements entered here represent commissions subject to Puerto Rico tax.

PR Allowances
The elements entered here represent allowances subject to Puerto Rico tax.

PR Tips
The elements entered here represent tips subject to Puerto Rico tax.

PR Tax Withheld
The elements entered here represent Puerto Tax withheld.

Retirement
The elements entered here represent retirement fund subject to tax.

Other Wages
The elements entered here represent total wages, tips and other compensation subject to
Virgin Idands, or Guam, or American Samoa, or Northern Mariana Idands tax.

Solution-IV Accounting 192
Copyright 0 2005 Thoroughbred Software International, Inc.



Magnetic Media Specs

Other Taxes Withheld

The elements entered here represent tax withheld by Virgin Iands, Guam, American Samoa
or Northern Mariana Islands.

Contents:

This screen contains additional fields that are required on the MMREF-1 Magnetic Media
files.

Uncollected FICA

The elements entered here represent uncollected socia security or RRTA tax on cost of group
life insurance.

Uncollected FICA2
The elements entered here represent uncollected medicare tax on cost of group life insurance.

Non-statutory Stock
The elements entered here represent income from the exercise of non-statutory stock options.

Example:

A sample Magnetic Media Specification has been defined in the DEM company. Usethis
and your W-2 specification as aguide.

Important:
You are solely responsible for entering the correct e ements into each of thesefields. Each
payroll and each company is different, with different needs and different codes. The

examples given here are not meant to have a one-to-one correspondence with your company
and are useful only asaguide!

Use of the Accuwage software, available from the SSA web page, is highly recommended
prior to submitting your magnetic mediafiles.

Exit the Screen:
When you are finished maintai ning the magnetic mediafile, you will be returned
automatically to the Payroll Monthly Reports Menu.
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State Magnetic Media Specs

Introduction
Thisfunction is used to maintain each of the fields found in the state record (RS) of the
MMREF-1 magnetic media format.

The records have been defined as found in MM REF-1 publication on the web dated October
2001. Sincetheserecords are considered optional by the SSA, additional information may be
required by individual states. Please contact the appropriate agency within your state for
further information.

How to Execute:
From the Payroll Monthly Reports Menu, select option 20, State Magnetic Media Specs.

. Magnetic Media - 5tate Specifications

5]‘%& Lightspeed Distributors {(DEM) 12/04/97 TO
State Code:

Employar Account Mumber:,  [MJ-1234567
Taxing Entity Code:
State Optional Code:

Description GEWL Contents
LInemp Insur Total Wages: G+
Unemp Insur Taxable Wages: (G
State Taxahkle Wages: B THJ
State Income Tax Withheld:  [w=] [TMJ
Cther State Data: L

Description of Fields:

State Code
Enter the 2-character state abbreviation for the state to which this record applies.

Example: NJ- New Jersey

Employer Account Number

Enter up to 12 alphanumeric characters representing the State Employer Account Number.
The Employer Account Number is assigned by the state. Punctuation for thisfield is defined
by theindividua states.

Taxing Entity Code
Enter up to 5 charactersfor the Taxing Entity Code. The contents of this code will be defined
by the individual states.

State Optional Code
Enter up to 2 characters representing the optional code, as defined by the individual states.

Solution-IV Accounting 194
Copyright 0 2005 Thoroughbred Software International, Inc.




Sate Magnetic Media Specs

GBWL
Thisfield indicates which amount to use from the employee records when accessing the
contentsin the next field.

Enter one of the following:

G Usesthe “Gross’ amounts as found in the employee record

B Usesthe“Taxable” or “Basis’ amounts as found in the employee record
w Uses the “Withholding” amounts as found in the employee record

L Usesthe actual literal data entered in the contents

Unemployment Insurance Total Wages
Enter up to 255 characters representing all of the codes which make up the Unemployment
Insurance wages for this state.

Example: GBWL = G; Contents= CNJSUI1 + CNJSUI2

Unemployment Insurance Taxable Wages
Enter up to 255 characters representing all of the codes which make up the Unemployment
Insurance taxable wages for this state.

Example: GBWL = B; Contents= CNJSUI1 + CNJSUI2

State Taxable Wages
Enter up to 255 characters representing the state tax taxable wages for this state.

Example: GBWL =B, Contents=TNJA + TNJB + TNJC + TNJD + TNJE

State Income Tax Withheld
Enter up to 255 characters representing the state tax withheld for this state.

Example: GBWL =W, Contents=TNJA + TNJB + TNJC + TNJD + TNJE

Other State Data

Enter up to 255 characters representing the other state data to be defined by this state. If this
fieldisto bealitera, enter “L” in the GBWL field and enter up to 10 charactersthat are to
appear inthisfield.

Example:
A sample State Magnetic Media Specification has been defined in the DEM company. Use
this and your W-2 specification as aguide.

Important:
You are solely responsible for entering the correct el ements into each of these fields. Each
payroll and each company is different, with different needs and different codes. The
examples given here are not meant to have a one-to-one correspondence with your company
and are useful only asaguide!

Exit the Screen:
When you are finished maintaining the state magnetic mediafile, you will be returned
automatically to the Payroll Monthly Reports Menu.
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4 Period End Processing

This chapter describes the options that are available during Period End Processing. They
include:

» Maintain Cleared Checks
» Period End Update
» Status Change Update

Each of these functionsis usually executed only once each month, after all transactions have
been entered for the current month and before any entries are made for the next month.
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Maintaining Cleared Checks

Introduction
Thisfunction is used to mark checks as being cleared, or to unmark them if they were cleared
improperly. Checks may be cleared either asarange or one at atime.

Thisfunction isimportant only if you have chosen to remove only cleared checks from the
monthly check file during period end processing.

How to Execute
From the Payroll Main Menu, select option 15, Maintain Cleared Checks.

T - |
'Fﬂ' Lightspood Destribariors [LIEM]) EEETRR T
Bank. Code E:--.-. s § - Db 1

Thmriegy Ol |(COGTENNE
Enihirg Chith  |===71rrH

F1L ook

Description of Fields

Bank Code to Maintain
Enter the bank code for which you wish to clear checks.

Starting Check to Clear
There are two different ways to clear checks, and you will probably want to use both.

1 Clear checks by range. Enter the starting check in the range here, and the ending
check in therangein the next field. Thisis useful when groups of checks have
cleared.

2 Clear individual checks. Press F2 at thisfield. A view of the checkswill display on

the screen. Use the arrow keys to move up and down the checks. PressF1 ona
highlighted check, and it will be flagged as"cleared”. If it was already cleared, it will
be re-flagged as open. Press F4 to exit the view.

Ending Check to Clear
Enter the last check in the range that you want to clear, or use the F2 key asin "Starting
Check."

