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CHAPTER ONE                     

INTRODUCTION TO THE PAYROLL SYSTEM 

 

Before you begin to use the Payroll System, it is important to become familiar with its functions and 

understand the terminology and standards used in this manual.  This chapter contains a number of 

topics which will help you to better understand and use the Payroll System. 

 

 

The Payroll System has been designed and developed to enable counties to track and manage employee 

payroll and benefits. In working with payroll, you can also maintain employee withholding items such as 

state and federal tax, health insurance benefits, insurance reimbursement, cafeteria items, PERSI, state 

unemployment, etc.; as well as issue payroll checks, vendor checks relating to payroll, employee W-2 tax 

forms, utilize direct deposit and easily track vacation time, overtime and/or sick leave. 

 

 

The Payroll system consists of a Main Menu designed for the majority of users and a Control Menu 

designed for system administrators.  The Control Menu provides a means for establishing categorization 

codes and setting system-wide control options, while the Main Menu focuses on day-to-day 

transactions. 

 

 

Computer Arts, Inc. provides technical assistance on the Payroll Financial System.  For more information 

on these technical services, see the Technical Support chapter on page 154. 
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SYSTEM TERMINOLOGY 

MENU BARS 

The primary display screens throughout the Payroll System use both menu commands and toolbar 

buttons. 

Placing the mouse on one of the commands on the menu bar and clicking once displays menus.  When a 

menu is selected, a number of menu options will be shown in the drop-down menus.  Clicking on a 

particular menu option will perform that function. 

Menus are displayed by placing the mouse pointer on one of the commands on the menu bar and 

clicking once.  When a menu is selected, a number of menu options will be shown in the drop-down 

menu. Clicking on a particular menu option will perform that function. 

You can also display menus by pressing the ALT key and the underlined letter in the menu name.  Once 

the menu is displayed, you can select any option on the menu by pressing the underlined letter for that 

option.   
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TOOLBARS 

Clicking on one of the toolbar buttons can also perform Payroll System functions.  Many of the functions 

for these buttons are specific to a particular screen and are described throughout this manual.  Toolbar 

buttons, which are standard within the system, are described in the Shortcuts section, below.

 

LIST WINDOW FUNCTIONS 

Right Click Menus 

A right-click can be used from many of the list windows (Employees, Clearinghouse, etc.) to allow you to 
display or change an item. 

For example, from the List Employee window, right click an employee.  This will display a menu of 

options you can select for that record. 

Changing Column Widths 

List Windows, such as the List Employee Position window, display data in a series of columns and rows.  
You can use your mouse pointer to change the width of the columns if desired.   

To change the width of a column, first locate the column separator to the right of the column to be 

changed.  When you move your mouse pointer to the column separator, it will change to a cross symbol 

with arrows pointing out toward the sides.  Press and hold the left mouse button and drag the mouse 

pointer to the right to expand the column or to the left to narrow the column. 
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SHORTCUTS 

The following outlines function keys, other keyboard shortcuts, and the different toolbar icons used on 

the primary menus in the Payroll System. 

Keyboard Shortcuts 

The keyboard shortcuts below are standard throughout the Payroll System and can be used to quickly 

perform several common functions. 

Key Function Key Function 

F1 Help F7 Change 

F3 Escape F8 Display 

F4 Search or Prompt ESC Close window 

F5 Refresh TAB Move to next field 

F6  Add   

 

 

PAYROLL CONTROL TOOLBAR 

 

 Exit    

 Time & Attendance Types 

 Time & Attendance 

Codes  

 Time & Attendance 

Summary report 

 Print Box Items 

 Accrual Codes 

 Function Code 

 Payroll Items 

 Job Classes 

 Step & Grade 

 Worker’s Compensation 

 Banks  

  Direct Deposit Bank 

Control 

  Insurance Control File 
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 General Expense Table 

 Payroll Control  

 Unlock File 

 Payroll Run Cycle Control 

  Withholding Control File 

 State Tax Table 

 Federal Tax Table 

 Process W-2’s  

 EEO Function Codes by 

Dept. 

 EEO Salary Ranges 

  EEO Functions 

 EEO Job Categories 

 Process EEO Records 

 Cafeteria Master  

 System Reports 

 Reports Maintenance  

 Web Control 

 PERSI Control File 

 Wage Increase 

 Processed Wage Increase 

 

 

PAYROLL MAIN MENU TOOLBAR 

PAYROLL MAIN MENU TOOLBAR 

 

 Exit    

 List Employees  

 Time & Attendance  

 Import Web Time Attendance/Clearinghouse 

 Date Control 

 Unposted Insurance Reimbursements 

 Direct Deposit Transmit File  

 State Unemployment  

 System Reports 
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GENERAL TOOLBAR BUTTONS 

  Add 

 Change 

 Delete 

 Search 

 Display 

 

USING SEARCH FIELDS 

Certain fields, such as Fund… and Department… fields require you to enter a value or code that is 

validated by the system.  When a valid code is required, search fields allow you to display and select from 

a set of codes.  You can identify search fields on the screen by the three periods following the field’s 

name. (“Department…” for example).  To search on one of these fields, do the following: 

1. Position your curser on the desired field and press the F4 key or double-click on the field. 

2. From the displayed window, locate the desired code or number.  You can use the vertical                                   

scroll bar to page through the codes, if needed. 

3. Click on the desired code or number and then click the Select button.  You can also double click 

on the code itself.  The code will be automatically entered on the Add and or the Update 

window. 

 

 

ERROR MESSAGES 

To ensure accuracy and consistency, the Payroll System automatically validates information when you 

add or update records.  If required data is missing, or if the data is entered incorrectly, you will receive 

error messages to alert you. 

Error messages are typically displayed in two parts.  The first is the error message itself.  This lets you 

know that one or more problems have been found with the data entered.  The second part, the message 

log, lists each error detected by the system. 

When you receive an error message, it will never instruct you to review other messages.  Click the OK 

button to close this window and refer to the message log and other error messages.  After reviewing the 

listed messages in the message log, click on the Close button in the top right corner to close this 

window.  Close any additional error messages by clicking the OK button and return to your entry or 
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update window.  Data fields with errors will typically be displayed in red.  Correct any errors and continue 

with your data entry. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Payroll System     

 

CHAPTER TWO   

EMPLOYEES 

ADDING AN EMPLOYEE                                                             

Click the Employee toolbar button or from the Menu bar click “Select” and choose Employees from the 

drop-down menu. The List Employee Position screen will display. 

 

 

Click the Add toolbar button to add a new employee.  

Enter all applicable information for the employee.  

Field description are as listed below. 

*Name  ( F, M, L) Employee first name, middle initial, and last name. 

*SSN Employee social security number 

*Status Default status is active. Other status values from the drop-down menu are: 
Deceased, Leave, Terminated, FMLA, and Work Comp. 

*Street Address Employee street address 

*Mailing Address Employee mailing address. If it is the same as the street address, click the Copy 
button. 
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Home Phone Employee home phone number 

Cell Phone Employee cell phone number 

Business Phone Employee business phone number 

Extension Employee telephone extension (if applicable). 

Birth date Employee birth date. 

Hire Date Date employee was hired. 

Separation Date Date employee ceased to be employed. 

Start Date Date employee began employment. 

Full time Date Date employee began employment on a full time basis. 

Insurance Elig 
Date 

Date employee becomes (or became) eligible to receive insurance benefits. 

Perf Review Date Date employee is due for a performance review 

Salary Review 
Date 

Date employee becomes eligible for a salary review. 

Adjustment Date Date employee’s pay check will be adjusted following a salary review. 

PERSI Eligible 
Date 

The date employee is eligible for PERSI. 

*E-mail Address Employee e-mail address.  If the email address is blank, a web account cannot 
be setup. 

Emergency 
Contact 

Name of person to contact on behalf of employee in case of an emergency. 

Emergency 
Contact Phone 

Telephone number of emergency contact. 

*Part/Full Time Click the down arrow and make full time or part time selection. 

*PT / FT EEO Sub 
Status 

Enter whether employee is part time or full time for EEO reporting. 

 

*Base Hours Total hours employee has been hired to work per pay period, i.e. 173.33 hours 
based on monthly pay period, 80 hours based on bi-weekly pay period, and 
86.66 hours based on a semi-monthly pay period. 
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*Gender Choose male or female from the drop-down menu. 

*Marital Status Choose married or single from the drop-down menu. 

EIC Defaulted to No Certificate. Possible values are Married with Both Spouses, 
Single or Head of Household, or Married Without Spouse from the drop-down 
menu. 

*State Filing 
Status 

Choose Married, Married at Higher Single Rate, or Single from the drop-down 
menu. 

*State Exemption Number of exemptions employee desires to claim on his/her W-2 Defaulted to 
zero. 

*Federal Filing 
Status 

Choose Married, Married at Higher Single Rate or single from the drop-down 
menu. 

*Federal 
Exemptions 

Number of exemptions employee desires to claim on his/her W-2. Defaulted to 
zero. 

*Class Code… Press F4 on your keyboard and select the class code employee was hired under 
from the List Job Class screen. 

*Worker Comp 
Code… 

Press F4 on your keyboard and select the worker’s compensation code 
employee will work under from the List Work Comp Screen. 

*Hourly/Salary Choose Hourly, Exempt-Salary, Non-Exempt or Other from the drop-down 
menu. 

*Base Hours Insert number of base hours employee has been hired to work under this 
position. Note that if payment is being made to employee from more than one 
fund, the second fund or third fund can be added on the Display Employee 
Position screen and will be explained later in this manual. 

Classification Used for state retirement purposes. Defaulted to General. Possible values are 
Fire or Police, or None from the drop-down menu. 

Elected or 
Appointed Official 

Check this box if employee is an elected or appointed official. 

*Fund… Press F4 on your keyboard and select fund that employee was hired under from 
the List Fund screen. 

*Department… Press F4 on your keyboard and select department that employee was hired 
under from the List Department screen. 

*Account… Press F4 on and select account that employee will be paid out of from the List 
Chart of Accounts screen. 
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*Sub… 

 

Function Code  

 

Press F4 on your keyboard and select account that employee will be paid out of 
from the List Chart of Accounts screen. 

 

Double-click this field to select function code as it pertains to employee job 
title. 

* - Denotes a required field   

 

Click the Add button to continue and process payroll items: 

Payroll items flagged in Payroll 

Control / Payroll Items as mandatory 

will by default be selected. 

Select other payroll items to add for 

the new employee.  When finished 

click the Add button to process the 

wage item: 
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Enter the Grade Code and Step or the Hourly Rate.  The Salary fields will automatically display the 

annual rate.  Click the Add button when complete. 
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The Employee Accrual panel will display next: 

 

Select from the Available Accrual list then click the Add button.  The following panel will display 

information on the selected accrual.  Click Add to activate accrual. 
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When finished, the accrual panel will list active accruals on the left and available accruals on the right: 

 

 

To inactivate an accrual, select the accrual on the left then click the Change button. 

When finished, this is an example of how the Edit Employee Accrual should appear: 
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LOCATING AND DISPLAYING AN EMPLOYEE 

To display a list of employees from the Payroll Main Menu, click the  Employee toolbar button or 

click “Select” on the Menu Bar and choose Employees from the drop-down menu. The List Employee 

Position screen will display.  From this screen you can locate and display existing employees. 

