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PAYROLL SYSTEM
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*    MAIN SYSTEM MENU            *            
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
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*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
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                         *2. Edit Employee Files        *
                         *3. Post Time Cards            *
                         *4. Compute Payroll            *
                         *5. Payroll Reports            *
                         *6. Payroll System Maintenance *
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                         *8. Main System Menu           *
                         .))))))))))))))))))))))))))))))-

A rem inder from  dozens of custom ers:  when using a  L IM ITED  access leve l logon nam e in  the post tim e card
rou tine , the  w age am ount is not accessible.  O nly the  hours m ay be edited  by LIM ITED  access nam es.

LO G O N  nam es w ith  L IM ITE D  access in  the Payro ll System  cannot view  the wage or extension, and cannot
perform  a payro ll com putation.  AN Y PAY R ATE C H AN G ES w ill be reported on the System  H istory R eport.

The Payro ll System , as you would  assum e, is designed to  provide a  qu ick and accurate  m ethod for producing
Paychecks and the re la ted Tax in form ation.  StockBoy does th is by using Em ployee F iles and Posting Code
F iles.  The Em ployee F iles conta in  the data about the ind iv idual; nam e, address, tax status, Socia l Security
N um ber, em ploym ent start and stop dates, etc.  

The Posting C odes are a  little  d ifferent than you m ay be used to .  R ead the next page under "M ore A bout
Posting Codes" to  get a  m ore com plete  view  of w here they cam e from  and how  you can use them .  Posting
C odes provide the StockBoy Payroll System  w ith  m uch of its  extra pow er.

THE GENERAL PROCEDURE

G enera l O peration of the StockBoy Payroll System  can be described in th is fash ion .  The hours w orked (w hich
you  can ob ta in  by runn ing a SALES SU M M AR Y R eport in  the SA LES Section of the StockBoy M ain S ystem
M enu) are  PO STE D  in  the PO ST TIM E C AR D S Section.  These entries w ill include both  pay type transactions
and deductions, such as insurance, and contributions.  O nce the T im e C ards have been com plete ly posted, you
w ill C O M PU TE the PAYR O LL.  Th is is w hen the actua l com putations are  m ade.  Then you w ill go to the PR IN T
C H EC K BATC H  to print a ll the  checks you have C om puted .  Its just tha t easy!
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THE PAYROLL FORMULA

The StockBoy Payroll System  w ill m ultip ly the  num ber o f hours posted  for an em ployee by his w age to arrive
at a  Tota l for that P osting C ode.  A ll TAXABLE Posting Codes w ill be to ta led to  arrive  a t a  G R O SS TAXABLE
am ount for th is paycheck.  The G ross Taxable Am ount w ill be m ultip lied by the N U M BER  O F PAY PER IO D S
PER  YEAR .  The tax form ulas w ill be applied to  th is extended to ta l to  find out how  m uch tax w ould be ow ed if
every paycheck w as th is size.  Th is AN N U ALIZED  Tax to ta l is then d iv ided by the N U M BER  O F PAY PER IO D S
PER  YEAR  to  provide you w ith  a  Tax W ithho ld ing Am ount that is  far m ore accurate  than the old  m ethod of tax
tab les.

POSTING CODES

The Posting  C odes grew  from  a need to address W orkm an 's C om pensation  requirem ents for certain em ployers.
These em ployers (usually construction and fabrication trades) had to  pay d ifferent W orkm an's C om pensation
Fees depend ing  upon w hich du ties w ere be ing  done and for how  long.  A  C arpenter tha t d id a differen t job  (such
as running the fork lift) for part o f h is day, had a d ifferent W orkm an's C om pensation Fee w hile  he d id that job
than w hen he was do ing  h is  regu lar duties.  The em ployee usually w as pa id  d ifferently w hen h is job function
changed too.  For som e th is m eant changing job titles severa l tim es during the workday.  The Posting Codes
w ere introduced to a llow  m ultip le pay rates and W orkm an 's C om pensation  C odes to be  used for any em ployee.

Th is e lim inates the restriction of one regu lar pay ra te  and one overtim e ra te  per em ployee, found in  so m any
other payro ll p rogram s.  It a lso a llow s m uch greater flexib ility  in  tracking and reporting labor activ ities.  Enough
dem and w as created by "M erchants" w ho also requested th is sty le , tha t it has now  been adopted as the
S tandard StockBoy Payro ll System .

The Posting Codes can be used for Earn ings or D eductions; Taxable  or N on-Taxable  entries; and each Posting
C ode can be assigned to a d ifferent G enera l Ledger Account.  Each em ployee w ill have h is/her ow n ra te
associa ted w ith  any Posting Code.  O ne em ployee m ight rece ive $5.00 per un it fo r regu lar hours, w hile  another
gets $7.50 per un it.  StockBoy w ill store  each pay ra te  by Posting Code and em ployee.

A ll pay is done by Posting C odes, as are a ll deductions.  Em ployers w ho need just one regu lar pay ra te  and an
over-tim e ra te  for each em ployee need on ly create  tw o Posting Codes and the system  functions like  any o ther
com puter payroll program .  But as soon as you w ant to  keep  track o f how  m any hours your sa les people are
spending "outside" the s tore  contrasted against "on the floor sa les tim e," just add a couple  o f Posting Codes and
you can see the  resu lts.

R egu larly  occurring Posting Codes such as re tirem ent p lans, insurance, or charitab le  contributions, can be
m arked to  re -appear au tom atica lly every payday, so they are not forgotten.  The flexib ility  of th is system  w ill
depend upon you and your needs.  C onsult w ith  your Support Team  about the best uses o f the Posting Codes
for your business.

AUTOMATIC EMPLOYEE CHARGE ACCOUNT DEDUCTION POSTING CODE

Any payro ll posting code that is  a non taxable deduction m ay be set to  deduct from  the accounts receivable
system  during the auto transfer o f payro ll data to the genera l ledger. Th is allow s for em ployee charge accounts
to  be autom atica lly handled via  payro ll.

W hen creating or ed iting the payro ll posting code, s im ply input your A /R  key account num ber w hen the prom pt
asks for G L account num ber.  W hen you key in  the A /R  num ber, the system  w ill p rom pt aga in  for the ind iv idua l
custom er num ber.  The A/R  contro l account and the custom er nam e and num ber w ill be d isp layed on the screen
for verifica tion.

The m aster lis t o f posting codes w ill show  a ll A /R  deduction codes w ith  corresponding custom er account
num bers.  Prior to  every update payro ll com putation run, the system  w ill verify that any A /R  deduction codes
have va lid  custom er accounts.  If you delete  a  custom er file  that is tied to  a  payro ll posting code, the system  w ill
N O T allow  that code to  be used on an update  run.  A s w ith  a ll G L batch routines, the A /R  entry from  a payro ll
deduction w ill appear on the custom er fo lio  FO LLO W IN G  the auto  transfer a t the end of an update com putation
run.

PAYROLL DEPARTMENT CODE
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D epartm ent codes for em ployees m ust be a le tter from  A-Z  (capita lized) or an "*" to ind icate no departm ent.

The system  provides for m ultip le  update com putation runs per payro ll check batch.  Any num ber o f update runs
can be 'fed ' to  the check batch; it is  the responsib ility  o f the operator to  see that the checks are actua lly prin ted
and cleared -- there is no rem inder o f existing checks a lready loaded in to  the payro ll check batch.

The payro ll check batch, as a  rem inder, prin ts out in  departm ent code order, starting w ith  a ll "*" em ployees.  The
checks com e out in  a lphabetica l order W ITH IN  each departm ent grouping.  Th is is especia lly convenient fo r
those businesses w ho de lineate m ultip le  stores by departm ent codes and w ish to  m ail each g roup
independently.

Fo llow ing every com putation run, w hether updated or not, the system  w ill p rin t a  to ta l num ber o f em ployee files
tha t w ere not calculated based on negative net paycheck.