If you entered arange of checks, the system prompts:

Proceed with clearing this check number range?
Y ou may respond as follows:

Y Clearsthe checksin the range. If checks exist in the range that have already been
marked as "cleared," nothing happens to them.
N Returns to the bank code.
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u "Unclears' checksin the range that was previoudly cleared.

Exit the Screen
When you are finished with this function press F4 at either the bank code or starting check
field to return to the Payroll Main Menu.
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Period End Update

Introduction
This function should be run at the end of each month after the last pay cycle has been
completed. Be sureto run it before any entries are made for the following period.

Period End Processing does the following:

1 Clearsthe quarterly check file according to the specifications set in your parameters.

2. Clears all month-to-date figures throughout the Payroll system, including the
employee and codefiles.

3. Deletes any terminated employees based on the termination date and, the number of
daysto wait before deleting an employee.

4. Clears vacation/sick accruals based on the parameters.

5. Clears historical transactions older than the specified date.

6. If running quarter end, the Period End Update will increment the current quarter

indicator in the payroll parameters.

7. If running year-end, the Period End Update will also transfer the year-to-date buckets
to the last year buckets and clear al year-to-date figures.

8. A separate option is available for clearing the automatic AP Expense Transfer
amounts.

How to Execute
From the Payroll Main Menu, select option 16, Period End Update.

O - |
ﬂ"' Lightepasd Destiaitorm [DEM) FATRAY TH

This bd ey reirts il bd L fi sk coidmmng
e ol el
Omsristhy 341 Fommes
£ i 1 b S, P O
Cizar iy Tas and Comrtamon Peparts
e P Fomar sl

Hevw fheae repnr hees pnnied ™

Oo w== e & e hsskan ™

Description of Fields

Have these reports been printed?
The following reports should be printed before processing period end because data may be
cleared from thesefiles:
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Historical Payroll Register
Quarterly 941 Forms
Quarterly Tax and Contribution Reports

W-2 Forms (year end)

YV V V¥V V VYV

Quarterly Check Register

If you have printed your final copy of these reports, answer Y.

Do you have a current backup?

ItisVERY IMPORTANT that you make backups before processing period end. Even if you
do not make other backups during the month, at least make them at thistime.

If you have current backups, answer Y.

If you have answered Y to both of the above questions, you will see the following screen:

. Forad Dmd Dlpdsie [cordrarad]

S Lghtspasd Dishributars [DEM) NI Tn |
pno Penod End Processing
Wiorirand pincesEing only? :|

d

|

Wionih mindl o ares-end grocsasEneg T 4
Wi, CpuadE | S yedi-and procEaang?

Pl teinm bl peivied] miil
R S raiecd gmployses T
Claad Bl guaresy check is?
Olpsy wck scowals T
Clef wioaficn sociush 7
Cloee GO § g SCOCTUSET
Clmer prmonsl b o acsnsis 7
Clops AUADH AND AP wapean g &7 DT |

Claai lrpinicsl inascsciose? [H |
Clpw tmnvachone olde bhan o
Copy e Iammionk Daies desing? v
Filename for copy | N

Full month end processing?
Month end processing clears all month-to-date (M TD) figures throughout the payroll system.

Full quarter end processing?

Quarter end does everything that month end does. In addition, it increments the current
guarter indicator in the payroll parameters and controls which quarterly bucket the Check
Register Update will update.

Full year-end, quarter end and year-end processing?
Y ear-end does everything that month end and quarter end do, plus:

1 Clears dl year-to-date buckets throughout the system including the employee
masterfile and codefiles.

Solution-1V Accounting 200
Copyright 0 2005 Thoroughbred Software International, Inc.



Period End Update

2. Rollsthe year-to-date figures into the last year buckets.
3. Sets the current quarter indicator to 1.
4. Clears vacation/sick accrualsif required by the payroll parameters.

Remove terminated employees?

Terminated employees may be deleted from the system as part of year-end processing. When
using this option, the system looks at the termination date for each employee. It comparesthis
date with today's date, taking into account the number of days to retain terminated employees
from the payroll parameters. Employees without termination dates are skipped.

Y Scans for employees to delete. Employees are eval uated based on the termination
date and the number of days to retain terminated employees from the payroll
parameters.

N Does not delete terminated employees.

Clear Quarterly Check File?

Normally the quarterly check fileis cleared as part of quarter end processing. However, there
may be times when you need to clear the quarterly check file mid-quarter. For example, if the
file gets full and you don't have room on the disk to expand it. Be sure to print the Quarterly
Check Register before clearing checks.

Y Clearsthe quarterly check file in the manner stated in your payroll parameters.

N Leaves the quarterly check file alone.

Clear Sick Accruals?
Employee sick accruals are normally cleared as part of year-end processing. The system will
zero the accrua amounts for each employee if the payroll parameters are set to not allow

carryover to the next year.
Y Clearsthe sick accruals based on the payroll parameters.
N Does not affect the sick accruals.

Clear Vacation Accruals?
Employee vacation accruals are normally cleared as part of year-end processing. The system
will zero the accrual amounts for each employee if the payroll parameters are set to not alow

carryover to the next year.
Y Clears the vacation accruals based on the payroll parameters.
N Does not affect the vacation accruals.

Clear Comp Time Accruals?

Employee comp time accruals are normally cleared as part of year-end processing. The
system will zero the accrual amounts for each employeeif the payroll parameters are set to
not allow carryover to the next year.
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Y Clears the comp time accruals based on the payroll parameters.

N Does not affect the comp time accruals.

Clear Personal Time Off Accruals?

Employee personal time off accruals are normally cleared as part of year-end processing. The
system will zero the accrua amounts for each employeeif the payroll parameters are set to
not allow carryover to the next year.

Y Clearsthe personal time off accruals based on the payroll parameters.

N Does not affect the personal time off accruals.

Only clear Auto AP Expense Amounts?

The amounts for the Automatic Accounts Payable Expense Transfer are stored separately for
each deduction, tax and contribution. Y ou have the option of clearing these numbers during
period end. Y ou will only want to use this option if you do not want to post to Accounts

Payable.
Y Clears the Automatic AP Expense amounts.
N Does not affect the Automatic AP Expense amounts.

Clear historical transactions?

Every transaction in the system is saved to a combination of historical transaction files. This
is done so those events can be recreated (with effort) if necessary. Asyou might imagine,
however, thisfile can get rather large, rather fast. We therefore give you the option of clearing
these files periodically.

Y Clears datafrom the historical files based on the date entered below.

N Historical files are left alone.

Clear transactions older than
Enter the oldest date for which you wish to maintain historical information.

Copy transactions before clear?
Thisfeature will copy atransaction to be deleted to a separate file before deleting it from the
standard history file.