 

 

 

Notice that the screen is divided into two separate sections.  The radio buttons located on the upper 

portion of the screen can be used to narrow down the search and selection process. A description of the 

radio buttons follows: 

 

Employee Status (Defaulted to 
Active) 

 

ALL Lists all employees. 

Deceased Lists only deceased employees. 

FMLA Lists only employees under the Family Medical Leave Act 

Leave Lists only employees that are on leave from employment. 

Terminated Lists only employees that have been terminated. 

Work Comp Lists only employees that are currently collecting workman’s 
compensation. 
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Position Status (Defaulted to 
Active) 

 

All Lists all employee status positions. 

Active Lists only active employee status positions 

Inactive Lists only inactive employee status positons. 

Position (Defaulted to Primary)  

All Lists all positions. 

Primary Lists only primary positions. 

Demand (Defaulted to All)  

All Lists all employees available to be marked for demand. 

Marked for Demand Lists only employees that have been marked for demand and 
subsequent payment. 

 

To locate an employee, you can either scroll down through the list on the grid, or you can click the 

Search toolbar button. The Search Employee Position screen will display. Complete the name (or partial 

name) or any other desired field and click the OK button.  The system will take you to the first name on 

the grid that contains the information just previously entered. Continue with this search method until 

the desired employee is located. Once located, highlight that employee by double-clicking on the 

employee name.  The Display Employee Positon screen will display. From this screen all employee 

information can be accessed. 

VIEWING EMPLOYEES 

To view information pertaining to an individual employee, from the List Employee Position screen, 

highlight the desired employee and press F8 on your keyboard, or use the right click feature on your 

mouse and choose display from the drop-down menu.  You may also select “Process” on the menu bar 

and choose Display from the drop-down menu, or just double click on the desired employee. 

Details for an employee can also be viewed by clicking the Display toolbar button after selecting the 

desired employee. 

The Display Employee Position screen will display.  From this screen, all information related to the 

selected employee can be accessed. The Display Employee Position screen is divided into two separate 

sections.  The top section deals with employee information and the lower section with position 

information as it (1) pertains to the employee and (2) ties into the financial system. 
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CHANGING EMPLOYEE INFORMATION 

From the List Employee Position screen, highlight the employee you desire to change information on, 

click "Process" on the menu bar and choose Change Employee from the dropdown menu or click the 

   Change button located on the toolbar. The Change Employee screen will display. This screen can 

also be accessed by clicking the    Employee button located under Employee Options on the 

Display Employee Position screen and then clicking the  Change button. Changes can now be made 

to the fields with a white background. When finished, click the Change button again to update 

employee information. The Cancel button should be used to cancel the changes just previously made on 

the screen and the Help button may provide any necessary assistance you may need. If you need an up-

to-date hard copy of the employee's personal employment information, click the Print button. You will 

be provided with an easy-to-read EMPLOYEE DATA SHEET which lists Employee's personal information 
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at the top, their accruals in the middle portion; and their salary, the fund salary comes out of, the 

department and the payroll items in the lower section. 

Click the  button to display the Employee Notes screen.  This provides you with an area to 

make notes pertaining to an employee. 

 

DELETING AN EMPLOYEE 

From the List Employee Position screen, highlight the employee you desire to delete and click the          

Delete button. If there are records attached to the employee, a window will display stating that "the 

record cannot be deleted". However, if no records exist for the employee, the Delete Employee screen 

will display with the employee's information showing in all completed fields with a red background. Click 

the Delete button to confirm the delete and return to the List Employee Position screen. Notice that 

the employee name will have been removed from the grid on this screen. 

When history records exist for an employee and the system will not allow the delete, the user can 

change the status field on the Change Employee screen from active to the appropriate status 

(deceased, terminated, etc.). This will cause the employee name to be removed from the List Employee 
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Position screen as an active employee and be moved to the List Employee Position screen under the 

appropriate status. 

 

DISPLAYING AN EMPLOYEE’S W-2  

From the List Employee Position screen, highlight the employee you desire to display a W-2 for.  Double 

click on the employee's name. The Display Employee Position screen will display. Then from the 

Display Employee Position screen, click the Display W-2 button located near the upper right hand 

corner of the screen.  The Process Employee screen will display showing the highlighted employee. The 

system will default to the current year. If you desire a previous year, make the change and click the OK 

button.   The Process Employee screen will again display showing the employee's W-2 WAGE AND TAX 

STATEMENT. When finished viewing, click the Done button to return to the Display Employee Position 

screen. Note that this screen can be printed for employee or in-house use if desired, but should not be 

confused  with  the processing  of employee  W-2's which  will  be discussed  later in this manual. 

EMPLOYEE POSITION 

The Primary Employee Position is entered on the Add Employee screen when the employee is hired and 

all other information is entered into the system for that employee. Occasionally an employee is hired to 

work a primary position for a certain amount of time each pay period and a secondary position for the 

remainder of their base hours.  When this occurs, an Employee Position needs to be added. 

ADDING AN EMPLOYEE POSITION 

From the Display 

Employee Position 

screen, click the 

 Add button 

located within the 

Position Option 

buttons found 

toward the lower 

right side of the 

screen. The Add 

Employee 

Position screen 

will display. 
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Notice that the employee information (employee number, name and status) carries forward from the 

previous screen. Fields within the Position Information portion of the screen must now be filled in. A 

description of these fields follows: 

 

*Class Code… Press F4 on your keyboard and select the 
job class code for the new positon. 

Position Primary Check this box if the new position will be the 
primary position for the employee. 

*Worker Comp Code… Press F4 on your keyboard and select the 
desired worker’s comp code for the new 
position. 

Status Defaults to active. Possible values are active 
or inactive – from the drop down menu. 

*Hourly/Salary Choose Hourly, Exempt-Salary, Non-Exempt 
or Other from the drop-down menu. 

*Base Hours Insert number of base hours employee has 
been hired to work under this position. Note 
that if payment is being made to employee 
from more than one fund, the second fund or 
third fund can be added on the Display 
Employee Position screen and will be 
explained later in this manual. 

Classification Used for state retirement purposes. 
Defaulted to General. Possible values are Fire 
or Police, or None from the drop-down 
menu. 

Elected or Appointed Official Check this box if employee is an elected or 
appointed official. 

*Fund… Press F4 on your keyboard and select fund 
that employee was hired under from the List 
Fund screen. 

 

 

Once all of the above fields have been completed, click the Add button. The system will add the 

employee position and return to the Display Employee Position screen. Note that the new position will 
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now display on the grid near the middle of the screen with the primary position listed first and all other 

positions shown below. 

 

 

CHANGING AN EMPLOYEE POSITION 

To make changes within an existing employee's position, from the Display Employee Position screen 

highlight the position within the grid that you desire to change and click the 

Change button within the Position Options located toward the lower right side of the screen. The 

Change Employee Position screen will display with the information from the just previously highlighted 

position showing in all completed fields. 

Changes can now be 

made to the fields 

with a white 

background. Once 

all the desired 

changes have been 

made, click the 

Change button to 

effect the change 

and return to the 

Display Employee 

Position screen. 
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DELETING AN EMPLOYEE POSITION 

To delete an existing employee's position, from the Display Employee Position screen highlight the 

position within the grid that you desire to delete and click the        Delete button within the Position 

Options located toward the lower right side of the screen. If employee's position is a primary position 

and/or there are records attached to employee position, the system will not allow the delete. However, if 

employee position is not a primary position and/or records do not exist, the Delete Employee Position 

screen will display with all fields showing    a red background. Click the Delete button to confirm the 

delete and return to the Display Employee Position screen. Notice that the deleted position will not now 

show within the grid on this screen. 

COPYING AN EMPLOYEE POSITION 

A position may need to be added to an employee that is very similar to a position that already exists for 

that employee. To copy an existing employee's position from the Display Employee Position screen, 

highlight the position you desire to copy and click the Copy button within the Position Options located 

toward the lower right side of the screen. The Add Employee Position screen will display with all 

completed fields showing the information within the just previously highlighted employee's position. 

Make changes on any (or all) of the fields showing a white background and click the Add key to add the 

new position and return to the Display Employee Position screen. Notice that the original position and 

the new position are now both listed within the Position Information grid. 

WHAT IF 

The What If Option allows the employee to test scenarios (such as the number of exemptions they desire 

to claim on their W-2 WAGE & TAX STATEMENT form; insurance variations and other exemptions) as 

they pertain to salary, withdrawals and  the employee's  subsequent paycheck.  

From the Display Employee Position screen, click the                              button located in the lower right 

hand corner of the screen. The What If option can also be accessed from the List Employee Position 

screen by clicking the What If button on the toolbar.   You can also click "Process" on the menu bar and 

choose the What If option from the drop-down menu or utilize the right click button on the mouse and 

choose What If from that drop-down menu. The What If Selection Criteria screen will display.  An 

explanation of the fields contained within that screen follows below. 

Employee Information Carried forward from the previous screen 
and provided for user informational 
purposes only. 

Selection Criteria Allows the user to either display W-2 from 
primary or secondary position or to run 
the What If calculation for all positions. 



Payroll System     

 

Payroll Cycle The pay frequency field automatically defaults 
to how many times per month the employee 
is paid. If employee is paid more than once per 
month, turn on the desired radio button(s) or 
choose the entire month radio button. 

 

 

When all fields have been completed, click the Continue button located in the upper right hand comer 

of the What If Selection Criteria screen. The Employee What If Payroll Items screen will display. 
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This screen is divided into four separate sections; namely Employee Information, Position Selected, 

Add/Delete Payroll Item and Employee Payroll Items. 

The   user now  has complete control (for  informational  purposes only) to change all fields with a white 

background  and to add  and/or  delete payroll  items using different scenarios such as filing status and  

the adding and deleting  of payroll  items to achieve the desired  information  as it  pertains to the 

amount  withheld for payroll  items, insurance,  etc. and the amount  of the employee's pay check. By 

entering different criteria and clicking the Process button located in the top right hand corner of the 

Employee What If Payroll Items screen, the employee can make an educated decision as to how many 

dependents to claim for tax purposes and what optional payroll items he/she can afford to have 

deducted from their paycheck. By clicking the Process button on this screen, the system will make the 

computation and the What If Computations screen will display showing a partial W-2 WAGE AND TAX 

STATEMENT for the criteria contained in the previous screen. 

NOTE - Item adjustments are not used on "What If'. 



Payroll System     

 

 

When finished, click the Done button to return to the List Employee Position screen or the Display 

Employee Position screen depending on where you were when you started using the What If feature.    If 

a hard copy of the partial W-2   WAGE AND TAX STATEMENT is desired, click the Print button located in 

the upper right hand comer of the What If Computations screen. 

NOTE - The "WHAT IF' feature is only used to provide different scenarios to the employee as to the 

number of exemptions, etc. would best accommodate his/her individual financial needs. No 

information within the "WHAT IF' feature will transfer to the employee's W-2. 

DISPLAY EMPLOYEE DATES 

From the List Employee Position screen, click the Display Employee Dates toolbar button, or click 

"Process" on the menu bar and highlight Display Employee Dates from the drop-down menu.  The 

Display Employee Dates screen will display. 
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This feature is utilized as a quick and simple way to view all employee dates.  When finished, click the 

Done button to return to the List Employee Position screen. 

EMPLOYEE CHANGE TRACKING 

From the List Employee Position screen, click the            Employee Change Tracking toolbar button, or 

click "Process" on the menu bar and highlight Employee Change Tracking from the drop-down menu. 