The payroll system  w ill a llow  m ore than one A /R  deduction  posting  code to be used per em ployee per paycheck.
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ENTER NEW EMPLOYEE FILES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *            
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE ))))))))>))))))))))))),
                         *2. EDIT EMPLOYEE FILES        *                  *
                         *3. POST TIME CARDS            *                  *
                         *4. COMPUTE PAYROLL            *                  *
                         *5. PAYROLL REPORTS            *                  *
                         *6. PAYROLL SYSTEM MAINTENANCE *                  *
                         *7. PRINT PAYROLL CHECK BATCH  *                  *
                         *8. MAIN SYSTEM MENU           *                  *
                         .))))))))))))))))))))))))))))))-                  *
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
2))))),
*                          Entering Employee: KJR                                *
*                                                                                *
*   Employee Name:                                                               *
*   Address Line One:                                                            *
*   Address Line Two:                                                            *
*   City State Zip:                                                              *
*   Social Security Number:                                                      *
*   Marital Status:                                                              *
*   Exemptions:                                                                  *
*   Employment Date:                                                             *
*   Termination Date:                                                            *
*   Termination Status:                                                          *
*   Retirement:                                                                  *
*   Pay Periods per Year:                                                        *
*   Department / State Code:                                                     *
*                                                                                *
*                           Enter Name of Employee                               *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

This is the  screen you w ill see after typing  in a  valid se t o f in itia ls for your new  em ployee.  The in itia ls m ust
consist of le tters, not num bers, in  any order and can be up to three characters long.  If th is com bination of le tters
is a lready in  use you w ill be to ld  on the screen  and  instructed to  se lect another set o f le tters, you can go the
ED IT EM PLO YEE FILES to  work on files that exist a lready.You w ill find your best resu lts if th is code m atches
the Sales Access code the em ployee w ill use a t the Sales Screen and the T im e C lock.  If you have tw o persons
w ith  the  in itia ls o f "KJR ," have the last person em ployed use "KR ."  Th is w ay they w ill both  be un ique to  the
system .
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You w ill be asked to  fill out each of categories above.  If a  m istake is m ade you w ill be ab le  to  edit any line when
fin ished.  M ost o f the categories are stra ight-forw ard in  the ir use . B ut the re are a  couple  that m ay throw  you.
They include:

                                   Term ination Date:
                                   Term ina tion  S tatus:
                                   Retirem ent: 
                                   Pay Periods per Year:
                                   Departm ent / S ta te  Code:

Term ination Date - W hen th is date  is filled  out the Em ployee has been term inated and no checks can be w ritten
to h im .  The entire record for th is em ployee can be erased O N LY a fter running the W -2s a t the end o f the year.
The record m ust conta in  zero earn ings and zero taxes to  be de le ted.

Term ination S tatus - Th is is w here  you can enter the reason for term ination.  

R etirem ent - This is answ ered w ith either a  "Y " o r an "N " and asks if th is em ployee has a retirem ent plan  in e ffect
w ith  the com pany.  The only p lace, a t p resent, that you w ill see th is answ er is on the W -2 at the end of the year.
W atch your S tate and Federa l Schedules for new  in form ation regard ing th is category.

 +)))))))))))))))))))))))))))))))))))))))))))),
 * Enter Number of Pay Periods per Year       *

 *       12, 24, 26, 52 or 365                *
 .))))))))))))))))))))))))))))))))))))))))))))-

N um ber o f Pay Periods per Year - Th is category sets the tax tab le  form ula for th is em ployee and te lls the system
w hich payroll com putation run to  include th is em ployee 's check on.  Th is a llow s you to  have m ultip le  d ifferent
pay periods w ith in  your organization (i.e . m ost em ployees on a w eekly basis, w hile  m anagem ent is  on a m onth ly
basis).  It is  im portant to  know  exactly how  th is num ber w ill be used in  the com pu tation of payro ll.  You can
review  the process in  the PA YR O LL FO R M U LA paragraph found in  the first few  pages of the StockBoy
PAYR O LL Section G uide.

D epartm ent / S ta te  Code - Y our P ayro ll system  a llow s the input o f a  G L Departm ent code and a S tate  ID  code
for each em ployee.  The G L Departm ent code  m ust be a  va lid , activa ted code, A -Z; the sta te  code can be a
m axim um  of tw o characters.  If no departm ent code is desired, use the "*" asterisk to denote that fact.

D epartm ent codes provide tw o m ajor features: 1)  the checks w ill be prin ted in  departm ent code order, then
alphabetically by em ployee nam e w ithin departm ents, 2) the  em ployee's departm ent code w ill au tom atically be
w ritten  to a ll associated  entries to the  G eneral Ledger journa l w hen the  payroll is  set to transfer to the  books.

Payro ll com puta tion runs can be executed for any one departm ent or a ll departm ents; the tw o m ajor payro ll
p rin touts are  a lso se lectab le  for departm ents.  Th is m akes it possib le  to  run the payro ll independently for any
particu lar div is ion or store, and to  evaluate payroll expenditures in  the sam e m anner.

NOTE - The State identification code is established only for future reference to multi-state payroll customers
and has no immediate uses.

O nce you have com pleted the Em ployee R ecord  you w ill be asked if you w ant to  ed it any item , or press <0> to
O K and save the file .  You w ill then be asked if you want to  create another N ew  Em ployee R ecord or qu it.  That's
all there is to putting  in N ew  Em ployee F iles.
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EDIT EMPLOYEE FILES

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *           
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES ))))))))))))>))))))))))))), 
                         *3. POST TIME CARDS            *                  *
                         *4. COMPUTE PAYROLL            *                  *
                         *5. PAYROLL REPORTS            *                  *
                         *6. PAYROLL SYSTEM MAINTENANCE *                  *
                         *7. PRINT PAYROLL CHECK BATCH  *                  *
                         *8. MAIN SYSTEM MENU           *                  *
                         .))))))))))))))))))))))))))))))-                  *
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
2))))),
*                          Editing Employee File: KJR                            *
*                                                                                *
*A  Employee Name:      Karen J. Reynolds                                        *
*B  Address Line One:   1212 So. University Way                                  *
*C  Address Line Two:   Apt. # 1355                                              *
*D  City State Zip:     Home Towne, Any State, 000123                            *
*E  Social Security Number:  555-11-2222                                         *
*F  Marital Status:     M                                                        *
*G  Exemptions:         3                                                        *
*H  Employment Date:    7/1/85                                                   *
*I  Termination Date:                                                            *
*J  Termination Status:                                                          *
*K  Retirement:         N                                                        *
*L  Pay Periods per Year:  24  Semi-Monthly                                      *
*M  Department / State Code: "*" / AS                                            *
*                                                                                *
*              Which Line Needs Correction?  <0> = OK  <*> = Delete  [0]         *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Editing Em ployee F iles is identica l to  creating new  files (O ption #1), except that you w ill ind icate  which line you
w ish to  change and then type in  the new  in form ation.  C hanges m ade here w ill be in  e ffect for the next tim e you
C O M PU TE PAYR O LL.  H ow ever, checks that have been com puted B U T not prin ted from  the check batch w ill
N O T be affected by these changes.  O nly those checks "C om puted" a fter the changes w ill be a ffected.
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POST TIME CARDS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *                    
                         *3. POST TIME CARDS )))))))))))))))))))))>)))))))),
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
2))))),
*==================== "KJR" KAREN J. REYNOLDS   555-11-2222 =====================*
*                                                                                *
* PD  PER DIEM     EARN NO TAX MAN                      35.00                    *
* OT  OVERTIME     EARN TAX    MAN       1.00           17.00          17.00     *
* RH  REG HOURS    EARN TAX    MAN      42.00           12.50         525.00     *
* UC  UNITED CAMP  DED  NO TAX AUTO      1.00          -10.00                    *
* PC  10% DEDUCT   SPEC NO TAX AUTO      1.00 X 10% of TAXABLE EARNINGS          *
*                                                                                *
*                        Select Code to Edit    <ENTER> = Save & Quit            *
*             <*> = Edit Posting Method for All Codes / Last Posting:  :  0      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

O nce you se lect the em ployee 's T im e Cards to  Post, th is is sim ilar to  the screen you should  see.

NOTE - The Payroll Posting Time Card Option has a 'next nine' search.  If you input an employee code
correctly, the employee's posting code screen will appear; if you input a code that is NOT on file, the computer
will assume you are searching for an employee's last name and will display a listing of employees (last name,
first name, and code).  You may then select the line number of the employee you're after or press up/down
arrows to scan through the alphabetical listings.

NOTE - a LIMITED access level logon name in the post time card routine, cannot view, nor access, the wage
or extension, and cannot perform a payroll computation.  Only the hours may be edited by LIMITED access
names.

You w ill notice at the right hand side of the bottom  line of the prom pt:

+)))))))))))))))))))))),
*  /Last Posting:RH: 2 *

.))))))))))))))))))))))-

This w ill rem ind you of your last tim e card  posting to th is card .  It w ill d isappear as soon as you "S ave &  Q uit"
th is  tim e card .  It is  there in case you get interrup ted  during  a posting  session , then you w ill have a  qu ick
re ference to see w here  you le ft o ff.
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By pressing <*>  you w ill be routed through each posting code for th is em ployee to ed it the Posting M ethod, to
e ither M anual or A utom atic.  The num ber o f un its, or hours, w ill be set to  zero a fter each payro ll C om putation
for any M AN U AL P osting  M ethod.  AU TO M ATIC  Posting  M ethods w ill retain  the  num ber of un its (or hours)
posted last tim e, even after running a Payroll C om putation for th is em ployee 's pay group.