If you would like to copy the transactions to be cleared to a separate file so you can back
them up before actually deleting them:

Y Givesyou that option.

N Will remove the transactions without a copy, removing them forever.

Filename for copy

Enter up to seven charactersfor the filename that you wish to copy to. The digits 1-2 will
automatically be added to the end of the filename, corresponding to the two Payroll history
files.
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Exit the Screen
When the Period End Update is finished you will be returned to the Payroll Main Menu.
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Status Change Update

Introduction
The Status Change Update takes al of the employee masterfile and code file entries that you
have marked to change or delete, verifiestheir validity, and then effects the change. A report
is printed prior to the update showing what is changed/deleted, and you then have the option
of continuing the update or not.

Important: Thisisapowerful function, which may result in codes or employees being
deleted or irreversibly combined with others. Make sure you have current backups before
continuing!

Before You Start
Before you start the Status Change Update, you must do the following:

» Make acurrent backup -- thisisfor your own protection!
» Make sure that the timesheet entry files have been updated.
» Make sure no one elseisusing Solution-1V Accounting.

How to Execute
From the Payroll Main Menu, select option 17, Status Change Update.

fﬂ' Lightspaod Distributors (DEM] 0457 T
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Procedure for Status Change
The Status Change Update works as follows:

1. Makessurethe entry files are empty, and that no one elseisusing the system  (any
company, any application).

2. Buildsalist of all the recordsthat are marked to be deleted or changed (status =D or C).

3. Oncethelistishbuilt, it checksal of the recordsto be deleted and makes sure  that they
are not being used anywhere (except for the history files).

Example:  If you are deleting Earnings code REG, then REG may not be used by any
employees in Employee Maintenance. However, the code may exist in the
history files.

4. It then checks the records to be changed and insures that the "change to" is not going to
be changed to something else or deleted.
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5. A report is printed showing the changes to be made, and any conflicts found in steps
three and four. If there are any conflicts, the remaining steps are skipped.

If there are no conflicts, the system prompts:

Are you sure you want to continue the update?

Y

N

6.

Completes the status changes as indicated on the report in the following order.
Does not run the update, and returns to the Payroll Main Menu.

The requested changes are performed.

The requested deletions are performed.

The history files are marked if anything was changed. There are multiple flags in each

record in each of the history files -- one for each e ement that could be changed. They are
normally blank. If the element has been changed the associated flag issetto "C."

Exit the Screen
When the Status Change Update is finished, you will be returned to the Payroll Main Menu.
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3 Appendices

The following pages contain supplementa information, which is helpful to the understanding
of Solution-1V Payroall.

A. Payroll Messages
B. Understanding the Accounting Theory Behind Payroll

C. What to do with all the Paper Generated

D. Glossary
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Payroll Messages

Appendices

Most messages that you will encounter when using the Solution -IV Payroll system are

described in the appropriate chapters of this manual, where the operation you are performing
is documented.

This appendix contains additional messages that may be displayed during the normal
processing of your system. These messages are generally displayed infrequently.

The messages are grouped as follows:

>

vV Vv Vv VY ¥V VY V V

Analysis Reports
Check Printing

Check Register
Employee Maintenance
Pay Period Initialization
Payroll Register

Period End Processing
Time Sheet Entry

Time Sheet Register

Copyright 0 2005 Thoroughbred Software International, Inc.
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Messages

Analysis Reports

Maximum of x detail options can be chosen.
Several of the analysis reports have restriction on how may detail options may be selected at
one item. See the section in the manual for the maximum on the report you are printing.

You must choose at least one detail option.

You must select at least one detail option to print on this report. Severa of the reports have a
maximum number of detail options that may be printed as well. See the section in the manual
for the maximum on the report you are printing.

Check Printing

Payroll Calculation must be run.
Y ou must run Gross to Net Calculation before printing checks.

Check Register

Check printing has not been completed.
Y ou must print checks before running the Check Register. If you wish to see what amounts
will be printed on the checks, print the Payroll Register.

Employee Maintenance
Do you want to copy the default records: Yes No

If you have set up employee code "DEFAULT", you have the option of copying everything
defined for employee "DEFAULT" to the new employee code you are adding.

Pay Period Initialization

Check Date is not in quarter x.
Y ou have selected a check date that is past the current quarter. Make sure your date is correct,
or run Quarter End Processing before continuing with this batch of checks.
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Current quarter must be updated.
Y ou have selected a check date that is past the current quarter. Make sure your date is correct,
or run Quarter End Processing before continuing with this batch of checks.

Pay cycle in progress. Print register Merge Clear
Y ou have aready run Pay Period Initialization. Y our options are as follows:

P Print the Time Sheet Register so you can see what has aready been done in Pay
Period initialization and Time Sheet Entry.

M Merge this selection with what is already in the time sheet file.

C Clear the current selection and all entries in the time sheet file. This allows you to
start this pay cycle over.

Payroll Register

Negative amount for employee x is not allowed.

The combination of earnings, deductions, and taxes resulted in a negative check for the given
employee. You will need to raise the earnings or reduce the deductions and/or taxes for this
employee before continuing.

Payroll calculations must be run.
Y ou must run Gross to Net Calculations before printing the Payroll Register.

Period End Processing

File x already exists.
The backup file you have entered aready exists. Y ou must enter a new name for the backup
file or remove the old backup file.

W-2 Forms must be printed before Year-End may be run.
It isimportant that you print W-2's before processing year-end as the year-end processing
function clears the numbers required to print on the W-2 Forms.

Time Sheet Entry

Code record not found for this employee.

The earnings, deduction, tax, or contribution code you are trying to use has not been set up for
this employee. Go to Employee Maintenance and add the code for this employee before
continuing or use a different code.

Deduction amount greater than earnings.

The deduction amount on this check is greater than total earnings. Thisis not allowed ,asit
would result in anegative check. Make anote for the situation, and take the rest of the
deduction on afuture check.

Employee x not allowed.
The employee you have entered is assigned to a pay cycle other than the onesyou are
processing at thistime. Return to Pay Period Initialization and add the required pay cycle.
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Payroll initialization has not been completed.

Y ou need to run Pay Period Initidization before entering any time sheets. Pay Period
Initialization sets up important information such as check date, valid pay periods, and period
ending date.

This check has already been reversed.
Y ou have aready reversed (voided) this check. If you are trying to reenter the check, use a
different check number.

Time Sheet Register

Time Sheet Entry must be run.
Y ou must run Time Sheet Entry before printing the Time Sheet Register.
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B Understanding the Accounting
Theory Behind Payroll

Using the Solution-1V Payroll package will be easier if you understand the accounting theory
behind it, even though the computer will do the accounting for you.