The Display Employee Change History screen will display. 

Notice that that screen is divided into three basic sections; a grid shown in the upper left corner of  the  

screen; a grouping  of function buttons in the upper right hand corner and data (previous and new) 

shown in the lower section of the screen. When a change occurs pertaining to the employee, employee 

position or an employee's payroll item, a blue check mark will show to the left of the appropriate button 

where the change occurred and a change action line will display within the grid once you click the 

desired button showing a blue check mark. 

Previous Data shows fields before change(s) were made; New Data shows fields after change(s) were 

made. Use the grid located in the upper right hand comer of the screen to highlight the action you desire 

to display. The radio buttons located under the grouping of function buttons can be utilized to sort 

changes shown on the grid allowing the user to view all action, only changed action or only new action. 
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If it becomes necessary for you to 

search for an action, click the 

appropriate "Search" button (Search 

Employee, Search Position or Search 

Item). A filter screen will then display 

allowing you to select the field you 

desire to filter. Check the Status box to 

show all action. After selecting one or 

more fields, click the Process button to 

display records associated with the 

Search request. You can now highlight 

the action within the grid that you 

desire to view and that information will 

then display on the screen with changes 

showing a yellow background. When 

finished, click the Done button to 

return to the List Employee Position 

screen. 
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CHAPTER THREE  

PAYROLL ITEMS 

Payroll items are wages and the deductions that are taken from employee paychecks, whether 

mandatory or optional. Mandatory deductions include Medicare, State Withholding, Federal 

Withholding, and Social Security tax. Optional deductions may include insurance premiums (medical, 

dental, life, etc.), or 401K, as well as garnishments and cafeteria items. These payroll items are set up 

and defined within the Control Menu. (See Chapter Sixteen of this manual.) 

When you add a new employee or a new employee position, the system will automatically step you thru 

the process of adding the payroll items for that employ e or employee position. After information is 

entered on the Add Employee screen, click the          Add button.  The List Employee Payroll Items and 

Adjustments screen will display. The        Payroll Items button can also be accessed from the List 

Employee Position screen toolbar, or the Display Employee Position screen under Position Options. 

From the List Employee Payroll Items and Adjustments screen you can add, change and delete payroll 

items. Year To Date adjustments can also be made to payroll items from this screen. The grid    at the 

bottom of the screen (Employee Adjustments) allows the user to add, change and delete payroll item 

adjustments.  The buttons that are grayed out on this screen (           Hold Item and         Remove Hold), are 

only active when the payroll run is of type demand. (See Chapter 11 of this manual.) 

When adding payroll items to an employee, if the item code requires an amount or a percent, Item 

screen. The user will need to add the employee wage and any other item that needs an amount.      Some 

items have already been set up to automatically deduct amounts or percentages within the Control 

Menu. 
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ADDING A PAYROLL ITEM TO AN EMPLOYEE 

From the List Employee Payroll Items and Adjustments screen, and click the           Add button from the 

Payroll Item Options 0n the right-hand side of the screen, or press F6 on your keyboard.  The Add 

Employee Payroll Item screen will display. 

 

 

Notice that the Employee Name and Number as well as the Class Code carry over from previous screens.  

Complete the fields with a white background.  Field descriptions are set forth below. When finished, click 

the Add button to add the payroll item and return to the List Employee Items and Adjustments screen. 

Notice the newly added payroll item will show within the grid (at the bottom) on this screen. 

 

Item Code Press F4 on your keyboard to display the List Payroll Item 
screen. Use the scroll bars located on the right side of the 
screen to scroll down to the item you desire or utilize the 
Search and Select buttons on the screen to locate the 
desired payroll item. Now highlight that item and click the 
Select button to select the item and return to the Add 
Employee Payroll Item screen. 
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Status Choose Active or Inactive from the drop-down menu.  System 
default to active. 

Invoice Number Invoice number assigned to payroll item. 

Amount – Payroll I Amount to be taken from the 1st payroll each month. 

Percent – Payroll I Percentage of gross to be taken from the 1st payroll each 
month. 

Amount – Payroll 2 Amount to be taken from the 2nd payroll each month. 

Percent – Payroll 2 Percentage of gross to be taken from 2nd payroll each month. 

Amount – Payroll 3 Amount to be taken from 3rd payroll each month. 

Percent – Payroll 3 Percentage of gross to be taken from 3rd payroll each month. 

 NOTE: Either a specific amount or a percentage can be taken 
from each payroll showing a white background, but not both. 

ADDING MULTIPLE PAYROLL ITEMS TO AN EMPLOYEE 

From the List Employee Payroll Items and Adjustments screen, click the                         or press F9 on 

your keyboard. The List Payroll Item to Add to Employee screen will display. From this screen multiple 

payroll items can be added at once. 
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 Highlight a payroll item you wish to add to the selected employee and click the         Toggle Selection 

button on the toolbar located at the bottom left of the screen or press F7 on your keyboard. Notice that 

a check mark appears on the item marked for selection within the grid under the Select column and that 

the number 1 appears in the "Selected" field counter located toward the upper right side of the screen. 

This number coincides with the number of payroll items selected in the grid below. For example, if five 

payroll items are selected, the number 5 will show in the "Selected" field. Continue selecting payroll 

items. When finished, click the Add button. The Add Employee Payroll Item screen will display.  From 

this screen, the user can select the pay period and the amount or the percentage to be withheld from 

employee's earnings. If payroll item is mandatory, the amount to be withheld will automatically be 

deducted using specs set up in the Control Menu. Note that the Add Employee Payroll Item screen will 

display for each payroll item just previously selected. 

Selected items can also be sorted placing them at the of the employee payroll items grid with the 

unselected items underneath by clicking the         Sort button located toward the top right side of the 

screen. 

To display each payroll item more specifically, from the List Payroll Item to Add to Employee screen, 

highlight the desired item within the grid and click the            Display Payroll Item button located on the 

right side of the lower toolbar or press F8 on your keyboard. Specific information pertaining to the 

highlighted payroll item will be shown on the Display Payroll Item screen. When finished, click the 

Done button to return to the List Payroll Item to Add to Employee screen. 

 

CHANGING AN EMPLOYEE ITEM 

From the List Employee Payroll 

Items and Adjustments screen, 

highlight the payroll item within 

the grid that you want to change 

and click the          Change button 

from the Payroll Item Options or 

press F7 on your keyboard.  The 

Change Employee Payroll Item 

screen will display. Here changes 

can be made pertaining to status, 

invoice number, amount(s) or 

percentage(s). Once changes have 

been made, click the Change 

button to effect the change(s) and 

return to the List Employee Payroll 

Items and Adjustments screen. 
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DELETING AN EMPLOYEE PAYROLL ITEM 

From the List Employee Payroll Items and Adjustments screen, highlight the optional payroll item within 

the grid that you desire to delete and click the          Delete button from the Payroll Item Options located 

on the right side of the screen.  The Delete Employee Payroll Item screen will display with all fields 

showing a red background. Click the Delete key to confirm the delete and return to the List Employee 

Payroll Items and Adjustments screen. The payroll item will be deleted (and will no longer appear 

within the grid on this screen) if there are no history records attached to it. 

If there are history records associated with the optional payroll item, change the status from active to 

non-active on the Change Employee Payroll Item screen. The payroll item will not now show within the 

grid on the List Employee Payroll Items and Adjustments screen and monies will no longer be withheld 

from the employee's paycheck. However, history records will remain in the system pertaining to the 

payroll item. 

MAKING YEAR TO DATE ADJUSTMENTS 

From the List Employee Payroll Items and Adjustments screen, highlight the item you want to adjust 

and click the                            button. The Process Employee Payroll History screen will display showing 

selected item details. Click the                              button within the Run Information portion of the screen 

and highlight the desired posted run from the List Payroll Date Control screen. Click the Select key. The 

selected run information will now display within the Run Information portion of the Process Employee 

Payroll History screen. 

Now enter the adjustment 

amount within the Update 

Information section located at 

the bottom of the Process 

Employee Payroll History 

screen, and indicate if the amount 

is an increase or a decrease. If 

neither the increase nor decrease 

radio buttons are turned on, the 

system will automatically default 

to increase. When the adjustment 

is an increase, the employee owes 

the employer. When the 

adjustment is a decrease, the 

employer owes the employee. 

Click the Process button located in the upper right hand corner of the screen. The adjustment will be 

made and a window will display stating that the "transaction was successfully completed".   The 
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adjustment (if a decrease) now needs to be marked for demand and repaid to employee.  (See Chapter 

Eleven of this manual.)  If the adjustment is an increase, monies need to be collected by the employer 

from the employee. 

PAYROLL ITEM ADJUSTMENTS 

From the List Employee Payroll Items and Adjustments screen, highlight the item within the employee 

payroll items grid that you desire to add an adjustment to and click the          Add Adj. button under the 

Adjustment Options located toward the lower right side of the screen or press F1 on your keyboard. The 

Add Employee Adjustments screen will display. Complete the fields showing a white background and 

click the Add button to return to the List 

Employee Payroll Items and Adjustments screen. The adjustment will be added and then display 

within the Employee Adjustments grid located at the bottom of the List Employee Payroll Items and 

Adjustments screen. 

 

 

An explanation of fields on the Add Employee Adjustments screen: 
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*Item Code The highlighted payroll item information should have 
carried forward from the previous screen. If it is necessary to 
change the item code, press F4 on your keyboard to display 
the List Payroll Item screen.  Locate and highlight the 
desired item. 
Click the Select button to select the payroll item and return 
to the Add Employee Adjustments screen. If necessary, 
utilize the Search and Select buttons on the List Payroll 
Item screen to locate the desired payroll item 

Entered Date Date adjustment becomes (or became) effective. 

*Reason Reason for adjustment. 

*Increase/Decrease Item Click either the increase or decrease radio button. 

One time Check this box if the adjustment is a one-time activity. 

# *Amount – Payroll 1 Amount to be taken from 1st payroll each month. 

# *Percent – Payroll 1 Percentage to be taken from 1st payroll each month. 

# *Amount – Payroll 2 Amount to be taken from 2nd payroll each month, if applicable. 

# * Percent – Payroll 2 Percentage to be taken from 2nd payroll each month, if 
applicable. 

# *Amount – Payroll 3 Amount to be taken from 3rd payroll each month, if applicable. 

# *Percent –Payroll 3 Percentage to be taken from 3rd payroll each month, if 
applicable. 

 # - Either a specific amount or a percentage can be taken from 
each payroll, but not both. 

 * - Denotes a required field. 

 

CHANGING A PAYROLL ITEM ADJUSTMENT 

From the List Employee Payroll Items and Adjustments screen, highlight the adjustment you desire to 

change within the employee adjustments grid located toward to bottom of the screen and click the           

Chg Adj. button from the Adjustment Options or press F2 on your keyboard. The Change Employee 

Adjustments screen will display. Here changes can be made pertaining to entered date, reason, 

increase/decrease, one-time, amount or percentage taken from first, second and/or third payroll, acct 

number or sub account number. When finished, click the Change button to effect the change and return 

to the List Employee Payroll Items and Adjustments screen. 
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DELETING PAYROLL ITEM ADJUSTMENTS 

From the List Employee Payroll Items and Adjustments screen, highlight the adjustment within the 

grid at the bottom of the screen that you desire to delete and click the           Delete Adj. button from the 

Adjustment Options located near the lower right side of the screen. The Delete Employee Adjustments 

screen will display with all fields showing a red background. Click the Delete key to confirm the deletion, 

return to the List Employee Payroll Items and Adjustments screen and remove the adjustment from 

the grid at the bottom of that screen. 
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CHAPTER FOUR 

ACCRUALS 

Accruals are benefits earned by employees. Some examples of Accruals are Personal Time, Sick Time 

and Vacation Time. Accruals can be earned yearly, quarterly, monthly, bi-monthly, etc. and are usually 

based on years of service. 