This is to assist you w ith regular or standard  pay or deductions that are  to be applied to th is em ployee.  Y ou
determ ine em ployee by em ployee if a  Posting Code is to  be AU TO M ATIC  or M AN U AL.  (Th is w ay one em ployee
can have Per D iem  as an Autom atic code and for o thers it cou ld be M anual.)

Any payro ll posting  code that is a non taxable deduction m ay be set for D irect Deduction from  Accounts
R eceivab le  system  during the auto  transfer o f payro ll data  to  the genera l ledger. Th is a llow s for em ployee
charge accounts to  be handled via  payro ll deduction.

W hen creating or ed iting the payro ll posting code, sim ply  input the A /R  key account num ber you are  using in
your chart o f accounts w hen the prom pt asks for G L account num ber.  W hen you key in  the A /R  num ber, the
system  w ill p rom pt aga in  for the ind iv idua l custom er num ber.  The A/R  contro l account and the custom er nam e
and num ber w ill be d isp layed on the screen for verifica tion.

The M aster L ist o f Posting Codes w ill show  a ll A /R  deduction codes w ith  corresponding custom er account
num bers.  Prior to  every update payro ll com putation run, the system  w ill verify that any A /R  deduction codes
have va lid  custom er accounts.  If you delete  a custom er file  that is  tied to  a payro ll posting code, the system  w ill
N O T a llow  that code to  be used on an update  run.  As w ith  a ll G L batch routines, the A /R  entry from  a payro ll
deduction w ill appear on the custom er fo lio  FO LLO W IN G  the auto  transfer a t the end of an update com putation
run.

The sum m ary page for a ll com putation  runs includes the  total num ber o f non-taxable earning  hours for batch
verifica tion.

D epartm ent codes for em ployees m ust be a le tter from  A-Z  (capita lized) or an "*" to ind icate no departm ent.

You can use m ore than one A /R  deduction posting code to  be used per em ployee per paycheck.  Any num ber
of update runs can be  'fed ' to the  check ba tch; it is  now  the  responsibility  o f the  operator to see  tha t the  checks
are actua lly printed  and cleared  -- there is no rem inder o f existing  checks a lready loaded into the  payroll check
batch.

The payro ll check batch, as a  rem inder, prin ts out in  departm ent code order, starting w ith  a ll "*" em ployees.  The
checks com e ou t in  a lphabetica l order W ITH IN  each departm ent grouping.  Th is is especia lly convenient for
those businesses w ho de lineate m ultip le  stores by departm ent codes and w ish to  m ail each group
independently.

Fo llow ing every com putation run, w hether updated or not, the system  w ill p rin t a  to ta l num ber o f em ployee files
tha t w ere not calculated  based on negative net paycheck.
N otice that the record  above has som e previous postings a lready in  it.  You can post one w eek's tim e cards then
com e back la ter and post the next w eek's activ ity before runn ing the C om putations.  The previous non-updated
entries w ill be w aiting for you.  If they are w rong you can m inus them  back out.  Any Hours/U nits that you type
in  w ill be AD D ED  to  what was there before.

+)))))))))))))))))))))))))))))))))))))))))))),
* Enter ADDITIONAL Hours / Quantity          *

.))))))))))))))))))))))))))))))))))))))))))))-

After se lecting a Posting Code to  Edit, you w ill see that Posting C ode h igh lighted on the screen.  The prom pt
at the bottom  of the screen w ill be asking you to  enter the AD D ITIO N AL hours or quantity.  If the screen a lready
shows 42 hours of R egular Hours and you w ant to A D D  10 m ore, s im ply type in  10 <EN TER >.  The new  figure
w ill show  the to ta l o f your new entry and previous figure.  Th is figure w ill be m ultip lied by the next co lum n, the
rate  co lum n, to  a rrive  at the to ta l for th is Posting C ode.  Som e Posting C odes w ill be in H ours, and som e in
U nits.  It is  probab ly best to use negative num bers in th is colum n only to reverse, or back out, an  entry.

+)))))))))))))))))))))))))))))))),
* Enter Wage / Amount            *

.))))))))))))))))))))))))))))))))-
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O nly those operators w ith  FU LL AC C ESS to  Payro ll w ill see th is prom pt w hile  Posting T im e cards.  A t th is po in t
you can change the standard rate for th is ind iv idual under th is Posting C ode.  (Rem em ber that a lthough every
posting to  th is Posting C ode w ill be added to  the W orkm an's Com pensation C ategory and G enera l Ledger
Account set up for th is code; each person w ill have h is/her own un ique w age or ra te  for th is code.)  Som e
Posting C odes deal w ith  w ages, o thers w ith  an am ount.  Input w hichever is appropria te  in  th is co lum n.  There
m ust be a va lue in  both the H ours co lum n and the W age co lum ns before  there  is anyth ing to pay or deduct.

If the extension of the H ours co lum n and the W age co lum n resu lts in  a  negative earn ing or a  positive  deduction,
the extension am ount w ill f lash .  There are tim es w hen the unusual is  needed so StockBoy w ill not stop you.
Th is should  how ever, bring your a ttention to  the line and he lp  you to  on ly use reverse entries w hen you need
them .  StockBoy w ill no t a llow  you to  do an U pdate  C om puta tion if som eone has a N egative check.  You w ill
w ant to w atch any posting  tha t crea tes flash ing  extension  am ounts to be  certain it does not cause a  negative
check.

The order of the Posting  C odes on the screen and the Pay S tub includes the non-tax earn ings first, in
a lphabetica l order.  Then the taxed earnings in  a lphabetica l order, fo llow ed by the deductions in  order.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Post Payroll to Which Job Ticket    <ENTER> = None           *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This prom pt app lies O N LY to  system s using the JO B C O STIN G  SYSTE M  instead of the StockBoy System .
Each posting can be unique to  a d ifferent Job T icket.  Your identification of w hich ticket th is Posting C ode entry
cam e from  w ill include th is cost in  your Job T icket Fo lio .

NOTE - Those systems utilizing the Job Costing module will see the last job ticket posted-to in addition to the
last posting code and number of units posted, at the right of the bottom line of the prompt:

+)))))))))))))))))))))),
*            Job:K-679 *

*  /Last Posting:RH: 2 *
.))))))))))))))))))))))-

After you have posted everyone 's tim e cards and deductions for th is pay period go to  the CO M PU TE  PAYR O LL
Section.
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COMPUTE PAYROLL

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *           
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *                    
                         *3. POST TIME CARDS            *                   
                         *4. COMPUTE PAYROLL )))))))))))))))))))))>)))))))),
                         *5. PAYROLL REPORTS            *                  *
                         *6. PAYROLL SYSTEM MAINTENANCE *                  *
                         *7. PRINT PAYROLL CHECK BATCH  *                  *
                         *8. MAIN SYSTEM MENU           *                  *
                         .))))))))))))))))))))))))))))))-                  *
                                      +))))))))))))))))))))))))))))))))))))2))))),
                                      *            Payroll Computation           *
                                      *                                          *
                                      *  Daily        NOT INCLUDED               *
                                      *  Weekly       NOT INCLUDED               *
                                      *  Bi-Weekly    NOT INCLUDED               *
                                      *  Semi Monthly NOT INCLUDED               *
                                      *  Monthly      NOT INCLUDED               *
                                      *  Department:                             *
                                      *                                          *
                                      * Enter Ending Date for DAILY Cycle        *
                                      *      <Space> = Do Not Include            *
                                      .))))))))))))))))))))))))))))))))))))))))))-

Your first question, upon entering the PAYR O LL CO M PU TA TIO N Section, is  to  determ ine the ending date  o f
the payro ll periods you  w ant to  include in  th is payro ll run.  Th is is not the date of the check but the last date
included in the  payroll period .  See your Tax Pam phlets or your Tax consu ltan t regarding  these dates.

O nce you  type  in  a  date for a pay period  (W EEKLY , SEM I M O N TH LY , etc.) you w ill IN C LU D E all those
em ployees that have that designation in th is payro ll run.  By entering dates for m ore than one period you w ill
activa te  those categories to  be included in  the payro ll run  and  you w ill get the all the checks w ith  only one
com putational run .  If you are running  SEM I M O N TH LY 's and  W E E K LY 's at the  sam e tim e they w ill have
different ending dates for the ir pay periods.  But they can still be included in  the sam e payro ll run if you w ant.

A fter you have answ ered the date question for each of the pay periods above you w ill see th is prom pt:

+))))))))))))))))))))))))))))))))))))))))))))),
* Sort for Which Department Code? <*>=All  *  *

.)))))))))))))))))))))))))))))))))))))))))))))-
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At th is po int you w ill declare w hich departm ent you  w ant to com pute  the payro ll for.  You can declare A ll
D epartm ents w ith  an asterisk  (*).  O r you can com pute one departm ent and com e back and do another
departm ent, to  ach ieve se lectiv ity in  departm enta l payro ll p rocessing.  Then you w ill be asked to  confirm  the
dates and departm ents se lected.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Proceed with these Dates and Cycles? <Y> or <N>      *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))-

After you have set an Ending D ate for a  pay period you w ill see the date  d isp layed on the screen.  And  the
departm ent se lection w ill a lso be d isp layed on the screen.  If these se lections are correct type a <Y> to  proceed.
And se lect the prin ter to  be used.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Update Master Files During Computational Printout    <Y>  N   *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You have the option here o f running a  pre-payro ll run that w ill show  you w hat w ill be on each check com plete
w ith  a ll deductions and pay entries, just accept the default "N " answ er.