What is Payroll?
Payroll is the component of accounting that processes the checks to pay employees. This
process involves:
» Computing pay based on the hours the employees work
» Cdculating and deducting voluntary deductions and taxes
» Printing checks
>

Providing various governmental agencieswith required quarterly and annual
information.

Solution-1V Payroll provides additional management reports which track spending of payroll
dollars. If you are using General Ledger, the Payroll package sends information to it to
provide a complete picture of your company's financial condition.

Accounting Components
A company's financial picture is made up of the following basic elements:

» Assats- " anything of value that the company owns.
Examples. cash, accounts receivable, inventory, property

» Liabilities- " anything that the company owes to someone el se.
Examples. accounts payable, notes payable

» Equity - " what the company isworth.
Examples. owner's equity, capital stock, retained earnings

» Revenue-" income or earnings.
Examples. sales revenue, interest income

» Expenses- " the cost of doing business.
Examples: cost of sales, payroll expense, supplies
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Y our payroll expenses generally fal under the cost of sales or expenses on your financia
statements. Y ou accrue the deductions and taxes withheld form the employee's paychecks as
liabilities until you actually pay the appropriate party. Employer taxes and contributions are
generally shown in the expense section.

Cash vs. Accrual
There are two acceptable ways of keeping your accounting records:

Under acash basis, you do not record expenses until payment is actually made. Thisisthe
case with the Solution-1V Payroll system. No postings are made to the General Ledger until
the payroll checks are actually printed and updated. Cash basisis used because the federd and
state governments are interested in the reporting of actual payroll not accrued payroll.

Under an accrua basis, you record your expenses as they occur rather than when you actualy
make the payment. Under an accrual system, you have afew options with Solution-1V
Payroll. Postings for accrued tax and deduction liabilities are posted to General Ledger as part
of the Check Register Update. If you want to manually post accrued vacation and sick time as
part of your year-end processing, there are reports that will give you the figures you need.
This should be sufficient for most companies.

Debits & Credits
In the simplest of terms, every account has a debit side and acredit side. If total debitsare
more than total credits, the account has adebit balance. If total credits are more than total
debits, the account has a credit balance. Each account has a normal debit or credit balance.
The table on the following page demonstrates what happens with each basic component.

Account Normal Debits Credits

type balance

Asset Debit Increase Balance Decrease Balance
Liability Credit Decrease Baance Increase Balance
Equity Credit Decrease Balance Increase Balance
Revenue Credit Decrease Balance Increase Balance
Expense Debit Increase Balance Decrease Balance

Pluses & Minuses
Normally in the General Ledger, debits are entered as positive numbers and credits are
entered as negative numbers. This may be confusing to the non-accountant because revenue
isacredit account (see the above table), which means the amounts posted to it are usually
negative numbers. We have tried to eliminate this confusion in the Payroll package by doing
the debits and credits (pluses and minuses) for you.

In Solution-1V Payrall you will have to enter very few negative numbers. Even when you
enter tax, deduction or contribution linesin Time Sheet Entry, you enter them as positive
numbers. (The system knows whether to treat them as positive or negative according to their
type.) The only time you will need to enter negative numbersis when you need to "undo” an
earning, tax, deduction, or contribution line in Time Sheet Entry.
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Postings
Double entry accounting, the system used by Solution-1V, requiresthat every entry be
composed of two entries - a debit and a credit. The chart at the end of this section shows the
actua postings made by Payroll to General Ledger.

Subsidiary Ledger
A subsidiary ledger is a supporting ledger consisting of a group of similar accounts, whose
total isin agreement with a controlling account in the General Ledger. The purpose of a
subsidiary ledger isto keep unnecessary detail out of the Genera Ledger.

In Payrall, there is no one report that foots to a specific account in the Genera Ledger (asthe
Aged Trial balance doesin Accounts Payable or Accounts Receivable). However, the
Historical Payroll Register, or the sum of &l of the Payroll Check Registers, providesthe
detailed backup required to support your various payroll accounts in the General Ledger.

General Ledger Accounts Used

Account Type Name Wher e Defined
Asseat Cash Bank Code
Liability Accrued Insurance Premiums Deduction Code
Accrued Worker's Compensation Deduction Code
Accrued Federal Withholding Tax Tables
Accrued State Withholding Tax Tables
Accrued FICA (Employee) Tax Tables
Accrued FICA (Employer) Tax Tables
Accrued SDI (Employer) Tax Tables
Accrued SUI (Employer) Tax Tables
Other Accrued Payroll Withholding Deduction Code
Expense Salary Expense (as required) Earnings Code
Override
/Posting Code
Employer Payroll Tax Expenses Tax Tables

Employer Worker's Compensation Insurance  Deduction Code

Payroll Postings

Typeof Entry  Account Debit Credit
Check Printing  Salary Expense 2000.00
Cash 1210.80
Health Insurance Payable 75.00
Federal Withholding Taxes Payable 500.00
State Withholding Taxes Payable 40.00
FICA Payable (Employee) 150.20
SDI Payable (Employee) 24.00
Employer Payroll Tax Expenses 214.20
Employer Worker's Compensation 60.00
Expense
FICA Payable (Employer) 150.20
SUI Payable (Employer) 64.00
Accrued Worker's Compensation 60.00
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What to do with all the Paper
Generated

Appendices

Solution-1V Payroll generates a great deal of paper from the multitude of reportsit prints.
This appendix explains why so much paper is generated and what you are supposed to do
withit.

Why?

The entire line of the Solution-IV Accounting System has been designed to comply with the
Generally Accepted Accounting Principles (GAAP). In general, GAAP are broad concepts
and detailed practicesincluding al conventions, rules, and procedures that comprise accepted
accounting practice at any given time. They have become generally accepted by agreement in
industry.

The paper generated by the Solution-1V Payroll system complies with GAAP, providing an
audit trail, or sufficient backing, for every entry in the General Ledger, a principle mandated
by GAAP. The Check and Status Change Registers provide this necessary audit trail.

What You Need to Keep

In general, you will need to keep the final copy of each of the reports on the list below. The
final copy isthe one printed just before you run the update. If you printed the report several
times, you can identify the final copy by looking at the date and time the report was printed. It
isimportant that you keep only the final copy and discard the earlier ones.
The reportsthat you MUST keep are:

» Check Register

» Status Change Register

Keep thefinal copies of the reports you print before running the Period End Update. In
general, these reports consist of the following:

» Monthly Reports:

¢ Anaysis Reports showing month-to-date figures
»  Quarterly Reports:

¢ 941 Form
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¢ Quarterly Tax Report
¢ Quarterly Contribution Report
¢ Quarterly Check Register

» Annual Reports:

¢ Quarterly Reports with Annual Information

¢+ W-2Forms

How to Organize Saved Reports
The following are suggestions on how best to file and organize printed reports. Review them
and determine the one that works most effectively for you.
Ring Binders
If your company isreatively small and is printing only afew reports each month, standard
three-ring binders may be the best method for you. Use dividers to separate the reports by
month. Y ou should have at least five binders, one of each of the following:

» Check Register
Status Change Register
Monthly Reports

Quarterly Reports

YV V V V

Annual Reports

Data Binders

If your company isalittle larger, computer data binders may work better for you. They hold
more printed information and do not require the extratime it takes to tear off the feed strips
and to punch the holes. Y ou should have abinder for each of the registers, plus one for each
report -- atotal of eight binders. Keep additional bindersfor copies of invoices and
statements. Use dividers specially made for data binders to help organize the contents.
Disadvantages of data binders are that (1) they are large and cumbersome to handle, and (2) it
may be difficult to take pages out if necessary.