LIST EMPLOYEE ACCRUALS 

From the List Employee Position screen, highlight the desired employee and click the         Accruals 

toolbar button, or click Process on the menu bar and choose Accruals from the drop-down menu. The 

List Employee Accrual screen will display showing employee information at the top, accrual balance 

information in the middle, and actual accrual codes available to the employee within the grid at the 

bottom of the screen. 

 

 

 

The List Employee Accrual screen can also be accessed by double-clicking on the selected employee 

from the List Employee Position screen and clicking the           Accruals button located at the top right 

hand side of the Display Employee Position screen under Employee Options. 
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ACCRUAL BALANCE INFORMATION  

By highlighting the Accrual Code within the grid on the List Employee Accrual screen, and clicking the                      

balance   button, the accrual balance for that Accrual Code will display within the Accrual Balance 

Information portion of the screen. The field name "History Hours" shows value from Accrual history 

(Hours which have been accrued and posted), and the field name "T/A Hours" shows the accruals that are 

in Time and Attendance that have been earned, but are not yet been posted. 

EDITING ACCRUALS 

From the toolbar at the bottom of the List Employee Accrual screen, you will see an option to Edit 

Accruals. Upon clicking that button or pressing F7 on your keyboard, the Edit Employee Accrual screen 

will display. 

 

 

This screen shows the current employee accruals on the left hand side, and the available accruals on the 

right hand side of the screen. Edits may be made on this screen utilizing the Add, Remove or Change 

buttons located in the middle of the screen. 

To add an Accrual to an employee, from the Edit Employee Accrual screen, highlight the Accrual from 

the Available Accrual list and click the Add button. The Add Employee Accrual screen will display. 

Complete the following fields and click the Add button to add the accrual to the employee and return to 

the Edit Employee Accrual screen. Notice that the selected accrual will move from the available accrual 

list to the employee accrual list. 
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*Status Defaulted to Active, Another possible value is Inactive 
from the drop-down menu. 

Prorate Check this box if county allows accruals to be prorated. 

*Base Accrual Date Defaults to employee hire date. 

*Accrual Base Hours Number of base hour’s employee has been hired to work. 

To remove an accrual from the employee accrual list, highlight the accrual to be removed and click the 

remove button. The selected accrual will move from the employee accrual list to the available accrual 

list.  Note that if a record of accruals is attached to the particular accrual code, the system will not allow 

the accrual to be removed. However, the accrual status can be changed from active to inactive on the 

Change Employee Accrual screen. Once the accrual status has been changed to inactive, the history 

records will remain; however, the employee will no longer accrue that particular accrual. 

To change an employee's accrual data for a particular accrual code, highlight the code within the 

employee accrual list to be changed and click the Change button. The Change Employee Accrual screen 

will display. Here you can change the status of the employee accrual from active to inactive (allows 

inactivation of further accruals, but retains history records). The accrual can also be prorated by clicking 

(checkmark will be added) the prorate box on the screen. The base accrual date (Employee Hire Date) is 

used to determine when the accrual will begin. This is based on the accrual code from the Control Menu. 

For example, if the months before accrual starts is 1 month, the Start Accruing Date would be one 

month after the employee start date. 

Note that when an Accrual status has been changed from Active to Inactive, that accrual will still display 

within the grid on the List Employee Accrual screen. However, it will show with a gray background. 

 

 

Click the Change button once edit has been completed to effect the change and return to the Edit 

Employee Accrual screen. 
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ADDING A NEW ACCRUAL CODE 

New accrual codes can be added from the Edit Employee Accrual screen.  Click the         Add A New 

Accrual Code toolbar button located at the bottom right side of the screen or press F6 on your keyboard. 

The Add Accrual Codes screen will display and allow codes to be added. Click the Add button when 

finished to add the code to the Available Accrual Code List and return to the Edit Employee Accrual 

screen. 

 

 

Fields on the Add Accrual Codes screen are outlined below: 

*Accrual Code A four-digit code that should be a shortened version 
of the description (below). For example, the code 
for Vacation Earned could be VAC or VACE. 

*Description Brief description of accrual up to 30 characters in 
length. 

*Type Press F4 on your keyboard. The List Time and 
Attendance Types screen will display. Highlight the 
desired type and click the Select button. 

*Frequency Choose Annual on Accrual Date, Annual on First 
Payroll, Annual on Last Payroll, Each Payroll, First 
Payroll, First and Last Payroll, Last Payroll, Monthly 
On Accrual Date or Annual Birthday from the drop-
down menu. See frequency definitions defined 
below. 

Months Before Accrual 
Starts 

Number of months before accrual activates. 

 * - Denotes a required field. 
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FREQUENCY DEFINITIONS 

 

Annual on Accrual Date The annual on accrual date uses the start date 
compared to the payroll run from and to date. If it falls 
within those dates, the accrual is applied. 

Annual on First Payroll If the month is January, and the control number is one, 
the accrual is applied. 

Annual on Last Payroll This is applied when the control month is December and 
the last payroll flag is “yes”. 

Each Payroll Applied on each payroll run. 

First Payroll If the control payroll number is one, the accrual is applied. 

First and Last Payroll If the control payroll number is one, and the last payroll 
flag is “yes”, the accrual is applied. 

Last Payroll This is applied when the control flag, last payroll run is 
“yes”. 

Monthly on Accrual 
Date 

This is based on the day. If the start dates is 8/4/01, the 
program looks at the “04” to see if it falls within the 
control from and to date. 

Annual Birthday 

 

 

 

 

 

 

 

 

 

 

 

This process takes the month and day and compares that 
to the payroll run from and to dates. 
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ACCRUAL SCHEDULE 

From the List Employee Accrual screen, highlight the accrual within the grid found in the middle portion 

of the screen that you desire to display an accrual schedule for, and click the                                                                 

option located on the lower toolbar. The List Accrual Schedule screen will   display. 

From this screen, accrual schedules can be displayed. 

 

If you desire to add, change or delete an accrual schedule, see Accruals within Chapter 16 (Control Menu) 

of this manual. 
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SELECTED ACCRUAL HISTORY 

To  show  accrual  history  (such  as vacation  time  or  comp time)  for  a  selected  employee, highlight 

the desired accrual within the grid and click the                                                  button from the toolbar  on the 

bottom  of the  List Employee  Accrual  History screen.  The  List Employee Accrual History  screen  

with  the specific accrual  type  code will then display the history  for  the  selected  accrual.   From  this 

screen,  specific  accruals  can  be displayed  by clicking the           Display button  located on  the bottom 

toolbar of the screen or by clicking F8  on  your keyboard.  

 

 

 

 

 

 

 

 

 

 

 

 



Payroll System     

 

ALL ACCRUAL HISTORY 

To show history for all accrual types, click the                                                  button located on the toolbar at 

the bottom of the List Employee Accrual screen. The List All Employee Accrual History screen will 

then display all accrual history for the selected employee. Note that Additions, Changes and Deletions 

can be made to specific accruals from this screen. 

 

 

ADDING AN ACCRUAL HISTORY ADJUSTMENT 

From the List All Employee Accrual History screen, highlight the item within the grid that you desire to 

add an adjustment to and click the          Add button located toward the lower left side of the screen or 

press F6 on your keyboard. The Add Employee Accrual History screen will display. Complete the fields 

showing a white background and click the Add button to add the adjustment and return to the List All 

Employee Accrual History screen. The adjustment will be added and then display within the grid on that 

screen. 
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An explanation of fields on the Add Employee Accrual History screen: 

*Type Press F4 on your keyboard to display the List Time and 

Attendance Types screen. Locate and highlight the 
desired type. Click the Select button to select the type 
and return to the Add Employee Accrual History screen. 

*Hours Number of hours to be adjusted 

Negative 
Adjustment? 

Check this box if the entry will result in a negative 
adjustment. 

*Accrual date Date of accrual. 

Comments Enter any comments regarding the transaction here. 

 * - Denotes a required field. 

 

CHANGING AN ACCRUAL HISTORY ADJUSTMENT 

From the List All Employee Accrual History screen, highlight the line within the grid that you desire to 

change and click the           Change button found in the middle of the lower toolbar or press F7 on your 

keyboard.   The Change Employee Accrual History screen will display. Here changes can be made 

within the hours, negative adjustment or comment fields. When finished, click the Change button to 

effect the change and return to the List All Employee Accrual History screen. 

 

DELETING AN ACCRUAL HISTORY ADJUSTMENT 

From the List All Employee Accrual History screen, highlight the line within the grid that you desire   to 

delete and click the         Delete button found in the lower left comer of the screen. The Delete Employee 

Accrual History screen will display with all fields showing a red background.  Click the Delete key to 

confirm the deletion, return to the List All Employee Accrual History screen and remove the line from 

the grid on that screen. 

PRINTING AN EMPLOYEE ACCRUAL HISTORY REPORT 

An EMPLOYEE ACCRUAL SUMMARY REPORT can be printed from the List Employee Accrual screen 

by clicking the Print button located in the top right hand corner of the screen. This prints directly to the 

default printer. 
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CHAPTER FIVE  

   WEB TIME CLEARINGHOUSE 

The Web Time Clearing House module imports time and attendance from the Employee web portal. The 
Payroll clerk manages the timesheets from the clearinghouse. 

ADDING TIME AND ATTENDANCE  

There are 2 types of employees – (A) employees that enter their daily time in on the employee web 

portal and the other type is (B) employees that do not have access to the web, and the payroll clerk has 

to enter their time in for them. 

All employees should have been setup in Payroll Control > Web Control > Manage Web employees, with 

their Web Time entry status.  

A)   FOR THE EMPLOYEES THAT ENTER THEIR TIME ON THE WEB: 

1)   Employee Enters time in the Web Portal 

(When the employee logs in to the portal and enters time, this appears in the Web Clearinghouse as 
‘Open’ until the employee submits it.) The timesheet goes to the supervisor for approval. If the 
employee does not have a supervisor designated to approve his/her timesheet, the timesheet will go 
straight to the Clearing House and appears as ‘Approved’. 

 2)   Supervisor Approves or Rejects timesheet 

The first supervisor ‘Approves’ the timesheet.  If there is a second and/or third supervisor, it goes on to 
the next supervisor for approval. If the supervisor rejects the timesheet, it goes back to the employee for 
correction.  The employee will get an email notifying him that the timesheet was rejected by supervisor.   
When the employee corrects the timesheet, they resubmit timesheet and it goes through the 
supervisor’s approval process again.                                                                                                                           (The 
Web Clearing house shows a status of either ‘Approved’ or ‘Rejected’ 

 3)   Payroll clerk reviews timesheets 

Approved column - Review timesheets with the check mark in the approved column.  Unapproved 
column – A timesheet can have a status of ‘Open’ (timesheet has not be submitted yet), ‘Submitted’ or 
‘Rejected’.  If the employee has more than one supervisor, the status will show as ‘Submitted’ under 
‘Unapproved’, until the last supervisor approves it, then it show as ‘Approved’.  