NOTE - If you obtain a NON-UPDATE printout you will need to return to this prompt to make the paychecks
as no files are updated and no checks are created during a NON-UPDATE run.

W hen you se lect "Y " to  m ake an U PD ATE  run th is is the screen you w ill see:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*         This UPDATE will add all totals to each employee's MASTER W-2 FILE!    *
*                                                                                *
*              and will ZERO all MANUAL hours in all POSTING CODES               *
*                                                                                *
*                                                                                *
*                                                                                *
*          Update Permanent Files During Computational Printout  <YES>  NO       *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

This is the fina l verification po int for m aking an U PD ATE run.  It w ill require that you type in  the com plete Y -E-S
answ er to  insure against accidenta l use.  You w ill then see th is line com e on the screen for a few  seconds before
you start getting your report prin touts.  You should  have your regu lar prin tout paper in  the prin ter a t th is tim e,
N O T your check b lanks.  You are only C O M PU TIN G  the checks, not prin ting them .

+)))))))))))))))))))))))))))))))))))))))),
* Checking for Legitimate G.L. Accounts  *

.))))))))))))))))))))))))))))))))))))))))-

The Payroll System  checks the  G eneral Ledger to insure tha t the  G .L. Account num bers you  set in M aintenance
Section  are still valid G .L. Accounts.

Th is  on ly checks to  m ake sure that there is an account w ith  those num bers in  the G .L., no check is  m ade to
prevent som eone in  Accounting from  changing another account to  that num ber.  If an inva lid  account num ber
is encountered a t th is po in t, the system  w ill abort the check run and bring you out to  the m enu after g iv ing you
an error m essage.  If everything checks out, your update payro ll reports w ill start to be printed out.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Printout Payroll Posting Register BEFORE Erasure <YES> or <NO> YES  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-
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Press <EN TE R > to  accept the prin tout, then  you w ill be re turned to  th is prom pt again  to  a llow  you as m any
copies of the report as your organization needs.  A fter authoriz ing enough copies of the reg ister then type "NO "
to continue.  The sum m ary page for a ll com putation runs includes the tota l num ber of non-taxable earning hours
for batch verifica tion.

NOTE - Following every computation run, whether updated or not, the system will print a total number of
employee files that were not calculated based on negative net paycheck.

For those system s w ith  the Auto G L Transfer set to O N , the fina l s tage o f C om puting Payroll is  the M andatory
G .L. Journal P rin tout tha t signals the autom atic transfer of the Payroll C om putation to  the G eneral Ledger.
W hen you prin t the Payroll C heck Batch these G .L. entries w ill be updated to  show  the actua l check num bers
for each em ployee's check.

You can do m ultip le  update com putation runs per payro ll check batch.  Any num ber o f update runs can be 'fed '
to  the check batch; it is  your responsib ility  to  see that the checks are actua lly prin ted and cleared -- there is no
rem inder o f existing checks a lready loaded in to  the payro ll check batch.

If you need to  run another com putationa l run for another departm ent, re turn  to  the Com pute P ayro ll section and
com plete  the other departm ent's com putation.  O therw ise, your next step is to  go to  the PR IN T PAYR O LL
C H EC K BATC H  O ption, and print the checks you have just com puted.  
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PAYROLL SUMMARY REPORTS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *           
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *
                         *3. POST TIME CARDS            *
                         *4. COMPUTE PAYROLL            *
                         *5. PAYROLL REPORTS ))))))))))))))))))>)))),
                         *6. PAYROLL SYSTEM MAINTENANCE *           *
                         *7. PRINT PAYROLL CHECK BATCH  *           *
                         *8. MAIN SYSTEM MENU           *           *
                         .))))))))))))))))))))))))))))))-           *
             +))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))),
             *          "State"  Payroll Report Printout System           *
             *                                                            *
             * 1. Payroll Summary Report )))))))))))))))))))))))))))))))))))),
             * 2. Payroll Code Analysis & W.C. Summary                    *  *  
             * 3. Zero Master File Totals / W2 Printout / E.O.Y. Update   *  *  
             * 4. Printout Payroll Posting Register                       *  *  
             * 5. Payroll System                                          *  *  
             .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-  *  
                  +))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2),
                  * Printout  M onthly  Q uarterly or  A nnual Information     *
                  .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This is your first prom pt w hen you enter the PA YR O LL SU M M AR Y R EPO R T Prin tout Section.  M ake your
se lection and you w ill be asked w hat T itle  you w ant on your report.

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Printout Title  PAYROLL SUMMARY REPORT               *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You w ill see the "D efau lt" T itle  d isp layed w hen th is prom pt is shown.  S im ply type in  whatever title  you prefer
or just press <EN TE R > to  accept the defau lt title .

Th is report w ill show : the tota l taxable gross; the Federa l w ithhold ing; the FIC A w ithhold ing; and the S tate
w ithhold ing, for each em ployee and the ir grand to ta ls.  Payro ll Sum m ary R eports  for the Annual In fo rm ation w ill
a lso show  a recap of to ta l taxab le  and non taxable  wages for: G ross w ages; F IC A  w ages; FU TA  w ages; and
SU I w ages.  These totals w ill be show n for the  quarter to date and year to date totals.
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PAYROLL CODE ANALYSIS & W.C. SUMMARY

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *    
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *                    
                         *3. POST TIME CARDS            *                   
                         *4. COMPUTE PAYROLL            *                    
                         *5. PAYROLL REPORTS )))))))))))))))))))))>))))))), 
                         *6. PAYROLL SYSTEM MAINTENANCE *                 *
                         *7. PRINT PAYROLL CHECK BATCH  *                 *
                         *8. MAIN SYSTEM MENU           *                 *
                         .))))))))))))))))))))))))))))))-                 *
                   +))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))),
                   *          "State"  Payroll Report Printout System           *
                   *                                                            *
                   * 1. Payroll Summary Report                                  *
                   * 2. Payroll Code Analysis & W.C. Summary ))))))))))))))))))))>,
                   * 3. Zero Master File Totals / W2 Printout / E.O.Y. Update   * *
                   * 4. Printout Payroll Posting Register                       * *
                   * 5. Payroll System                                          * *
                   .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))- *
     
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2,
       * Enter Printout Title  PAYROLL CODE ANALYSIS & WORKMEN'S COMP. SUMMARY     *
     
.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Your firs t question after entering the PAYR O LL C O D E AN ALYSIS  &  W O R KM AN 'S  C O M PEN S ATIO N
SU M M AR Y R eport is  to  T itle  the report.  If you need th is in form ation w ith  a  specia l title  for a  S ta te  A gency or
an Insurance C om pany, put the ir choice of title  and run the in form ation report.

+))))))))))))))))))))))))))))))))))))))))))))))))),
* Printout  A ll Employees or only  T otals   A   *

.)))))))))))))))))))))))))))))))))))))))))))))))))-

You can determ ine if th is report w ill include an em ployee by em ployee recap or not.  E ither cho ice w ill g ive you
the tota ls accrued for each Posting Code in  H ours or Units for the M onth to D ate; Q uarter to  D ate; and Year to
D ate.  It w ill a lso printou t the  W orkm an 's C om p totals by code in the  sam e three  colum ns.
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ZERO MASTER FILE TOTALS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *     
*                                *     
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *
                         *3. POST TIME CARDS            *
                         *4. COMPUTE PAYROLL            *
                         *5. PAYROLL REPORTS )))))))))))))))))))))>)))),
                         *6. PAYROLL SYSTEM MAINTENANCE *              *
                +))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))),
                *          "State"  Payroll Report Printout System           *
                *                                                            *
                * 1. Payroll Summary Report                                  *
                * 2. Payroll Code Analysis & W.C. Summary                    *
                * 3. Zero Master File Totals / W2 Printout / E.O.Y. Update ))>)),
                * 4. Printout Payroll Posting Register                       *  *
     
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))2),
       *                        Zero Master File Totals                           *
       *                                                                          *
       *                              ATTENTION                                   *
       *                                                                          *
       *        This sequence will ZERO all totals for the period(s) selected.    *
       *                                                                          *
       *  Make sure you have a Payroll Summary report and a Payroll Code Analysis *
       *                                                                          *
       *                         before you continue!                             *
       *                                                                          *
       *                                                                          *
       *     Zero Totals ?    M onth   Q uarter  A nnual or <ENTER> = None        *
     
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Each tim e a Payro ll is  com puted and accepted the tota ls are  added to the records.  These tota ls are  added to
each the  M onthly record, the  Q uarterly record, and the  Annua l record.  In order to give you, the  user, the  m ost
flexib ility these reports need to be "em ptied" regularly to a llow  for the next tim e period of accum ulation.  