Filing Cabinet

A third way to file your reportsis to use hanging file folders and your filing cabinet. You
should use a separate folder for each type of report and file them by month. For example, you
would label afolder "Check Registers - January”. If you print many reports, and need to make
copies of them from time to time, thiswill be the easiest system for you. Be sure to keep the
reportsin date order in thefile folder.

A Closing Note
Try to keep your filing system as up to date as possible. Although it may seem tedious, saving
and organizing your reportsis beneficial. In the event of a system problem, you will find the
saved reports inva uable in tracing data entry in the system. In an accounting or IRS audit,
you will be able to provide the information needed easily and quickly, saving you both time
and money.
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1099 Reporting
1099 reporting isthe filing of a 1099 tax form with

the federal government. Thisisareport of all
payments made to individual vendor of more than an
amount specified by the government in a calendar
year.

A

Account or Account Code

An account is the basic component of aformal
accounting system. It records all additions and
deductions and shows balances of assets, liabilities,
owners equity, revenues and expenses.

There are two types of accounts: debit and credit.
Asset and expense accounts are usually debit
accounts. Liability, equity and revenue accounts are
usually credit accounts.

Accounting
The process of recording, organizing, reporting and
interpreting the financia data of a business.

Accounting Period

An accounting period is an interval of time for which
afinancial statement is prepared. In most businesses,
each month is a separate accounting period.

Solution-1V allows you to store data for as many as
26 accounting periods (2 full years).

Accounting System

An accounting system is amethod for interpreting the
financia performance of abusiness. It includesthe
raw data, procedures and equipment needed to make
thisanaysis.

Appendices

Accounts Payable

Accounts payableis arecord of money owed and
payments made by abusinessto creditors. Itisa
current liability showing the actual dollar amount
owed to creditors.

Accounts Receivable

Accounts receivable isarecord of money owed and
payments made to a business by customers. Itisa
current asset showing the actual dollar amount owed
by customers.

Accrual Basis

Accrual basis accounting records revenues and
expenses for the current accounting period even
though payments will not be received or paid until a
later accounting period. Thisisto be distinguished
from cash basis.

Most companies operate on the accrud basis.
See Accrued Asset and Accrued Liability.

Accrued Asset

An accrued asset is arevenue that is recorded when it
is earned, not when apayment isreceived. The
revenue then appears on financia statementsfor the
period inwhich it isearned. (It may aso be caled an
accrued income.)

Example: If you sell acamerafor $295 on credit, this
transaction isimmediately recognized as revenue and
recorded in accounts receivable (even though cash
has not yet been received).
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Accrued Liability

An accrued liability is an expense recorded when it is
incurred, not when a payment ismade. The expense
then appears on financial statementsfor the period in
whichitisincurred. (It may also be called an accrued
expense).

Example: If you purchase on credit 5 dictionaries at
$24.95 each, the $124.75 transaction isimmediately
recognized as an expense even though cash has not
been paid.

Accumulated Depreciation

Accumulated depreciation is the sum of all recorded
depreciation for a particular asset (or group of assets)
since the date of acquisition.

Activity

Activity is the continuous completing of transactions.
This activity, whether an expense or arevenue,
changes the account balance.

The Solution-IV General Ledger alows you to see
the activity of each account for agiven accounting

period.

Adjusting Entry
An adjusting entry isageneral journal entry that
corrects an account or brings that account up to date.

These entries are usually made at the end of an
accounting period, but may be made whenever it is
considered appropriate.

Aging Period

The aging period isan interval of timefollowing a
sale or apurchase that defines arevenue or expense
as outstanding. The length of this period is different
for each company.

Example: A loan company may want alisting of
payments that are 2 weeks late.

Allowance for Bad Debts

Allowance for bad debtsis an asset account that
offsets uncallectible revenue. The amount is usually
estimated as a percentage of accounts receivable,
based on previous experience with unpaid accounts.

Appendices

Alphanumeric
Alphanumeric describes a combination of |etters

and/or numbers.

Example: L48, 56SJ, E913S, 1234, and ASTVLS are
alphanumeric.

Amortization

Amortization is the writing-off of the cost of an
intangible asset over its economic life. It isusually
used with leasehold improvements, organization
costs, or goodwill.

Asset
An asset is anything that is owned by abusiness and
has a monetary vaue.

Example: Buildings, fixtures, equipment, supplies
and cash are assets.

Audit Report
An audit report verifies the accuracy of information

entered into the computer. An audit report must be
printed before updating the permanent files.

Audit Trail

An audit trail is adetailed record of accounting
activity. It isameans of examining transactions from
the time they are entered into ajournal until they are
printed in the financial statements.

Average Cost Method

The average cost method is a system of inventory
costing. Thevaue of inventory is determined by
averaging the cost of goods in stock with goods
recently received.

Example: 25 bicycle pedals purchased by you for
resale at acost of $35 each remain ininventory. You
purchase 10 more at $40. Y our inventory is now
valued at (25 x $35) + (10 x $40) or atotal of $1275
or $36.43 each. If you sdll 30 of them, the cost of the
sale will be computed as $36.43 x 30 or $1092.90,
with aremaining inventory value of $36.43 x 5 or
$182.15.

See Standard Cost, LIFO and FIFO.
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B

Back Order

A back order isarequest for items that are currently
out of stock. As soon as they become available they
are shipped to the customer.

Backup
A backup isacopy of computer files on aportable

medium (such as afloppy diskette or tape cartridge).
Should the computer files be corrupted or destroyed
the backup can be used to replace the data.

Backups should be made at regular intervals.

Bad Debt

A bad debt isarevenuethat is partially or completely
uncollectible. It becomes an expense when it is
established that the customer will not pay the
obligation and it is not practical to enforce payment.

Balance

A balance is the difference between total debits and
total credits of an account at agiventime. An
individual account is said to have adebit balance if
debits are greater than credits, acredit balance if
credits are greater than debits, or a zero baanceif
debits equal credits.