Payroll clerk can ‘Reject’ a timesheet.  The timesheet goes back to the employee for correction. Payroll 
clerk can make an ‘Adjustment’ to an employee’s timesheet if it is not correct and employee is not 
available to correct timesheet. 

4)   Time sheet gets ‘Sent to Payroll’ if the timesheet is correct.                                                                             

This puts the timesheet in Payroll Main and is ready to be created with payroll 
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B) FOR EMPLOYEES THAT DO NOT ENTER TIME IN THE WEB: 

1)   Payroll clerk enters the employee’s daily time into an override function. (See Time and Attendance) 
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ACCESSING THE CLEARING HOUSE 

To open the WEBTIME Clearinghouse, from the Payroll main Menu, click on the      ‘Import Webtime 

Attendance’ icon from the toolbar. The List Daily Time ClearingHouse screen will display. 

 

The WEB Clearinghouse is divided into 3 sections.  The first section displays Payroll run information. The 

second section displays a list of timesheets (Timesheet Status Grid) that pertain to the buttons selected, 

i.e.  Approved, Unapproved, Sent to Payroll, All Records. The third section displays an overview of the 

completion status for each Fund/Department. 

NOTE: 

• All timesheets that have been done by the employees in the Web Portal, will load automatically          

import.   

• Employees that do not have a supervisor associated in the set-up, under the Payroll WEB Control, will 

automatically show as ‘Approved’ when the employee submits the timesheet from the Web Portal.   

• A timesheet that the employee submitted from the Web Portal can be adjusted in the Clearing House 

with the Override function.  The adjustment can be viewed by the employee in the Web Portal.  

• Demand payroll runs are still created from Payroll Main and will not show on the Employees Web 

portal. 

• Anytime you make any changes and return to this WEB Clearinghouse list, you must select Load Grid    

to refresh and update the list. 

Enter in the run information that you will be processing, i.e. Year… Run# and Run Seq.  Select                                            

Load grid to refresh and update the list. 
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OPENING A PAYROLL RUN  

Under the Payroll Run Information section, double-click on the Year        , a list of all available payroll runs 

will display for selection. 

Select the run that is being 

processed …., and choose the 

SELECT button, OR enter the 

Year and Run# and select the 

LOAD GRID button (You can also 

enter the Year and Run and tab 

through to load the grid.) 

 

 

 

 

 

When working on a current payroll run, 

the payroll run information will say 

‘CURRENT RUN’. 

 

 

 

To view previous payroll runs, 

enter in Year, Run and 

Sequence number and the run 

selected will be displayed.  

The payroll run information 

will say “POSTED RUN”. 
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TIMESHEET STATUS GRID 

The timesheet status grid is populated when the current payroll run is opened. It contains the status of 

the employees’ timesheets. As a default, the grid loads all of the ‘Approved’ timesheets – shown by  in 

the ‘Approved’ column. 

Example Approved:  

Shown with the 

green indicator  

by the Approved 

 button.  

The grid lists 

timesheets with the status of Approved.                   

Example Unapproved:             

Unapproved 

timesheets can be 

of a type 

Open/Submitted/ or 

Rejected Open: 

Timesheet has been started by the employee, but not yet submitted.  Submitted: Timesheet was 

submitted for approval by the employee. Rejected: Rejected by the payroll clerk or supervisor.  

Employee should have received an email from the payroll clerk or supervisor with a reason the timesheet 

was rejected. The employee needs to make changes and resubmit the timesheet.  

Example Sent to Payroll:  

The grid lists the 

timesheets that 

have been ‘Sent’ to 

Payroll   for 

processing to   

‘Create Payroll’.  

Example All Records:   

The ‘All Records’ 

grid lists all Open, 

Submitted, 

Approved and Sent 

to Payroll.  
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*Note: The Warning column – It may show a warning regarding accruals. It will say Accrual Negative.  

 This means that the employee is using more vacation, comp, sick, etc. than has been accrued. 

VIEW EMPLOYEE TIMESHEET 

To open an employee timesheet from the 

Timesheet Status Grid (shown above), 

select the employee then double click to 

display the timesheet record. The Employee 

Web Detail window will display. The upper 

grid displays the daily time entered by the 

employee on the Web Portal. The lower 

grid displays the summary and totals by 

Time and Attendance code. The lower grid 

is what will be imported into Time and 

Attendance.  

 

 

To view more details on the employee’s 

time entry, from the Employee Web 

Detail window, click .  The 

Display WEB Clearinghouse panel will 

display the entries made by the 

employee on the WEB Portal.  This will 

include the date, code, shift (if 

applicable), amount and comments. 

 

 

 

 

EMAIL EMPLOYEE 

The payroll clerk has the option to send an email to the employee from the Employee Web Detail panel 

by selecting the EMAIL  button.  
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MAKING ADJUSTMENTS TO AN EMPLOYEE TIMESHEET 

 

The Employee Web Detail panel 

allows adjustments to be made to the 

web timesheets. Select Add new 

record, Change Record or Delete 

Record.  The employee’s 

timesheet cannot be altered from what 

they have entered, as a result, any 

changes made to the timesheet will 

be show as an adjustment in the 

‘Adjustment Type’ column. The 

original entry is saved but 

changes and deletions will show as a 

separate entry. The employee will 

receive an email with reference to the 

adjustment made to the 

timesheet by the payroll clerk.  The adjustment will also appear on their timesheet in the Web Portal. 

 

ADD NEW RECORD 

Select Add New Record from 

the Employee Web Detail panel.  

The Add WEB Clearinghouse 

screen is displayed. Enter in the 

date, hours, time and attendance 

code and the Adjustment reason, 

and then click ADD to add the 

adjustment record.  This will be 

shown in Employee Web Detail 

as an Adjustment type of ‘Add’. 
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CHANGE RECORD 

To change a time record, click on 

Change Record from the Employee 

Web Detail panel. The Process WEB 

Clearinghouse screen is displayed. This 

will only allow changes to the number 

of hours and the comments.  Once the 

changes are made click Change.  This 

will be shown as an Adjustment type 

of ‘Change’. 

If you needed to change the time code 

you will need to DELETE the record and 

then Add New Record. 

 

DELETE A RECORD 

To delete a time entry record, highlight 

the entry you want to delete, click on 

Delete Record from the Employee Web 

Detail  panel.  The  Process WEB 

Clearinghouse screen is displayed.  An 

Adjustment Reason is required. Click 

PROCESS.   This creates an entry to offset the original entry.  

For Example, if the original entry was 8.0 hours, the adjustment created for the delete would be a new 

entry for – 8.0 hours with an Adjustment type of ‘Delete’.  

* All adjustments made by the payroll clerk will be visible in the Web Portal in the employee’s timesheet 

under ‘Adjustments’.  The employee 

will receive an email notification 

with reference to the adjustment 

that has been made by the payroll 

clerk.  

In the Employee Web Detail, all 

adjustments that were made will 

show up in the grid under 

Adjustment Type as Add, Change, 

or Delete. 
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Previewing Accruals 

In the Employee Web Detail Panel there is a 

PREVIEW ACCRUALS button.  If this 

timesheet has accruals taken or used, this 

button allows for review of those balances. 

 

 

          *Review the Totals: 
           For the Detail Web Entry -see the Entered Web Hours and the Entered Web Amount. 
           For the Summary – see the Previous Hours and Preview Amount. 

 

REJECTING TIMESHEETS 

If a timesheet has errors and it needs to be returned to the employee for corrections it can be rejected.  

The Supervisor or the Payroll Clerk can “Reject” the timesheet. The employee will receive an email to 

alert them of the rejected timesheet and they will have the opportunity to make corrections and re-

submit for approval.   

Only timesheets with a status of 

Approved, Unapproved/ Submitted 

can be rejected. In the WEB 

Clearinghouse from the Approved 

list, Unapproved list, with the 

status of Submitted – highlight the 

record.  Select REJECT 

TIMESHEET Icon  located on the 

toolbar. 

 

A warning message will display.  If you select ‘Yes’, any 

adjustments made to the timesheet will be cleared 

and it will be put back to the original timesheet. Select 

Yes to continue (A rejected timesheet is returned to 

the employee for corrections, any adjustments made 

by the clerk are unusable.) 
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The Process WEB ClearingHouse Reject panel is displayed.    A 

Reason is required for rejecting the timesheet then click the 

ADD button.  If there is a supervisor associated with this 

employee then an email notification will also be sent to them 

regarding the rejected timesheet.  

 

 

 

 

APPROVING TIMESHEETS 

The Payroll Clerk will need to Approve timesheets for timesheets that have not yet been approved.  After 

reviewing the Unapproved timesheet, and it is ALL correct, then the status can be changed to Approved. 

NOTE: If an employee has more than one supervisor (from Web Control / Setup Supervisors) and only 

the 1st supervisor has approved the timesheet, it will have a status of Submitted.  If the last supervisor 

has approved the timesheet, the timesheet will have a status of Approved.  If an employee has not been 

setup with a supervisor to approve his/her timesheet, the timesheet will import into the Clearinghouse 

as Approved.  For further descriptions on statuses see section above ‘View Employee Timesheet’ status.   

Select the  button   in the WEB Clearinghouse.  The list can include the following statuses: 

Submitted, Open or Rejected.  (The All Records button can also be selected to view a complete list of all 

records.) Highlight the employee timesheet to approve .  Select the APPROVED TIMESHEETS  icon

  located on the toolbar. If the timesheet status is Submitted, after it is approved then it will move to 

Approved.  

If the timesheet 

status is Open 

and it is 

approved, the 

following 

message will 

appear.       

   

Select Yes to 

Approve the 

timesheet or No to keep it Unapproved/Open.  If Yes is selected the timesheet will move to Approved. 
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If the timesheet status is Rejected the 

following message will appear when 

Approve timesheet is selected.                                                       

Select Yes to approve the timesheet or No to 

keep it Unapproved/Rejected.  If Yes is 

selected the timesheet will have the status of 

Approved. 

 

DISPLAYING THE HISTORY APPROVAL PATH OF TIMESHEET 

The path of a timesheet can be traced to locate where the timesheet is in the approval process, i.e. 

current owner – was it approved or rejected by a supervisor, etc. 

The history of any timesheet can be viewed by highlighting the employee time sheet  in the list and 

selecting the RUN HISTORY  icon .  

 

The Year Run Seq History panel will display the history detail of the selected employee. Date, Time and 

Comments regarding when it was Submitted/Rejected/Approved will populate the field. Select the 

DISPLAY button to show details of the each selected entry.  
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CHECKING THE STATUS OF OPEN TIMESHEETS 

The status of an Open timesheet can be viewed by highlighting the timesheet from the Unapproved  

status list or All Records list. Highlight the timesheet in the Unapproved column with the status of Open

 and select CHECK THE OPEN TIMESHEET STATUS  icon.  
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The Timesheet Status panel will display a message saying “The employee has not submitted their 

timesheet to the supervisor.”  There are 2 grids.  The top grid displays a list of supervisors for the 

employee’s Fund/Department.  A  in 

the Owner column designates that 

supervisor has the timesheet to 

process. An  in the Email column 

signifies there has been an email sent 

and the email history is shown in the 

lower grid.  

To send an email to the employee, 

select the EMAIL EMPLOYEE button.   