The ZE R O  M ASTE R  FILE  TO TA LS utility  is  the device you w ill use to  m ainta in  your report to ta ls.  Th is sam e
section w ill be used once each year to  prin t W -2s and clear the system  for next year.  That is the on ly tim e you
w ill include the Annual files.  The prom pt on the screen above w ill a llow  you to  put in  a ll th ree cho ices, for w hen
you do your End of Year.  Rem em ber these are accum ulator to ta ls and w ill not reset them selves except w hen
you run th is utility.  
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After you have m ade your se lections, they w ill be d isp layed on the screen and you w ill be asked to  verify that
you have not m ade a m istake.  Type "YES" and the system  w ill com plete  the zero-ing procedure.  You w ill be
routed back to  the Payro ll M enu w hen it is  fin ished.

NOTE - When zeroing the monthly, quarterly, or annual reports, the system will automatically zero all reports
with a SHORTER time frame.  For example; if you choose to zero the 'Q' for quarter, the monthly report will
also be zeroed.  When you zero the annual report, both the quarter and monthly report are zeroed, too.

Printing  W -2s and The End-O f-Year U pdate is accom plished by includ ing the Annual tota ls for zero ing.  O f
course you w ill have a lready m ade your E N D  O F Y EAR  AR C H IV E before you get to  th is po int.  The system  w ill
ask you for the Em ployer's re turn  address, and the Em ployer's Federa l and S tate  Tax ID  N um bers.  Th is is for
the  W -2s.

You can <E SC > during the prin ting of the W -2s and restart them  w ith  no prob lem  to  the data .  M any com panies
find the form s eas ier to  handle  if they separate  the form s so they can run just 3  th icknesses a t tim e instead of
runn ing all 6  a t tim e.  Just re-start the prin tout as m any tim es as you want - BEFO R E accepting the W -2 run.

+)))))))))))))))))))))))))),
* ACCEPT W-2s ? <YES>      *

.))))))))))))))))))))))))))-

The em ployee to ta ls w ill not be erased until a fter you have Accepted the W -2s.  The system  w ill do som e house-
keeping, and then it w ill s tep through each em ployee to  see if they are still a  va lid  em ployee for the com ing year.
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PRINTOUT PAYROLL POSTING REGISTER

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *  
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *                    
                         *3. POST TIME CARDS            *                   
                         *4. COMPUTE PAYROLL            *                    
                         *5. PAYROLL REPORTS )))))))))))))))))))))>))))))), 
                         *6. PAYROLL SYSTEM MAINTENANCE *                 *
                         *7. PRINT PAYROLL CHECK BATCH  *                 *
                         *8. MAIN SYSTEM MENU           *                 *
                         .))))))))))))))))))))))))))))))-                 *
                   +))))))))))))))))))))))))))))))))))))))))))))))))))))))2))))),
                   *          "State"  Payroll Report Printout System           *
                   *                                                            *
                   * 1. Payroll Summary Report                                  *
                   * 2. Payroll Code Analysis & W.C. Summary                    *
                   * 3. Zero Master File Totals / W2 Printout / E.O.Y. Update   *
                   * 4. Printout Payroll Posting Register)))))))))))))))))))))))>),
                   * 5. Payroll System                                          * *
                   .))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))- *
                               +))))))))))))))))))))))))))))))))))))))))))))))))))2,
                               * Erase & Clear Payroll Register <Y> or <N>  N      *
                               .)))))))))))))))))))))))))))))))))))))))))))))))))))-

The PAYR O LL PO STIN G  SU M M AR Y is a  log o f the various postings you have m ade by em ployee and Posting
C ode.  It lis ts the em ployee code;(the Job T icket N um ber for the Job Costing Users;) the date  o f the posting;
the posting code; the tim e of posting; the LO G O N  N am e of operator; the hours added; the  w age; and  the
extension; for each entry during the posting sessions.  A fter you have run the report StockBoy asks if the reg ister
can  be  erased from  the  disk.  C lear th is report each tim e you run  your paychecks and it w ill g ive  you  a  qu ick
review  of the posting activ ities that created your payro ll. 
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EDIT TAX TABLE VARIABLES AND FORMULAS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll )))))))))))>)),      *
*6. Custom Features       *      *
*7. System+)))))))))))))))2)))))))))))))),
*8. Master*    PAYROLL SYSTEM            *
*9. LOGOFF*                              *
.)))))))))*1. ENTER NEW EMPLOYEE FILE    *
          *2. EDIT EMPLOYEE FILES        *
          *3. POST TIME CARDS            *
          *4. COMPUTE PAYROLL            *
          *5. PAYROLL REPORTS            *
          *6. PAYROLL SYSTEM MAINTENANCE )))>)),
          *7. PRINT PAYROLL CHECK BATCH  *     *
          *8. MAIN S+))))))))))))))))))))))))))2))))))))))))),
          .)))))))))*       PAYROLL MAINTENANCE SYSTEM       *
                    *                                        *
                    *1. EDIT TAX TABLE FORMULAS & VARIABLES )))>)),
                    *2. EDIT EMPLOYEE MASTER TOTALS          *    *
                    *3. PAYROLL P+))))))))))))))))))))))))))))))))2)),
                    *4. PAYROLL S*EDITING PAYROLL TAX TABLE FORMULAS *
                    .))))))))))))*                                   *
                                 *1 = Federal Tax Formulas )))))))))))>,
                                 *2 = State Tax Formula              * *
                                 *3 = FIC+)))))))))))))))))))))))))))))2)),
                                 *4 = GL *      FEDERAL TAX FORMULAS      *
                                 *5 = Qui*1 = Withholding Allowance ))))))))>),
                                 .)))))))12 = Married Tables              *   *
                                         *3 = Single Tables               *   *
                                         *4 = Exit                        *   *
                                         .))))))))))))))))))))))))))))))))-   *
                              +)))))))))))))))))))))))))))))))))))))))))))))))2)))),
                              *  Enter Federal Withholding Allowance $ n,nnnn.nn   *
                              .))))))))))))))))))))))))))))))))))))))))))))))))))))-

O bta in  the current W ithho ld ing A llow ance to  u tilize  from  your Federa l Incom e Tax P am phlet and enter it here.
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EDIT FEDERAL MARRIED & SINGLE FORMULA 
                                                                                
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                          FEDERAL MARRIED FORMULA TABLE                         *
* Line     Over -   But Not Over -     Tax Withheld    Plus     of Excess Over - *
*  A.                                                  n.nn%                     *
*  B.                                                  n.nn%                     *
*  C.                                                  n.nn%                     *
*  D.                                                  n.nn%                     *
*  E.                                                  n.nn%                     *
*  F.                                                  n.nn%                     *
*  G.               nnnnnnn                            n.nn%                     *
*  H.  nnnnnn       nnnnnnn                            n.nn%      nnnn           *
*  I.  nnnnnn       nnnnnnn                  nnnn      n.nn%      nnnn           *
*  J.  nnnnnn       nnnnnnn                  nnnn      n.nn%      nnnn           *
*  K.  nnnnnn       nnnnnnn                  nnnn      n.nn%      nnnn           *
*  L.  nnnnnn       -  UP                    nnnn      n.nn%      nnnn           *
*                      Which Line Needs Correction   <0> = OK                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

You w ill find separate  tab les for both  the M arried and Sing le  Categories.  Be sure to  use the right data  on the
right tab le .  They w ill both  look s im ilar, on ly the num bers w ill be d ifferent.  That is w hy they are treated together
here.

R em em ber that StockBoy u tilizes the "AN N U ALIZE D  C O M PU TA TIO N " m ethod of tax preparation.  You w ill find
the in form ation to  com plete these tab les in  your Federa l Incom e Tax G uide, it should look identica l to th is form at.
If the  tab le does not require the  tw elve w age breaks allow ed for here, fill the  tab le so  tha t the  LA ST category 

(line "L") is  the "and U p" bracket.  G roup the em pty brackets (Zeroed) a t the top of the sca le .

IMPORTANT - You must enter the "Annualized Tax Table" from your Tax Pamphlet into this screen.
StockBoy will make the tax computations based upon the Annualized Table, and provide you with the correct
Monthly, Quarterly, and Annual Tax reports.

W hen editing  these bracke ts the  new  data is operational as soon as you press <0>  to save the  data.  The next
payro ll Com puta tion w ill utilize these figures.  D on 't change your data  prem ature ly  or w hile  another user is
com puting payro ll.