Balance Forward

Balance forward is a technique used in accounts
receivable summarizing al transaction activity at the
end of an accounting period. The balanceisthen
carried forward to the next accounting period.

See Open Item.

Balance Sheet

A balance sheet isafinancial statement summarizing
the financid status of abusiness at a specific time. It
isadetailed presentation of the assets, liabilities and
owner's equity asin the fundamental accounting
equation: Assets= Liabilities + Equity.

Bank Reconciliation

A bank reconciliation compares the bank statement to
the depositor'srecords. Differences should be
analyzed and explained by depositsin transit, checks
outstanding, bank charges, and errors.

Solution-1V Accounting

Bucket

A bucket isafield on the screen or in afile where
dataisdisplayed or stored. Oftenitisafield that
does not alow user input such asthe datain aspecific

aging category.

Budget
A budget isafinancial plan or goa for a specific

period of time. It can be used to compare with actua
results.

| C

Capital
In accounting, capital istoo generd to be used by

itself. In most cases it means the ownership of the
assets of abusiness by the proprietor(s).

See Equity.

Cash Basis

Cash basi s accounting records revenue only when a
payment is received and records an expense only
when a payment ismade. The payments are recorded
on financia statementsfor the period in which they
are made.

Very small businesses usually operate on a cash basis.

Example: When the sale of aproduct or aserviceis
made, the transaction is not recorded until cashis
received. Thisisto be distinguished from accrual
basis.

Cash Discount

A cash discount is the amount deducted from a
customer's bill when a prompt payment of that
invoice is made.

Character
A character isasymbol, letter, or number.

Chart of Accounts

The chart of accountsis atable of contents for the
General Ledger. It liststhe accounts systemeatically
with assets followed by liabilities, capital, revenue,
cost of sales and expenses.

Check Register
A check regigter isalisting of check numbers and

invoices paid. It isavailablewhen computer checks
are generated, hand-written checks are entered, or as
asummary at the end of the period.

218

Copyright 0 2005 Thoroughbred Software International, Inc.



Glossary

Company
A company is an organization with its own separate

assets, liahilitiesand equity. It may, however, bea
division, branch office, department or subsidiary of a
single organization. Solution-1V separates all files by
company. In Solution-1VV acompany may aso be
referred to as abusiness or an entity.

Compressed Printing

Compressed printing is a feature available on some
80-character printers. It allows reports formatted for a
132-character column width to be printed on an 8-
inch by 11-inch page.

Credit

A credit decreases an asset or an expense account and
increases aliahility, equity, or revenue account. Itis
entered on the right side of aledger account.

Credit Balance
See Baance.

Credit Limit

A credit limit is the maximum dollar amount in
merchandise a customer may receive prior to
payment. Once thisamount is reached, the customer
must make a payment before receiving additional
merchandise.

Credit Memo

A credit memo is a document notifying a customer
that his account has been credited. Itisusualy a
result of areturn. A credit memo reduces accounts
receivable.

Current Asset
A current asset is expected to be converted into cash
or depleted in one year or less.

Current Liability
Also called short term liability. See Liability.

Current Liguidity Ratio
See Liquidity Ratios.

Current Ratio
See Liquidity Ratios.

Cursor

The cursor is a character on a computer terminal
screen, which marks the place where typed characters
are entered.

Appendices

D

Data File
SeeFile.

Debit

A debit increases an asset or an expense account and
decreases aliability, equity, or revenue account. Itis
entered on the left side of the ledger account.

Debit Balance
See balance.

Depreciation
Depreciation isthe decrease in value of afixed asset

over aperiod of time. Theloss of valueis caused by
wear or obsolescence.

Direct Labor
Direct labor isthe labor cost to convert raw materias
into finished goods.

Discount Due Date

The discount due date is the last day a payment may
be made to receive a cash discount. After thisdate
the full price must be paid.

Diskette

A diskette, computer storage media, is made of
flexible plastic rather than rigid metal. 1t isaportable
medium and can be easily stored.

Due Date
The due date is the date on which payment must be
made.

Dunning Message

Dunning messages are messages that may be printed
on acustomer statement. The messages usualy are
different, depending on how late the customer's ol dest
invoiceis.

Example: Y our account is past due please pay
promptly. Thank you!

| E

Economic Life

The economic life of afixed asset isthe time during
whichitisusable. When it must be replaced, its
economic lifeisover.

219

Copyright 0 2005 Thoroughbred Software International, Inc.



Glossary

Equity
Equity isthe investment in a business by the owner.
It can be expressed as. Equity = Assets— Liabilities.

Expense
An expenseisacost incurred while operating a

business.

Example: The electric bill is an expense of operating
aretail store.

| F

FIFO

FIFO (an abbreviation for firgt-in, first-out) isa
method of assigning cost to inventory. Those items
acquired or produced first are used or sold first. This
keepsthe value of al itemsin stock at the latest price
to be paid for them.

In inflationary times, costing by FIFO increases both
the gross margin and the stated value of remaining
inventory.

Example: 25 bicycle pedal s purchased by your
company for resale at acost of $35 each remainin
inventory. Y ou purchase 10 more at a cost of $40.

Y our inventory is now valued at (25 x $35) + (10 x
$40) or $1275. If you sell 30 of them, the cost of sale
will be computed as (25 x $35) + (5 x $40) or $1075,
with aremaining inventory value of (5 x $40) or
$200.

See LIFO, Standard Cost and Average Cost.

Field
A fidd isthe place on the computer terminal screen
where asingle item of datais entered.

Example: In a customer masterfile record, the
customer name is typed in the customer name field
and the customer addressistyped in the customer
addressfield.

See Key.

File

A computer fileisacollection of related records
stored under a unique name. Datafiles contain
accounting information such as journal entries and
account balances. Program files contain instructions
used by the computer.

Solution-1V Accounting

Financial Statement

A financia statement isareport of the financia status
of abusiness. It can be a balance sheet, profit and loss
statement, or any other presentation of financial data.

Fiscal Year

Thefiscal year is an accounting period that does not
necessarily follow the calendar year. It might consist
of 12 months, 13 periods of 28 days each or 4-4-5
weeks (each 13 weeks equaling 1/4 year).

Fixed Asset

A fixed asset isa physical item having auseful life of
one year or more. It isaso referred to as property,
plant, equipment, or plant assets.

Example: A copy machineis afixed asset.

Floppy Disk
See Diskette.

Function
A function is an operation that performs ajob.

|G

GAAP
See Generally Accepted Accounting Principles.

General Ledger
The General Ledger summarizes all business

transactions, grouping them by account code.
Financial statements are prepared from this
information.

Generally Accepted Accounting Principles

(GAAP)
Generally Accepted Accounting Principles provide

guidelines for conventions, rules, and procedures
currently considered acceptable accounting practice.