To send an email to the supervisor, 

select the EMAIL SUPERVISOR button. 

NOTE: You can update the email address 

for the employee in this panel, if needed, 

by selecting the CHANGE/UPDATE 

EMAIL button on the lower part of the 

top grid. Updating email addresses from 

this location also updates the employee 

information.  

 

MASS E-MAILING EMPLOYEES WITH ‘UNAPPROVED’ TIMESHEETS  

The payroll clerk can send an email to 

all employees with a timesheet status 

of ‘Unapproved’ to inform the 

employee that their timesheet has not 

yet been approved. From the List WEB 

Clearinghouse panel select the EMAIL 

ALL UNAPPROVED  icon on the top 

menu bar.  The Process WEB Bulk Email 

panel will display.  Enter the subject and 

message and select the SEND EMAIL 

button.  This will send a message to all 

employees listed in the grid. 

To update an Email Address, highlight the employee and select the UPDATE EMAIL ADDRESS button. 
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  OVERRIDE DAILY TIME 

This module is for employees who are not set up as Web Access Employees. It can also be used as an 

override for those employees who are set up to enter Time  on the Web, but the employee may be on 

vacation, sick or don’t have access to the Web to complete their timesheet. As an override function, the 

payroll clerk can add a timesheet in this module for those employees.  Be aware that any time entered in 

Override Daily Time becomes a permanent time record for the employee.  

Daily Time for prior posted runs -Back time can also be entered using this module – is explained later in 

this document. 

To use Override Daily Time for an employee, that employee cannot have an Open or Submitted 

timesheet in the current payroll run.  If they do, then they will not be listed in this module. 

To open Override Daily Time: from the List WEB Clearinghouse panel select the OVERRIDE DAILY TIME 

 icon. 

 

The List Employee Position screen will display.  This is the Time and Attendance Override panel. 

Menu Bar (Unposted Run)                Menu Bar (Posted Run) 

 

Search   Reports 

 Time and Attendance  Scan 

Payout  View 
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FILTERING OPTIONS 

Unposted Run: Time and Attendance can be entered for an employee from this screen. It can be sorted 

by Fund, Department or Name. By Default, the grid carries over the Year and Run from the Web 

Clearinghouse.  

 

 

 

 

The Sort Grid determines the type of employee.  Web Time Entry, Non Web Access, or Summary Entry 

employee.   

 

These classifications are set up in Payroll Control>WEB Control>Manage WEB Employee. 

 

 ‘Web Time Entry’ in Override Daily time Entry = Employees which were setup as ‘Web Time Entry 

Employees’ in Payroll Control.  These employees have access to enter a timesheet in the Employee Web 

Portal.         

 ‘Non_Web Access Employees’ in Override Daily Time entry = Employees who were setup as ‘Override 

Daily time’ in Payroll Control that don’t have access to the web to enter a timesheet. 

 ‘Summary Entry Employees’ in Override Daily Time entry = Exempt/Non-Exempt employees which, in the 

past, have not entered in daily time. In Payroll Control setup, they have neither the ‘Uses Web 

Timesheet’ or ‘Override Daily Time’ selected and also may not have the ’Web Employee’ selected either. 

These are non-web users who will have no daily time and time is entered in a summary format, i.e. 40 

hours per week in Override Daily Time function, and usually just track accruals. 
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ADDING A TIMESHEET TO AN EMPLOYEE IN OVERRIDE DAILY TIME 

Enter your selection in the Override Daily Time panel to filter your employee search.  Select from Web 
Time Entry / Non_Web Access / or Summary Entry Employee.  *This module will only list employees that 
do not have an Open or Submitted a timesheet. 

 

 

You will be alerted with a message.  To 

create a timesheet, select the ‘Process’ 

button.  

 The Process WEB Time Entry No Access panel will open. This is where daily time for the employee will be 

entered. 

ADDING DAILY TIME 

Enter the Date, or click on the Calendar button 

– it will automatically put in the next day 

Enter in the Hours, Code, Comments and a Shift 

if applicable. 

Click ADD and the hours will appear in the 

Daily Time grid. 

Select DONE to save.  The timesheet will be 

sent to the WEB Clearinghouse with the status 

of ‘Approved’. 
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AUTO FILL FUNCTION 

To Auto Fill the daily time, enter the Date, Hours, 

Code – Select      

The hours for Monday through Friday will 

populate for the entire pay period: 80 hours (bi-

weekly) or 160 hours (monthly) using the code 

and the number entered in Daily Time Entry.  

Select DONE to save.  

 

 

 

EDIT TIMESHEET OR DELETE ENTRY IN TIMESHEET 

 

Timesheet entries can be edited or 

deleted from the Daily Time Grid 

Highlight entry, select  
and  make change 
 
-or- 
 
Highlight entry, select 
to remove entry. 
 
Select the button to 
save your Edit. 
 
Verify Total Hours Entered for the 
code that is highlighted in the Daily 
Time Grid. 
 
Select to save. 
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Adding time for Non-Web Access employees is the same as above aforementioned procedures. 
 

ADDING TIME FOR SUMMARY ENTRY EMPLOYEES 

   

 

(Check marks are not in either: Uses ‘Web TimeSheet’ column or ‘Override Daily Time’ column.  
(In Payroll Control> WEB Control setup? Manage Web Employees) 

From the Override Daily Time panel, select ‘Summary Entry employees’. 

 The only employees that should be in this list are the Exempt employees. 

 Only Accruals need to be entered due to the Exempt status. (hours are set automatically in 

Payroll) 

 Once the Accrual time for employees in this group have been entered, you will see a TIME AND 

ATTENDANCE  icon in the Timesheet Hours column.  (Also signifies that a time sheet has 

been created for employee/s) 

ADDING ACCRUAL TIME 

From the list, highlight the 

employee and select the ADD 

TIME AND ATTENDANCE  

icon or double-click on the 

employee.   
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The List Time and Attendance panel will open. This is 
the same panel used in Payroll Main. This is where 
Accrual time is entered. Depending on the code used 
determines which part of the panel is populated.  If it 
is payable it will be in the top portion. If it is unpaid 
leave like FMLA, Military Leave or Unpaid Jury Duty – 
it will populate into the Leave Time and Attendance 
portion of the panel.   
 
*This creates a Time and Attendance record for this 
employee in Payroll Main. It does not appear in the WEB 
Clearinghouse. 
 
 
 
 
 
 
 
 

 

CHANGE AND DELETE TIME AND ATTENDANCE ENTRIES FOR SUMMARY EMPLOYEES.  

Entries can be changed or deleted from the Override Daily Time module using the list of Summary Entry 

employees OR from payroll Main>Employee>Employee’s Time and Attendance.  

From either location:  

Open Time and Attendance record. Highlight the daily entry to change.  Select the            button and 

make your changes.  Select the Change button to save your edit. Verify the Total Hours Entered. Select                        

to save. 

Select the  button to remove the entry. A window will pop up – select continue to finish the 

delete.  Select the  button. 

SENDING TIMESHEETS TO PAYROLL FOR PROCESSING 

Timesheets can be individually sent to payroll or sent in bulk.  Only ‘Approved’ timesheets can be sent to 

payroll for processing.                                                                                                                                                                     * 

Note: Once a timesheet has been ‘Sent to Payroll’ for processing it cannot be Rejected.  

List WEB clearinghouse is divided into three sections. *See Accessing the Clearinghouse on page 41 

Under Section 1 There are two options to import the time into payroll for processing.  
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 Send to Payroll Selected: Gives the Ability to send a single approved timesheet to payroll 

for processing. 

 Send to Payroll Approved:  Gives the ability to send ALL approved timesheets to payroll 

for processing. 

1.) Select the    button to view all timesheets with the Approved status. 

2.) Select one timesheet in the list and select  Send to Payroll Selected or the  

Send to Payroll Approved. This changes the status of the timesheet to ‘Approved’. 

3.) To verify the change, select the  button to view the timesheets that have been sent to 

Payroll. 

Timesheets that have been ‘Sent to Payroll’ are ready for payroll processing (Create payroll).  

Before payroll is processed view the  timesheets and also look at  to become 
familiar with the status of all employee timesheets. 

 

UNAPPROVED TIMESHEETS 

This section explains how to clean up Unapproved I timesheets.  

From the WEB Clearinghouse, select the  button. This will list the timesheets that have the 

status of ‘Unapproved’.  There are three types of ‘Unapproved’ timesheets: Open, Submitted or Rejected.  

Open Timesheets 

Open timesheets – the employee has started a timesheet in the Web Employee Portal but has not 

submitted the timesheet to their supervisor. See ‘View Employee Timesheet’ explained previously in 

this document. 

 If the employee is unable to submit timesheet, the Payroll clerk will need to: 

1. Approve the timesheet that is Open. 

2. Make Adjustments to the timesheet to complete the timesheet.  See Making 

Adjustments to Employee timesheet previously explained in this document. 

3. Send to Payroll for processing. 

The employee will be able to view the Adjustment(s) made to their timesheet in the 

Employee WEB portal under ‘Adjustments’. 

Rejected Timesheets 
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Rejected timesheets – the timesheet has been returned to the employee as REJECTED and has not been 

corrected/resubmitted.  See ‘Displaying the History Approval Path of Timesheet’ previously explained in 

this document. 

 If the employee is unable to correct the timesheet and Re-submit, 

Payroll clerk will need to: 

1. Approve the timesheet that is Open 

2. Make Adjustments to the timesheet to complete it. See ‘Making Adjustments to Employee 

Timesheet’ previously explained in this document. 

3. Send to Payroll for processing. 

The employee will be able to view the Adjustment(s) made to their timesheet in the 

Employee WEB portal under ‘Adjustments’. 

 

COMPLETING THE PROCESS 

REVIEWING THE OVERVIEW GRID  

Section         of the Web Clearinghouse gives an overview of the status of each Fund and Department and 

has the following indicators to serve as an ‘at-a-glance’ view of the status of that Fund and Departments 

timesheet progress /completion status. 

Red   - less than 50% complete 

Yellow  - greater than 50% complete 

Green       - Complete  

This grid displays the Fund/Department/# of Active Employees/ # of Web Employees/ Unapproved/Sent 

to Payroll and the % processed.   

When looking at the grid notice the # of Active Employees in the Fund/Dept compared to the # of Web 

Employees.  The Unapproved, Approved and Sent to Payroll numbers should add up to the # of Web 

Employees. The remaining employees  are Non-Web Access Employees and their time will need to be 

entered in the Override Daily Time module. Salary-Exempt employees will be present as well and may 

hinder the % Processed from reflecting 100% completed.  This is acceptable. 
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To view a list of employees in a 

particular Fund and Department and 

review the status of the timesheet, 

double click on the Fund/Department 

in the grid or click the        

button.  

The Process Employee Position panel 

will display and lists the employees in 

the selected Fund and Department. 

The status of each timesheet can be 

viewed by selecting the                 button. 

 

 

The  button opens the Timesheet Status panel for the employee selected. The supervisors 

are also listed.  

The List Time and Attendance screen will again appear.  A listing of only employees paid by the Fund 

and Department just previously entered will now show on the grid.  Arrange the hard copy time cards (or 

time sheets) so that the correctly correspond with the listing of employees on the List Time and 

Attendance screen. Now double-click on the first employee. The List Time and Attendance screen for 

the highlighted employee will display. 