STATE WITHHOLDING ALLOWANCE

+))))))))))))))))))))))))))))))))))))))))))))))))),
*            "State" Withholding Variables        *

*                                                 *
*  "State" Withholding Allowance        nnnn.nn   *

*                                                 *
*   Is "STATE" Withholding Correct  <Y> - <N>     *

.)))))))))))))))))))))))))))))))))))))))))))))))))-

O btain th is value  from  your S tate Tax O ffice or pam ph let.  If your S tate does not use a W ithholding  A llow ance
C onsult your Support Team .
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EDIT STATE MARRIED & SINGLE TABLES

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                            STATE MARRIED FORMULA TABLE                         *
* Line     Over -   But Not Over -     Tax Withheld    Plus     of Excess Over - *
*  A.                                                  n.nn%                     *
*  B.                                                  n.nn%                     *
*  C.                                                  n.nn%                     *
*  D.                                                  n.nn%                     *
*  E.                                                  n.nn%                     *
*  F.                                                  n.nn%                     *
*  G.               nnnnnnn                            n.nn%                     *
*  H.  nnnnnn       nnnnnnn                            n.nn%      nnnn           *
*  I.  nnnnnn       nnnnnnn                  nnnn      n.nn%      nnnn           *
*  J.  nnnnnn       nnnnnnn                  nnnn      n.nn%      nnnn           *
*  K.  nnnnnn       nnnnnnn                  nnnn      n.nn%      nnnn           *
*  L.  nnnnnn       -  UP                    nnnn      n.nn%      nnnn           *
*                      Which Line Needs Correction   <0> = OK                    *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

You w ill find separate  tab les for both  the M arried and Sing le  Categories.  Be sure to  use the right data  on the
right tab le .  They w ill both  look s im ilar, on ly the num bers w ill be d ifferent.  That is w hy they are treated together
here.

R em em ber that StockBoy u tilizes the "AN N U ALIZE D  C O M PU TA TIO N " m ethod of tax preparation.  You w ill find
the in form ation to com plete these tab les in your S tate Incom e Tax G uide, it should look identica l to th is form at.
If the  tab le does not require the  tw elve w age breaks allow ed for here, fill the  tab le so  tha t the  LA ST category 

(line "L") is  the "and U p" bracket.  G roup the em pty brackets (Zeroed) a t the top of the sca le .

IMPORTANT - You must enter the "Annualized Tax Table" from your Tax Pamphlet into this screen.
StockBoy will make the tax computations based upon the Annualized Table, and provide you with the correct
Monthly, Quarterly, and Annual Tax reports.

W hen editing  these bracke ts the  new  data is operational as soon as you press <0>  to Save the  data.  The next
payro ll C om putation w ill u tilize these figures.  D on 't change your data prem ature ly or while  another user is
com puting payro ll.
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EDIT FICA, FUTA, SUI, TAX FORMULAS

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                              FICA, FUTA, SUI FORMULAS                          *
*                                                                                *
*   FICA (Social Security) Wage Ceiling / Rate       $ nn,nnn.nn      n.nnnnn    *
*                                                                                *
*   FUTA (Fed. Emp. Ins.)  Wage Ceiling / Rate       $ nn,nnn.nn      n.nnnnn    *
*                                                                                *
*   SUI (State Emp. Ins.)  Wage Ceiling / Rate       $ nn,nnn.nn      n.nnnnn    *
*                                                                                *
*                Are these Variables Correct     <Y> or <N>                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

As has been standard, press " N  " and you w ill be routed through the ed iting cycle  o f a ll s ix categories above.
P ress <EN TER > to leave a category unchanged, otherw ise enter a  new  va lue.  You can obta in  these va lues
from  your C PA or the appropriate tax pam phlet.

EDIT GL TRANSFER ACCOUNTS

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                       General Ledger Transfer Accounts                         *
*   Automatic Posting:         YES                                               *
*   Checking Account #:        1001      CASH IN BANK # 1                        *
*   Federal Tax W/H Payable #: 2201      FEDERAL W/H TAX PAYABLE                 *
*   FICA Tax W/H Payable #:    2202      FICA TAX PAYABLE                        *
*   State Tax W/H Payable #:   2203      STATE W/H TAX PAYABLE                   *
*   SUI Payable #:                                                               *
*   SUI Expense #:                                                               *
*   FUTA Payable #:                                                              *
*   FUTA Expense #:                                                              *
*   FICA Matching Rate:                                                          *
*   FICA Expense Acct #:                                                         *
*                                                                                *
*                   Are these Variables Correct     <Y> or <N>                   *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Answering "N " to  the question above  w ill s tart you through the ED IT cycle  o f a ll the variab les show n on the
screen.  As throughout the  System , w hen you encounter a category tha t does not need to be changed just press
<E N TE R > to  go on the next prom pt and leave th is category unchanged.

The first question  w hen Editing  is:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Post Updated Payroll Computation to General Ledger      <Y> or <N>  *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

This prom pt turns O N  or O FF the  Autom atic Posting  to the  G eneral Ledger of the  Payroll C om putation  R eports.
The G enera l ledger Accounts lis ted m ust be va lid  G . L . Accounts or the U pdate C om putation w ill be stopped.
If you select " N  " for th is category you w ill have  to m anua lly take  the  P ayroll com putation  posting  report and post
it in to  the G eneral Ledger.
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+))))))))))))))))))))))))))))))))))))))))))))),
*  General Ledger Checking Account #          *

.)))))))))))))))))))))))))))))))))))))))))))))-

Type in  the G enera l Ledger Account N um ber for the C hecking Account that the payro ll checks are go ing to  be
w ritten upon.  StockBoy w ill go to  the G enera l Ledger, look up the num ber and bring back the Descrip tion from
the G enera l Ledger for that account and d isp lay it on the screen.

+)))))))))))))))))))))))))))))))))))))))))))),
*  Federal Tax W/H  Payable Account          *

.))))))))))))))))))))))))))))))))))))))))))))-

This prom pt w ants the  G eneral Ledger P ayable Account N um ber to use  for the  Federal Taxes W ithheld.  L ike
the account above, StockBoy w ill bring  back the  description  o f the  account from  the  G eneral Ledger.  The  next
tw o prom pts ask for the  sam e type  of inform ation  except for the  F IC A and S TATE w ithholding  accounts.

The system  then asks for the G L Accounts for SU I Payables and Expenses, FU TA  Payables and Expenses, and
the F IC A M atch ing R ate and Expense Account.
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EDIT EMPLOYEE MASTER TOTALS

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll )))))))))))>)),      *
*6. Custom Features       *      *
*7. System+)))))))))))))))2)))))))))))))),
*8. Master*    PAYROLL SYSTEM            *
*9. LOGOFF*                              *
.)))))))))*1. ENTER NEW EMPLOYEE FILE    *
          *2. EDIT EMPLOYEE FILES        *
          *3. POST TIME CARDS            *
          *4. COMPUTE PAYROLL            *
          *5. PAYROLL REPORTS            *
          *6. PAYROLL SYSTEM MAINTENANCE )))>)),
          *7. PRINT PAYROLL CHECK BATCH  *     *
          *8. MAIN S+))))))))))))))))))))))))))2))))))))))))),
          .)))))))))*       PAYROLL MAINTENANCE SYSTEM       *
                    *                                        *
                    *1. EDIT TAX TABLE FORMULAS & VARIABLES  *
                    *2. EDIT EMPLOYEE MASTER TOTALS )))))))))3))))>)))),
                    *3. PAYROLL POSTING CODE MAINTENANCE     *         *
                    *4. PAY+)))))))))))))))))))))))))))))))))))))))))))2))))))))))),
                    .))))))* Enter Employee Access Code to Edit <ENTER> = Quit     *
                           .)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

You are asked to  input the Access C ode for the em ployee you w ish to  edit w hen you first enter th is section.  You
w ill be ab le to change the year to  date tota ls for every category that w ill appear on any of the Payro ll R eports
or the em ployee 's W -2 form .  Your O N LY norm al use for the features ava ilab le  here is to  transfer your
em ployees' current Year to  Date to ta ls in to  the StockBoy Payro ll System  for a  m id-year start-up.

CAUTION: These edits are NON-AUDITED!  A Notation in the System History that a change was made on
this date is the ONLY cross check.  Therefore, USE THIS SECTION ONLY WITH THE ASSISTANCE OF
YOUR SUPPORT TEAM! - Except for initial start-up when you are converting your employee records from
an ongoing payroll system to the StockBoy Payroll System.

 
The Em ployee 's C ode, N am e, Socia l S ecurity  N um ber, N um ber o f Exem ptions C la im ed, and the ir S ta tus w ill
be d isp layed.  You w ill be asked if you w ant to  view  or ed it th is em ployee 's tota ls befo re  ge tting  you  in to the
editing process.  Th is g ives you the opportun ity to  m ake sure you have ca lled up the right em ployee file  before
you are com m itted  to a ll the  ed iting  prom pts.