Goodwill

Goodwill is an intangible asset whose dollar value is
derived from the management skills and reputation of
abusiness. It represents the potential earning power
of abusiness beyond the current market value of its
assets. Goodwill isusually recognized only at the
time abusinessis sold.
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Gross Profit

Gross profit is the difference between the selling
price and the cost of the items being sold. It does not
recognize other expenses such as rent, telephone, or
utilities.

Gross Profit Percentage

Gross profit percentage shows the relationship of
gross profit to sales. It can be expressed as. Gross
Profit Percentage = (Total Sales— Total Cost of
Sales) / Total Sales.

| H

Hard Disk

The hard disk is computer storage media made of
rigid material and is either fixed or removable. It has
greater storage capacity and handles data faster than
diskettes.

Hardware
Hardware is agenera term referring to the computer
and its associated equipment.

Income
Income is the excess of revenues over expenses. It
may be expressed as: Income = Revenues-Expenses.

Income Statement

An income statement is areport that balances total
revenues and total expenses over aperiod of time. A
positive balance is a profit, while a negative balance
isaloss. Itisalso caled aprofit and loss statement
or a statement of operations.

Intangible Asset
Anintangible asset is along term asset without
physical substance.

Examples. Copyrights, franchises, patents,
trademarks, and goodwill are intangible assets.

Integration
Integration isthe bringing of separate parts together.

It can be used to describe the transferring of datafrom
one system to another or the entering of datainto the
system once and having it transferred to all related
files.

Appendices

Example: Accounts Payable isintegrated with
General Ledger. Entriesto Accounts Payable, which
arerelevant to General Ledger, are automatically
transferred to General Ledger.

Interactive System
An interactive system does not allow the user to enter
invalid data

Example: Solution-1V is an interactive system and
does not accept the entry of a company code that has
not yet been created.

Interest
Interest is the amount of money paid for the use of
money over time.

Inventory
Aninventory isthe stock owned by a business at any

giventime. It can be finished goods held for direct
sale or component parts used in manufacturing for
future sale.

Inventory Costing
Inventory costing is the method of determining the
value of itemsin inventory.

See LIFO, FIFO, Average Cogt, and Standard Cost.

Invoice

Aninvoiceisacomplete list of goods or services
delivered to the buyer by the seller. It a'so shows
quantity, price, shipping charges, terms, and other
costs or discounts.

IE

Journal Entry
A journa entry isthe primary means of entering

financia datainto the General Ledger. The sum of
the debits and creditsin ajournal entry must always
equal zero.

Example: The journal entry for the purchase of $250
of office supplies (paid in cash) would consist of a
$250 credit to cash and a $250 debit to office supplies
expense.
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Key
A key isaspeciaized fidd (see Fidd). Sincethe
system uses the characters entered in thisfield to
access recordsin a specific file, the key entry must be
unique.

Example: In Solution-1V Customer Maintenance
Masterfile, the customer code isthe key field.

| L

LIFO

LIFO (an abbreviation for last-in, first-out) isa
method of assigning cost to inventory. Those items
acquired or produced last are used or sold first. This
keepsthe value of al itemsin stock at the earliest
price paid for them.

In inflationary times costing inventory by LIFO
reduces both the gross margin and the stated value of
remaining inventory.

Example: 25 bicycle pedals purchased by you for
resale at acost of $35 each remain ininventory. You
purchase 10 more at a cost of $40. Your inventory is
now valued at (25 x $35) + (10 x $40) or $1275. If
you sell 30 of them the cost of sale will be computed
as (10 x $40) + (20 x $35) or $1100, with aremaining
inventory value of (5 x $35) or $175.

See FIFO, Standard Cost and Average Cost.

Labor Burden
Labor burden is the expense incurred for workersin
addition to their actual wages.

Example: The employer's share of FICA (Socia
Security), federa and state unemployment insurance
tax, workers compensation insurance premiums, and
employer-paid union contributions are part of the
labor burden.

Leasehold Improvement

A leasehold improvement is afixed asset purchased
by the lessee for arented property. Usualy it may
not be removed from the property when the lease
expires.

Example: The installation of new fixtures and walls
are leasehold improvements.

Solution-1V Accounting

Leverage Ratios

Leverage ratiosindicate how much the businessis
encumbered by itsliabilities. 1t isthe relationship of
liabilitiesto assets and of debt to equity.

Liability
A liability isthe amount of money due creditors.

Tvpes of liabilities:
1. Current(or short term)-full payment isduein 1
year or |ess.

2. Long term-full payment is not expected for over 1
year.

Liquidity Ratios
Liquidity ratiosindicate how much of the assets are
easily available.

The Current Ratio isthe relationship of current assets
to current liabilities. It can be expressed as. Current
Ratio = Current Assets/Current Liabilities.

The Quick Ratio isthe relationship of current assets
lessinventory to the current liabilities. It can be
expressed as. Quick Ratio = (Current Assets -
Inventory) / Current Liabilities.

List Price
A list priceisapublished price subject to customer
discounts.

Long Term Liability
See Liahility.

M

MTD

MTD isan abbreviation for month-to-date. In
Solution-1V it usualy refersto the activity of an
account (such as General Ledger account codes,
customers, or vendors) so far this month.

Masterfile
A masterfileis a computer file containing all related
data elements for a specific record.

Multi-Company Accounting
See Multi-Company Environment.
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Multi-Company Environment

A multi-company environment allows the user to
maintain separate sets of records for different
businesses. Solution-1V is amulti-company
environment system. It is aso called multi-company
accounting.

Multi-User Accounting System

A multi-user system allows more than one user to
access a gpecific program from different terminals at
the same time. All users can access the samefiles
(except when afile has been security protected).

| N

Net Asset

The net asset isthe total stockholders equity. It can
be expressed as. Net Assets = Total Assets— Tota
Liabilities.

Net Income
See Net Profit.

Net Profit

The net profit results when income exceeds costs and
expenses. A Net Loss occurs when costs and
expenses exceed income.

Overhead

Overhead is an expense not directly related to a
specific job. These expenses occur whether or not a
specific job isunder way.

Example: Wages to office personnel, office supplies,
rent, and utilities are overhead.

Overhead Burden

Overhead burden is all overhead expenses except for
labor that can be applied to the cost of producing
goods or services.

Overhead Rate

An overhead rate applies a predetermined rateto a
contract or job to cover overhead burden. Itisusualy
based on labor hours or direct material dollars.

Overtime
Overtime is the number of hours of work done
beyond regular hours. These records are kept for

payroll purposes.

Example: Overtime might be anything over 8 hours a
day or 40 hours aweek.

| P

IKe)

Open Item
Open item accounting is the accounts receivable

procedure which tracks each transaction in the
customer record. Statements for open item customers
show all invoicesthat are not fully paid regardless of
the period in which they originated.