Notice that the screen is divided into four sections. The first section displays Employee/Position 

information. The second section handles data entry as it pertains to employee hours and accruals. The 

third section lists time and attendance entries in a grid type format and the fourth section shows total 

hours as well as total amount entered. An explanation of fields on the List Employee Time and 

Attendance screen is outlined below: 

Hours Total hours (in the case of wage) worked or used (in the case of 
holiday or sick time) in a position (whether primary or secondary) 
by employee during pay period. 

Code… Press F4 on your keyboard to display the List Time and Attendance 
Codes screen. Use the scroll bars located on the right side of the 
screen to scroll down to the code you desire, or utilize the Search and 
Select buttons on the screen to locate the desired code. Highlight the 
desired code and click the Select button to select the code and return 
to the List Employee Time and Attendance screen. 

Date Date entry is being made. 

Shift Chose N/A, Second or Third from the drop-down menu. 
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Retirement Check this box if time and attendance being entered refers to 
retirement. 

If employee is non-salaried, entered hours worked as well as all accruals earned or used during the pay 

period (vacation time, over-time, sick time, etc.) clicking the          Add button after each entry. If 

employee is salaried, enter only accruals used during the pay period.  When finished, click the ‘Done’ 

button.  The List Time and Attendance screen will again appear.  Double-click on the next employee 

and repeat the above process until Time and Attendance has been entered for each employee in the 

selected Fund and Department. Note that if employee holds more than one position, they will have 

more than one time card (or time sheet). When finished with the first group, change the fund and 

department on the List Time and Attendance screen to the next group's fund and department 

continuing with this process until all Time and Attendance is recorded for each employee and each 

employee position. When finished, click the Close Current Window button located in the top left-hand 

corner of the screen to return to the Payroll Main Menu.       

 

ADDING TIME AND ATTENDANCE FOR ONE EMPLOYEE 

To add Time and Attendance at the employee position (for one employee), from the List Employee 

Position screen, highlight the desired employee and click the              Time and Attendance toolbar 

button or from the Menu bar click "Process" and choose Time and Attendance from the drop-down 

menu. You can also click the            Time and Attendance button located under Position Options on the 

Display Employee Position screen.  The List Employee Time and Attendance screen will display. See 

the process outlined previously to add time and attendance to an employee. 

 

CHANGING UNPOSTED TIME AND ATTENDANCE ENTRIES 

To make changes to unposted Time and Attendance entries, from the List Employee Time and 

Attendance screen, highlight the entry within the grid that needs to be changed and click the                           

Change button found toward the lower right hand comer of the screen under Detail Options.  The 

information within that entry will then appear in the fields on the Data Entry section of the screen.  Make 

necessary changes and then click the          Change button within the data entry portion of the screen. 

The new information will then appear on the grid as a highlighted line. When finished press the Done 

button to return to the Display Employee Position screen, the List Time and Attendance screen or the 

List Employee Position screen depending on where you  were when you started using the Time and 

Attendance feature. 
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DELETING UNPOSTED TIME AND ATTENDANCE ENTRIES 

To delete unposted Time and Attendance entries, from the List Employee Time and Attendance 

screen, highlight the item on the grid that needs to be deleted and click the      Delete button found 

toward the lower right hand comer of the screen under Detail Options.       A warning screen will appear 

to confirm the item you desire to be deleted.  Click "Yes" to confirm the deletion or "No" to make 

another selection. If "Yes" is selected that item will be deleted from the grid on the List Employee Time 

and Attendance screen. Click Done to return to the List Employee Position screen, the List Time and 

Attendance screen or the Display Employee Position screen depending on where you were within the 

software when you started using the Time and Attendance feature. If "No" is selected, another 

opportunity is given to make a different selection or abandon the task. 
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CHAPTER SIX 

CAFETERIA 

From the List Employee Position screen, highlight the desired employee and click the  Cafeteria button 

located on the toolbar, or from the menu bar click "Process" and highlight Cafeteria from the drop-down 

menu. Cafeteria can also be accessed from the Display Employee Position screen. Click the          

Cafeteria button located within the Employee Options near the upper right hand side of the screen. The 

List Cafeteria Transaction screen will display. 

 

Notice that this screen is divided into three separate sections. The top section lists Employee 

Information; the middle section lists Totals for Unreimbursed Medical and Child Care Expenses and the 

bottom section lists all cafeteria transactions for the selected employee in a grid type format. 

With Cafeteria set up in the Control Menu (See Chapter 16) and within the individual employee's payroll 

items (See Chapter 3), funds will automatically transfer from employee earnings and be held in their 

cafeteria account until checks/warrants are issued to providers upon the request of employee. 

Be certain that the cafeteria items have been set up as payroll items and that the classification field on 

the Payroll Items screen shows "Cafeteria". When monies are withheld from employee's pay for cafeteria 

items and that Control Run has been posted, the funds are then recorded in the Totals area of the List 

Cafeteria Transaction screen under "Withholding". 
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ADDING A CAFETERIA TRANSACTION 

From the List Cafeteria Transaction screen, click the          Add button located on the lower toolbar or 

press F6 on your keyboard. The Add Cafeteria Transaction screen will display.               A description of the 

fields on this screen follows. 

 

*Employee Number Number assigned to employee 

*Trans type Defaulted to Adjustment 

Adjustment type Choose Payment, Withholding or Adjust Balance from the drop-
down menu. If Adjustment Type shows “Payment”, the Fiscal Year, 
Warrant Number, paid To and For fields will show at the bottom of 
the screen. If Adjustment Type shows “Adjust Balance”, check 
either the increase or decrease button. 

*Trans date Date transaction took place 

*Amount Amount of transaction 

*Trans description Description of transaction 

Item Code Press F4 on your keyboard and highlight the desired item code from 
the List Payroll Items screen. Use the Search and Select process if 
necessary to locate desired item code. 

 * - Denotes a required field. 

Once all fields have been completed, click the Add button to return to the List Cafeteria Transaction 

screen. Notice that the transaction will now appear within the grid in the middle of the screen and that 

the transaction amount will show within the Totals area of the screen under the appropriate column. 
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CHAPTER SEVEN 

INSURANCE REIMBURSEMENT 

The Insurance Reimbursement feature allows counties to "self-insure" their employees. Employees can 

choose to be enrolled in various insurance benefit programs. The deductible is set at a high dollar 

amount with the insurance company which ensures low premium payments. The county then sets a 

lower dollar amount as a deductible and reimburses the difference between the two deductibles to the 

employee. Once the employee reaches the lower dollar amount set by the county, he/she can submit 

reimbursement requests and checks/warrants are then paid back to the employee throughout the year 

until employee reaches the "cap" (difference between the high and low deductible amounts). 

To Illustrate: 

Maximum Dependent Liability = Insurer’s Deductible Amount – Co-Insurer’s Deductible Amount * 

Percentage. 

Maximum Family Liability = Insurer’s Family Cap – co-Insurer’s Family Cap * Percentage. 

The number of deductibles to meet is either zero or one.  

ADDING EMPLOYEE TO INSURANCE RREIMBURSEMENT PROGRAM 

To set up an employee in the insurance reimbursement program: 

From the Payroll Main Menu toolbar, click the            Employee icon. The List Employee Position screen 

will display. You can then click the          Insurance Reimbursement Transaction toolbar button or select 

"Process" from the task selection menu bar and highlight Insurance Reimbursement Transaction from 

the drop-down menu. You can also perform Insurance Reimbursement functions from the Display 

Employee Position screen. After clicking the  Insurance Reimbursement button, the Employee 

Subscriber Information window will display. 

 

The employee number and name are carried forward from the previous screen. The subscriber number 

(usually the employee's social security number) and group number can be obtained from the employer 

and/or the insuring company. 

From the Vendor field, press F4 on your keyboard to display the Select Vendor screen. Be certain to 

select the employee as the vendor. 
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Once the Select Vendor screen has been displayed, scroll bars can be used to locate the desired 

employee or you can click the Search button located on the right-hand side of the screen. The Search 

Vendor screen will then display. Type the first word or first few letters of the employee's name. Click the 

OK button. The vendor list will then scroll down to the employee or general vicinity of the desired 

employee. Highlight the desired employee as the vendor (if it is not already highlighted) and click the 

Select button.  The Employee/Vendor you selected, along with the Vendor Number, will then display in 

the vendor field on the Employee Subscriber Information screen. 

Click the update button located in the upper right-hand comer of the Employee Subscriber Information 

screen. The List Insurance Reimbursement Transaction screen will display. 

 

This screen is divided into three separate sections. The first section deals with Employee Information 

and the only field that can be changed is the Calendar Year field.  The second section involves data entry 

specifically pertaining to insurance reimbursement transactions. The third section is displayed in a grid 

type format listing each transaction separately.  From this grid edits, deletions and dependent totals can 

occur. 

 

DEPENDENTS 
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Click the                             button from the list at the upper right hand side of the List Insurance 

Reimbursement Transaction screen to Add, Change or Delete Dependents pertaining to an employee. 

The Display button is used to display individual dependent information. 

 

ADDING DEPENDENTS 

From the List Employee Dependent screen, click the          Add button on the toolbar at the bottom of the 

screen or press F6 on your keyboard to display the Add Employee Dependent screen. 

Descriptions of fields on the Add Employee Dependent screen are as follows: 

Calendar Year Calendar year you are working in. 

Eligible Check this box if employee or employee’s dependent is eligible 
to receive insurance benefits. 

Name Name of employee or employee’s dependent. 

Type Choose child, employee, other or spouse from the drop-down 
menu. NOTE – To avoid confusion, always add the employee 
first, spouse second, child (ren) third and ‘other’ last. 

Dependency Date Date employee or employee’s dependent became eligible (or 
becomes eligible) to receive insurance benefits. 

When all fields have been completed, click the Add button at the top right-hand side of the screen. 

Continue to add spouse, children and others until all dependents have been added. When finished 

adding dependents, click the Done button located in the top right-hand comer of the List Employee 

Dependent screen. 
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MAKING CHANGES TO DEPENDENTS 

From the List Employee Dependent screen, highlight the dependent you desire to make changes to and 

click the           Change button on the toolbar at the bottom of the screen or   press F7 on your keyboard 

to display the Change Employee Dependent screen. Once desired changes have been made, click the 

Change button located in the top right-hand comer of the screen. Changes will be made and the system 

will take you back to the List Employee Dependent screen. 

 

DELETING DEPENDENTS 

From the List Employee Dependent screen, highlight the dependent within the grid that you desire to 

delete and click the Delete button located on the toolbar at the bottom of the screen. The Delete 

Employee Dependent screen will display with all fields showing a red background. Click the Delete key 

located in the top right hand comer of the screen to delete the Employee Dependent and return to the 

List Employee Dependent screen. Note that the dependent you just deleted will no longer show within 

the grid on the List Employee Dependent screen. However, if there is history attached, the delete will 

not be allowed.  Instead, from the     Change Employee Dependent screen, remove the check mark in 

front of the "Eligible?" field and complete the Ineligible Date field.   This way, the history records will 

remain in the system; however the system will not allow insurance reimbursement entries to be entered 

for that dependent. 

 

DISPLAYING DEPENDENTS 

From the List Employee Dependent screen, highlight the dependent you wish to display detailed 

information for and click the         Display button located on the lower toolbar or press F8 on your 

keyboard. The Display Employee Dependent screen will show Dependent Information as well as the 

Insurance Information as it pertains to the employee's deductible.  When finished, click the Done button 

to return to the List Employee Dependent screen. 