+))))))))))))))))))))))))))))))))))))))))))))))),
* Edit / View Employee's Totals?     <Y> or <N> *

.)))))))))))))))))))))))))))))))))))))))))))))))-

N ew  num bers input here w ill rep lace the num bers previously in  that category .  They w ill not autom atica lly be
added to any o ther total.  These are edits or changes to the  report totals.

The em ployee  record  w ill look som ething like th is.  You w ill be routed through each PAYR O LL PO STIN G
C O D E'S  tota l H ours and tota l W ages for m onth to date, quarter to  date, and year to  date.  
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),  
*                        Edit Employee Master Totals                             *
*                                                                                *
*           "KMS"  Karen Marie Saint     555-11-9999    2  M  "*" / AN           *
*                                                                                *
*            "RH" REGULAR HOURS           Total Hours     Total Wages            *
*                                                                                *
*                  MONTH TO DATE          40.0            $    400.00            *
*                  QUARTER TO DATE       240.0            $  1,200.00            *
*                  YEAR TO DATE          760.0            $  3,800.00            *
*                                                                                *
*                  Enter MONTH TO DATE "RH" Total Hours                          *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Then you w ill be s tepped through the M onth to  D ate, Q uarter to  D ate, and Year to  D ate prom pts for Tota l H ours
and W ages for every P osting C ode in  the system .  Then you w ill be stepped through the sam e for FED ER AL
IN C O M E TAX W ITH H O LD IN G , F IC A W ITH H O LD IN G ; and S TATE W ITH H O LD IN G  categories.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),  
*                        Edit Employee Master Totals                             *
*                                                                                *
*           "KMS"  Karen Marie Saint     555-11-9999    2  M  "*" / AN           *
*                                                                                *
*                     Federal Withholding    Total Dollars                       *
*                                                                                *
*                       MONTH TO DATE         $120.45                            *
*                       QUARTER TO DATE        476.88                            *
*                       YEAR TO DATE           896.99                            *
*                                                                                *
*                Enter MONTH TO DATE Federal Withholding  $                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

W hen you are fin ished w ith  th is em ployee 's file , you w ill see:

+))))))))))))))))))))))))))))))))))))),
* "KMS" Edit Complete - Press <ENTER> *

.)))))))))))))))))))))))))))))))))))))-

Then you w ill see the beginning "Enter Em ployee Access C ode to  Edit. <EN TER > = Q uit" prom pt.  F rom  there
you can either se lect another em ployee to  edit, o r qu it the session.
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PAYROLL POSTING CODE MAINTENANCE

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll )))))))))))>)),      *
*6. Custom Features       *      *
*7. System+)))))))))))))))2)))))))))))))),
*8. Master*    PAYROLL SYSTEM            *
*9. LOGOFF*                              *
.)))))))))*1. ENTER NEW EMPLOYEE FILE    *
          *2. EDIT EMPLOYEE FILES        * 
          *3. POST TIME CARDS            *
          *4. COMPUTE PAYROLL            *
          *5. PAYROLL REPORTS            *
          *6. PAYROLL SYSTEM MAINTENANCE )))>)),
          *7. PRINT PAYROLL CHECK BATCH  *     *
          *8. MAIN S+))))))))))))))))))))))))))2))))))))))))),
          .)))))))))*       PAYROLL MAINTENANCE SYSTEM       *
                    *                                        *
                    *1. EDIT TAX TABLE FORMULAS & VARIABLES  *
                    *2. EDIT EMPLOYEE MASTER TOTALS          *
                    *3. PAYROLL POSTING CODE MAINTENANCE  ))))))))>)))))))),
                    *4. PAYROLL SYSTEM                       *             *
                    .))))))))))))))))))))))))))))))))))))))))-             *
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
2))))),
*                             Payroll Posting Code Maintenance                   *
*                                                                                *
*                                         "OT"                                   *
*               Type:                 EARNING                                    *
*               Code Description:     OVERTIME                                   *
*               Taxable:              YES                                        *
*               Workman's Comp:       08443                                      *
*               G.L. Acct. Number:    6001  PAYROLL EXPENSE                      *
*                                                                                *
*           Enter Payroll Posting Code     <*> = Printout  <ENTER> = Quit        *
*                                                                                *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

This is the Posting C ode F ile  fo r "O T" as you w ill see it a fter typ ing in  the Posting C ode fo r ed iting.  As you w ould
expect, a "Posting C ode" M U ST be created  here  be fo re  it can be used on a paycheck.  Th is is a "Payro ll
C ategory ," each  em ployee that uses th is category w ill have h is/her ow n rate  for th is category.  The file  te lls
StockBoy w hat to  do w ith payro ll transactions that involve th is Posting C ode.  A ll Posting C odes are  lim ited to
tw o characters.

It is  best to  se lect le tters that are  a  good abbrevia tion for the function you want to  use the code for.  "R H " for
R egular H ours, and "O T" for O vertim e are a  few  exam ples.  W hen ed iting you w ill be asked for each of the fie lds
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above, type <EN TER > to leave the answ er unchanged.  Let's take each fie ld  and expla in  it.  F irs t type in a  two
character posting code w hen you see th is prom pt:

+))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* Enter Payroll Posting Code <*>=Printout <ENTER>= Quit *

.)))))))))))))))))))))))))))))))))))))))))))))))))))))))-

Pressing <*> (asterisk) w ill p rovide you w ith  a  report o f a ll posting codes currently active in  the Payro ll System .
You w ill be re turned back to  th is prom pt a fter the prin tout is com pleted.

+)))))))))))))))))))))))))))))),
*   Add "RH" to File <Y>       *

.))))))))))))))))))))))))))))))-

If you type in  a posting code that StockBoy cannot find on file  you w ill be asked if you want to  "AD D " it to  the
file .  Answ er "N " if th is w as just a  typographica l error, and "Y " if w ant to  create  a  new  posting code.  O nce you
answer "Y " you w ill be routed through the prom pts to  create a  new  posting code.  These are  the sam e prom pts
you w ill see when you "Edit" an existing posting code.

+))))))))))))))))))))))))))))))))))))))))))))))),
*  Enter Description of Posting Code            *

.)))))))))))))))))))))))))))))))))))))))))))))))-

The D ESC R IP TIO N  w ill be prin ted out on the check stub and on reports  w hen th is posting code is used.  It w ill
further identify w here  the pay or deduction com es from .  

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
* TYPE:  D eduction  E arning or  S pecial    <*> = Delete Code      *

.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-

TY PE asks if th is is an Earn ing a  D eduction or a  Specia l D eduction.  An Earn ing Posting Code w ill AD D  to  the
pay envelope, a  D eduction w ill take aw ay.  D eductions cannot be TAXED  (the next fie ld), so the Taxable
question w ill be skipped.

AUTOMATIC EMPLOYEE CHARGE DEDUCTION POSTING CODE

Any payro ll posting code that is  a non taxable deduction m ay be set to  deduct from  the accounts receivable
system  during the auto transfer o f payro ll data to the genera l ledger. Th is allow s for em ployee charge accounts
to  be autom atica lly handled via  payro ll.

W hen creating or ed iting the payro ll posting code, s im ply input your A /R  key account num ber when the prom pt
asks for G L account num ber.  W hen you key in  the A /R  num ber, the system  w ill p rom pt aga in  for the ind iv idua l
custom er num ber.  The A /R  contro l account and the custom er nam e and num ber w ill be d isp layed on the screen
for verifica tion.

The m aster lis t o f posting codes w ill show  a ll A /R  deduction codes w ith  corresponding custom er account
num bers.  Prior to  every update payro ll com putation run, the system  w ill verify tha t any A /R  deduction codes
have va lid  custom er accounts.  If you delete  a custom er file  that is  tied to  a payro ll posting code, the system  w ill
N O T allow  that code to  be used on an update  run.  As w ith  a ll G L batch routines, the A /R  entry from  a payro ll
deduction w ill appear on the custom er fo lio  FO LLO W IN G  the auto  transfer a t the end of an update com putation
run.

In addition to the norm al deduction  m ethod (U nits tim es a negative va lue), StockBoy o ffers you a SPECIAL
D ED U C TIO N  procedure.  W hen you chose "S " for Specia l D eduction TYPE you w ill see th is question:

+)))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))),
*                  Select Special Code Function                          *

* 1= % Ded from Tax. Earns  2= Fed WH Adj  3= FICA WH Adj 4= State WH Adj*
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))-
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There are four d ifferent w ays to  use the Spec ia l C ode Function, they are:

1=  %  D ed from  Tax. Earns  A llow s you a w ay to  deduct from  the paycheck on a  percentage basis o f the Taxable
Earn ings o f the check.  Th is is m ost usefu l w hen Trade dues or Savings P lans need to  be deducted depending
upon the taxable  earn ings.  You w ill have to  estab lish  tw o d ig its and percent s ign as the first characters on the
descrip tion line to  te ll StockBoy w hat percentage is to  be w ithheld.  For exam ple, 10%  SAVIN G S PLAN  w ould
deduct 10%  of the taxable  incom e.