See Balance Forward.

Operating Expense

An operating expense includes marketing and
adminigtrative expenses. Itisall expenses other than
the cost of goods, cost of labor, interest, and income
tax.

Operator Code
The operator code is an identifier from1to 3

characterslong that must be entered to gain accessto
the system or to afunction.

Appendices

Paid-in Capital
Paid-in capital isthe amount of money invested as
equity when abusinessis started.

Parameter

A parameter isaformat definition. When setting up
Solution-1V, the system may be customized by setting
parameters such as the length of the account size, the
position of the location segment and the position of
the department segment.

Perpetual Inventory Method

The perpetua inventory method is a continuous count
of merchandise. The inventory count is updated at
thetime of apurchase or asale.

Physical Inventory
A physica inventory isalist of merchandise on hand,
determined by an actual count.
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Profit Center

A profit center is a part of abusiness generating its
own income and incurring its own expenses. Itis
separated from the rest of the business for accounting
purposes. A conceptua division (rather than a
physical department) of acompany may also bea
profit center.

Example: One storein a chain of stores may be
designated a profit center.

Profitability Ratios

The profitability ratio is the relationship of the net
profit to the size of the business. It may be expressed
as.

Net Profit Margin = Net Profit / Total Sales
Return on Assets = Net Profit / Total Assets
Return on Equity = Net Profit / Total Equity
Earnings per Share = Net Profit / Total Shares of
Stock

Program File
SeeFile.

Purchase Order
A purchase order is adocument requesting a vendor
to ship a specified quantity of merchandise.

[ Q

Quantity Pricing
Quantity pricing is asystem that provides alower
price when larger quantities are ordered.

Example: 10 bicycle tires may be ordered at $9.95
each, while 100 bicycle tires may be ordered at $9.45
each.

Quick Ratio
See Liquidity Ratios.

| R

Range
A range is agroup defined by two specific end points.

Examples: The number 2 iswithin the range of

numbersfrom 1 to 10. Theletter G is outside the
range of dl lettersfrom A to C.

Solution-1V Accounting

Ratio Analysis

A ratio analysisisafinancial report ng the
performance of abusiness. It analyzesthe activity in
terms of leverage ratios, liquidity ratios, and
profitability ratios for abusiness over a specific
period of time.

Record
A record is related data stored in a computer file.

Example: Information for each company (company
name, address, tel ephone number, federal 1D number
and applications used) isasingle record in the
Company Masterfile.

Recurring Entry
A recurring entry isafixed journal entry that occurs
on aregular basis.

Example: Rent, loan payments, and flat rate utility
fees may be recurring entries.

Reorder Amount

The reorder amount is the minimum quantity of stock
alowed in inventory. When that number is reached,
an order is placed to replenish the stock.

Example: If the reorder amount for handlebarsis 25,
an order will not be placed until the inventory reaches
25 handlebars.

Reorder Level
See Reorder Amount.

Retainage
Retainage is an amount of money withheld from

payment until an entire job (or a specified portion of
the job) iscompleted. It ismost often used in
congtruction.

Retained Earnings

Retained earnings are profits reinvested in the
business as stockholder equity. Itisalsothe
accumulated profits, minus any losses or dividends,
of acompany from its creation.

Reversing Entry

A reversing entry cancelsaprevious entry. A credit
is used to cancel adebit and adebit is used to cancel a
credit.
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Sales Allowance
The sales dlowance is areduction of the previoudy
agreed upon sdlling price.

Sales Returns

A salesreturn is a product returned by the customer.
When merchandise is returned, a debit must be made
to the sales return and allowances account, and a
credit to Accounts Receivable.

Security
Security is a system safeguard against unauthorized

entry.

Short Term Liability
Also called current liability. See Liability.

Source Document
A source document is the original transaction record.
It is used to enter data into the computer file.

Example: The vendor invoice is a source document
which contains information such as the vendor
invoice number, the invoice date, terms, discount, and
sales tax which is entered into the computer files.

Standard Cost Method

The standard cost method is a system of inventory
costing. It uses a predetermined amount for a specific
item to value the inventory and establish the sales
price.

See LIFO, FIFO and Average Cost methods.

Example: The standard cost of your bicycle pedasis
predetermined to be $35. 25 pedalsremainin
inventory at acost of $35 each. Y ou purchase 10
more at $40 each. Y our inventory value will be
calculated at (35 x $35) or $1225. If you sell 30 of
them the cost will be computed as (30 x $35) or
$1050 with aremaining inventory value of (5 x $35)
or $175.

Example: Terms of payment such as 2/10 net 30 (a
2% discount is allowed if payment is made within 10
days), might be offered to encourage prompt
payment.

Trade Discount
A trade discount isareduction from the list price.

Transaction
A transaction is an event that affects the financial
position of abusiness.

Example: The purchase of 2 bicycle pumps @ $7.50
each isatransaction requiring the following journal
entries: a$15 debit to inventory and a $15 credit to
cash.

Trial Balance

Thetria balance isareport showing the balance of
each account in the General Ledger. Thetotal credits
must always equal the total debitsin the General
Ledger.

Two-Step Billing

In atwo-step billing procedure the first step is to enter
the customer order and the second step isto prepare
theinvoice for that order. Theinvoice is not prepared
until the ordered items are shipped.

Y |

| T

Terms

Terms are the conditions of payment agreed to by the
customer and are included on theinvoice. Discount
terms are often used to encourage prompt payment.

Appendices

Variance

A variance is the difference between an actud
amount and an estimated amount. |t can be shown as
an amount (e.g., $1000 over) or as a percentage (e.g. -
2%).

Example: If $500 is budgeted for office supplies and
$450 is spent, the variance is $50 under (or -10%).

Voucher

A voucher is adocument that legitimizes an invoice
and authorizes payment. Solution-1V Accounts
Payable alows the entry of records using either the
vendor's invoice number or your company's voucher

| number.
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W Working Capital
Working capitd isthe amount of capital in current

W-2 Form use in the operation of abusiness. It can be expressed
A W-2 form is a statement of an employee's total as: Working Capital = Current Assets— Current
earnings received and total taxes paid during the Liabilities.
calendar year. TheIRS requiresthat a\W-2 be Write-Off

repared for and distributed to each employee. niite A%
Prep POy See Amortization.
W-4 Form
The W-4 isaform completed by the employee | Y

informing the company of the amount of income tax

that should be withheld from that employee's wages. YTD

The formis provided by the IRSand isalso called the  YTD isan abbreviation for year-to-date. In

Employee's Withholding Exemption Certificate. Solution-1V it usually refers to the activity of an
account (such as General Ledger account codes,
Customers, or Vendors) so far thisfiscal year.
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