2=  Fed W H  Adj  A llow s you to IN C R EASE the  Federal Incom e Tax W ithholding  for an ind iv idual in accordance
w ith  requests on h is W -4 form .  It w ill on ly a llow  a specific  D ollar am ount to be deducted, no percentages are
a llow ed w ith  th is cho ice.  Put in  the am ount to  be deducted in  as a  negative figure (because it w ill be deducted
from  the earnings).

3=  F IC A W H  Adj  A llow s you to IN C R EASE the F IC A W ithhold ing for an ind iv idual in  accordance w ith requests
on h is W -4 form .  It w ill on ly a llow  a  specific  D ollar am ount to  be deducted, no percentages are a llow ed w ith  th is
choice.  Put in  the am ount to be deducted in  as a negative figure (because it w ill be deducted from  the earnings).

4=  S tate W H  Adj  A llow s you to IN C R EASE the  S tate Incom e Tax W ithholding  for an ind iv idual in accordance
w ith  requests on h is W -4 form .  It w ill on ly a llow  a specific  D ollar am ount to  be deducted, no percentages are
a llow ed w ith  th is cho ice.  Put in  the am ount to  be deducted in  as a  negative figure (because it w ill be deducted
from  the earnings).

P osting  C odes can be deleted by typ ing <*>.  W hen you "D elete" a  Posting C ode the system  w ill go  th rough
each em ployee 's file  and rem ove the code if there are no hours (un its) and no to ta ls in  any o f the records for
that em ployee.  If, a fter checking all files, the system  detects no uses o f the Posting Code it w ill be de le ted.  The
Posting C ode w ill rem ain in  the system 's records until a ll data  recorded for the Code has been zeroed at the End
of Year U pdate.

The Posting Code m ust have zero va lue and zero entries before it can be to ta lly  e lim inated from  the system .
This is how ever, an  exce llen t "C lean-U p" utility  to rem ove un-used Posting  C odes from  em ployee's check stubs.

+))))))))))))))))))))))))))))),
*  TAXABLE:  Y es  or   N o   *

.)))))))))))))))))))))))))))))-

TA XABLE re fers on ly to  the Earn ing Type of Posting C odes.  S ince som e additions to  the paycheck m ay be for
a  reason that is not taxab le , you can determ ine if taxes are to  be taken out o f th is Posting C ode.  An exce llent
exam ple is re fund ing to  the em ployee, com pany expenses previously pa id  by the em ployee.  (i.e . C ar R enta l
w hen at the Spring Buy ing Show )

+))))))))))))))))))))))))))))))))))))))))))))),
*  Enter  WORKMAN'S COMPENSATION CODE:        *

.)))))))))))))))))))))))))))))))))))))))))))))-

W O R KM AN 'S  C O M P is the p lace that you w ill insert the correct W orkm an's C om pensation C ode for the type
of w ork reflected  by th is Posting  C ode.  G et th is num ber from  your W orkm an 's C om pensation  Pam phlets.

+)))))))))))))))))))))))))))))))))))))))))),
*  Enter G.L. ACCOUNT NUMBER               *

.))))))))))))))))))))))))))))))))))))))))))-

G .L. AC C O U N T N U M BER  is the G enera l Ledger Account that w ill be D EBITED  w ith  the to ta ls from  th is
category.  This is a handy w ay to track your labor expenses in several  d ifferen t departm ents and/or loca tions.
If you have set the Autom atic Payro ll to  G .L. T ransfer contro l option in  the "PAYR O LL M AIN TEN AN C E - ED IT
PAYR O LL TAX TABLE FO R M U LAS - G L TR AN SFE R  AC C O U N TS " to  "YES,"  these to ta ls w ill be sent to  the
G .L.- e lim ina ting  your tim e to m anua lly enter the  totals.
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TH IS PAG E  IN TEN TIO N A LLY LEFT BLAN K
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PRINT PAYROLL CHECK BATCH

+)))))))))))))))))))))))))))))))),
*    MAIN SYSTEM MENU            *            
*                                *
*1. Inventory                    *
*2. Purchasing                   *
*3. Sales                        *
*4. Bookkeeping                  *
*5. Payroll ))))))))))))))))))))))))))>))))))),
*6. Custom Features              *            *
*7. System Utilities     +))))))))))))))))))))2))))))))),
*8. Master System Mainten*    PAYROLL SYSTEM            *
*9. LOGOFF               *                              *
.))))))))))))))))))))))) *1. ENTER NEW EMPLOYEE FILE    *
                         *2. EDIT EMPLOYEE FILES        *                    
                         *3. POST TIME CARDS            *                   
                         *4. COMPUTE PAYROLL            *                    
                         *5. PAYROLL REPORTS            *                    
                         *6. PAYROLL SYSTEM MAINTENANCE *                   
                         *7. PRINT PAYROLL CHECK BATCH )))))))))))>)))))))),
                         *8. MAIN SYSTEM MENU           *                  *
                         .))))))))))))))))))))))))))))))-                  *
+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
2))))),
*                       PAYROLL CHECK BATCH PRINTING SYSTEM                      *
*                                                                                *
*                                                                                *
*                         PLEASE MAKE SURE NO OTHER USER                         *
*                                                                                *
*    ATTEMPTS TO USE THE SAME PRINTER DURING THIS CHECK PRINTING ROUTINE !!!!    *
*                                                                                *
*                                                                                *
*                        Blank Top Voucher Check Format                          *
*                                                                                *
*                                                                                *
*  This action will temporarily stop other terminals from using Printer 1        *
*       Please wait any printing on Printer to finish before continuing.         *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

C heck to  be sure that any o ther prin ting job is fin ished on the non-spooled prin ter.  You w ill need to  load the
printer w ith your check form s, and you don 't w ant H erbert's  report to be printed  on your check blanks.

+))))))))))))))))))))))))))))))),
* Enter Date of check 06/01/93  *

.)))))))))))))))))))))))))))))))-

The screen w ill ask for the date  you want prin ted on the checks.  Today's date  w ill be defau lted here, but if you
are runn ing a couple  o f days ahead you would  want to  put in  the date  o f the  payday you in tend to  issue the
checks instead.
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+))))))))))))))))))))))))))))))))))))))))))))),
* Enter Starting Payroll Check Number         *

.)))))))))))))))))))))))))))))))))))))))))))))-

Input the num ber on the first check you in tend to  prin t.  These num bers w ill be verified on the next screen.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                                                                                *
*  Checks will be dated 06/01/93 and sequentially numbered starting with  4617   *
*                                                                                *
*         General Journal will be updated to show proper check numbers           *
*                                                                                *
*              AFTER the check run has been completed and approved !             *
*                                                                                *
*                                                                                *
*                 Continue with Payroll Check Printing  YES                      *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

C heck the date  and check num bers that you have put in , if they are a ll correct and you are ready to  continue
press <EN TER > to accept the "Y ES" default.

+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                                                                                *
*                 1000  ALFREDO A. ^ANDERSON        408.66                       *
*                                                                                *
*                                                                                *
*         Insert check with left perforation at ZERO scale on printer            *
*                                                                                *
*                    and print head at top of check form,                        *
*                                                                                *
*      Press <ENTER> to print single check or <C> for continuous printing        *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

Align  your check form s as described on the  screen.  P ress <EN TER > and the  system  w ill print the  first check
and stop.  You can then adjust the form s, if needed, and press <EN TER > again for another s ing le  check print.
O nce  you are happy w ith  the a lignm ent of the form s press <C > and the rest of the checks w ill be prin ted
autom atica lly.  W hen the checks are fin ished you w ill see:

NOTE - The payroll check batch, as a reminder, prints out in department code order, starting with all "*"
employees.  The checks come out in alphabetical order WITHIN each department grouping.  This is especially
convenient for those businesses who delineate multiple stores by department codes and wish to mail each
group independently.
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+))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
)))))),
*                         END OF CHECK PRINTING BATCH                            *
*                If ALL checks have printed properly, answer NO,                 *
*                     and the print batch will be erased.                        *
*                    Answer YES to run ALL checks again.                         *
*                Re-Run All Checks?  < YES > or < NO >                           *
.))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))))
))))))-

C ongratu la tions you have now  com pleted your payro ll run.  If the checks d id  not prin t properly on the form s type
"N O " and restart the prin tout.  O therw ise answ er "YES" and you w ill be routed back to the m enu.  Be sure  to
rem ove your checks from  the prin ter and put the report paper back in .  Then notify the other users that the
prin ter is ava ilab le  for use.
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