 

INSURANCE REIMBURSEMENT TRANSACTIONS 

From the List Insurance Reimbursement Transaction screen, check to be certain the calendar year field 

located toward the upper right hand side of the screen is the year in which transaction took place. Then 

fill in the data entry portion of the screen. A description of the fields on the List Insurance 

Reimbursement Transaction screen follows: 



Payroll System     

 

Calendar Year Year in which service took place. 

*Date of Service Date patient received medical attention. 

Fund/Dept Account which funds are reimbursed from. (Should already be 
filled in for you.) 

*Patient Number assigned to patient. Press F4 on the keyboard and 
select from List Employee Dependent screen. 

*Care Provider Name of care provider 

Office Ref no. Number assigned to transaction which is located on the hard 
copy of insurance reimbursement transaction request. 

*Total charges Charge associated with transaction. 

*Applied to Ded. Amount which is to be applied to deductible. 

Transaction 
Comments 

Use this field to record comments associated with transaction. 

Payment Comment Use this field to record comments associated with payment. 

 * - Denotes a required field. 

Once all fields within the data entry portion of the List Insurance Reimbursement Transaction screen 

have been filled in, click the          Add button. The system will calculate and display the deduction and 

payment information within the Employee Information section of the screen. The entry will then show 

on the grid at the lower portion of the screen. 

 

CHANGING SUBSCRIBER 

Subscriber information can be changed (or updated) from the List Insurance Reimbursement 

Transaction screen by clicking the          Subscriber button located at the right hand side of the screen. 

The Employee Subscriber Information screen will display. Make changes as necessary and click the 

Update button to return to the List Insurance Reimbursement Transaction screen. 

DETAIL OPTIONS 

Once a transaction has been added for employee or employee's dependents, it is then listed within the 

grid at the bottom of the List Insurance Reimbursement Transaction screen. Notice the three buttons 

(Edit, Delete and Dep Totals) to the right of the grid.  You can highlight a particular transaction and 

make necessary changes, delete the transaction or view totals for a particular dependent 
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EDITING AN INSURANCE REIMBURSEMENT TRANSACTION 

To Edit a transaction, highlight the transaction within the grid that needs to be edited and click the Edit 

button. The highlighted transaction information will then display within the data entry portion of the 

screen. Changes can now be made to any and all fields showing a white background. When finished, click 

the Change button to effect the change and return to the List Insurance Reimbursement Transaction 

screen. 

 

CHANGING EMPLOYEE POSITIONS 

Should the employee hold more than one position, (For example, part time dispatcher and  part time 

deputy clerk) and the insurance reimbursement needs to be designated to a position other than the 

primary, that position can be selected by clicking the click the            Change Position button located on 

the right hand side of the screen. The List Employee Position screen will display. Highlight the desired 

position and click Select to designate the desired employee position and return to the List Insurance 

Reimbursement screen. 

 

DELETING AN INSURANCE REIMBURSEMENT TRANSACTION 

The delete option allows user to delete all unpasted transactions for an employee.  Use    caution when 

utilizing this feature to be certain that desired transactions have been posted.    All unposted 

transactions for the employee will be deleted. 

 

DEPENDENT TOOLS 

To display totals for a dependent, highlight the desired dependent within the grid on the List Insurance 

Reimbursement Transaction screen and click the                              button located on the lower right hand 

side of the screen. The List Dependent Records screen will display showing Employee Information at 

the top, Patient Totals in the mid-section of the screen and   a listing of the selected years' transactions 

for the named dependent within the grid at the bottom of the screen. When finished viewing, click the 

Done button to return to the List Insurance Reimbursement Transaction screen. 
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UNPOSTED INSURANCE REIMBURSEMENTS 

To show a listing of unposted insurance reimbursement transactions, from the Payroll Main Menu, click 

the           Unposted Insurance Reimbursements toolbar button, or from the menu bar click "Select" 

and highlight Unposted Insurance Reimbursements from the drop-down menu. The List Unposted 

Reimbursement Transactions screen will display. 

From this screen, insurance reimbursement transactions can be changed, deleted or marked for demand 

and subsequent payment. 

 

CHANGING AN UNPOSTED INSURANCE REIMBURSEMENT TRANSACTION 

From the List Unposted Reimbursement Transactions screen, highlight the transaction you desire to 

change and click the          Change toolbar button, from the menu bar click "Process" and choose Change 

from the drop-down menu or simply press F7 on your keyboard. The Change Ins Reimburse 

Transaction screen will display with the information from the highlighted transaction showing in all 

completed fields. Make necessary changes and click       the Change button to effect the change and 

return to the List Unposted Reimbursement Transactions screen. 
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DELETING AN UNPOSTED INSURANCE REIMBURSEMENT TRANSACTION 

From the List Unposted Reimbursement Transactions screen, highlight the transaction you desire to 

delete and click the           Delete toolbar button, or from the menu bar, click "Process" and  choose Delete 

from the drop-down menu.  The Delete Ins Reimburse Transaction screen will display with the 

information from the highlighted transaction showing in all completed fields with a red background. 

Click the Delete button to confirm the delete and return to the List Unposted Reimbursement 

Transaction screen. 

 

PROCESSING UNPOSTED INSURANCE REIMBURSMENT TRANSACTIONS 

From the List Unposted Reimbursement Transactions screen, highlight the transaction you desire to 

mark for demand and click the Process Unposted toolbar button, or from the menu bar, click "Process" 

and choose         Process Unposted from the drop-down menu. The List Unposted Reimbursement 

Transactions screen will display stating "This will process all unposted records. Click "Yes" to continue." 

Upon clicking the "Yes" button, warrant/checks    will be printed and the List Unposted Reimbursement 

Transaction screen will again display now showing no unposted transactions. 
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CHAPTER EIGHT 

DIRECT DEPOSIT 

SETTING AN EMPLOYEE UP FOR DIRECT DEPOSIT 

From the Payroll Main Menu, click the           Employees toolbar button or from the main menu bar click 

"Select" and choose Employees from the drop-down menu.  The List Employee Position screen will 

display. Now click the Direct Deposit button or select "Process" from the menu bar and highlight Direct 

Deposit from the drop-down menu. 

You can also perform Direct Deposit functions from the Display Employee Position screen. After 

clicking the Direct Deposit button, Process Employee Dir deposit Multi-Bank screen opens. 

 

Deposits can be made into one or two accounts as indicated on the screen.  Notice that the second bank 

account information window allows the user to put a specific amount into a checking or savings account. 

For example, an employee can have the bulk of his pay put into a checking account (First Bank Account 

Information) and a specific amount put into a savings account (Second Bank Account Information). 
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The bank code will need to be assigned by the county. The bank name, address, contact name and 

contact telephone number will be provided by the employee. 

Once bank information has been filled in, click the Add key. 

When an employee instigates the Direct Deposit feature, the status should be set at Prenote. This allows 

for the county to send a "test" document to the bank for accuracy in the account transfer.  Once the 

bank "test" document is successful, status will need to be changed to Active. If employee decides to 

cancel Direct Deposit, status can then be changed to Non Active and a paper transaction will occur. 

Note that after an employee has been set up to participate in Direct Deposit, a           will appear next to 

their name on the List Employee Position screen under the Direct Deposit column on the left hand side 

of the grid. 
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CHAPTER NINE 

EMPLOYEE HISTORY 

PAYROLL HISTORY 

From the List Employee Position screen, highlight the employee you desire to view history on. Click the 

Payroll History toolbar button or from the menu bar, click "Process" and highlight Payroll History. The 

List Employee Payroll History screen will display. Note that the List Employee Payroll History screen 

can also be accessed from the Display Employee Position screen. 

 

Notice that the screen is divided into three separate sections. The first section, Employee/Position 

Information, lists employee name, number, class code and position number. 

The second section, Selection Criteria, lists posted year to date regular as well as demand runs in a grid 

type format. If desired, narrow down your search by completing the year, run number, payroll date, from 

date and/or to date fields above the grid and click Enter. The first run matching the selected criteria will 

now be highlighted and show within the grid underneath.   By clicking any of the buttons located under 

the Selection Criteria grid, one is able to see the selected history detail. For example, if you click on the 

Payroll/History Detail button, the heading above the lower grid on the List Employee Payroll History 

screen will show "Payroll History Detail" and the history detail for the highlighted run in the Selection 

Criteria section     of the screen will display. The actual payroll record can be displayed by clicking the 

Display Payroll Record button (located in the lower left corner of the screen) and the warrant can be 
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displayed by clicking the Display Warrant button (located in the lower middle of the screen). This 

example also holds true for the Time and Attendance History Detail button and the           Accrual/History 

Detail button.  

Note that a Direct Deposit can be reprinted from this screen by clicking on the Print                                             

button. This will create a live check. The  Print button will bring up a copy of the Advice of Direct 

Deposit, for the selected run, for printing.   A Warrant/Check can also be voided from this window using 

the Void Warrant button. Extreme Caution should be used for this function. 

When viewing Payroll History Detail, the Net Pay, FICA Gross and Taxable amounts for the employee in 

the highlighted run will display with a yellow background on the lower right side of the screen. When 

finished, click the Done button to return to the List Employee Position screen or the Display Employee 

Position screen depending on where you started using the Payroll History feature. 

 

DISPLAY ALL EMPLOYEE HISTORY RECORDS 

From the List Employee Position screen, highlight the employee you desire to view history records on. 

Click the All Employee History Records button or from the menu bar, click "Process" and highlight All 

History Records from the drop-down menu. The List All Employee Payroll History screen will display. 

Note that this screen can also be accessed from the Display Employee Position screen under Position 

Options. 
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The screen is divided into two sections. The first section lists the employee name and number. The 

second section is shown in a grid type format and lists all history for the selected employee. Use the 

Search button located on the right hand side of the screen to locate a specific run within the grid.  To 

use, click the Search button.  The Filter Employee Payroll History screen will display. From here, 

complete one or more of the fields to assist with locating the specific run you desire.  Once the run has 

been located, click the Warrant button located on the right hand side of the screen. The Display Warrant 

Information screen will display showing the specifics of the warrant such as wage, and payroll items, etc.  

When finished viewing history, click the Done button to return to the List Employee Position screen or 

the Display Employee Position screen depending on where you started using the Employee All History 

Records feature. 

TIME AND ATTENDANCE HISTORY 

From the List Employee Position screen, highlight the employee you desire to view Time and 

Attendance History on.  Click the Time and Attendance History button or from the menu bar, click 

"Process" and highlight Time and Attendance History from the dropdown menu. The List Time and 

Attendance History screen will display. Note that this screen can also be accessed from the Display 

Employee Position screen under Position Options. 

 

The screen is divided into two separate sections. The first section, Employee/Position Information, lists 

the employee name and number as well as the position number. The second section is shown in a grid-

type format and lists year to date time and attendance history.  To display history for a specific item 

within the grid on the List Time and Attendance History screen, highlight the desired item and click the  

Display button at the bottom of the screen or simply press F8 on your keyboard.  The Display Time and 

Attendance History screen will show history for the specific highlighted item. When finished click the 

Done button to return to the List Employee Position screen or the Display Employee Position screen 

depending on where you started using the Time and Attendance History feature. 
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CHAPTER TEN 

REGULAR PAYROLL RUNS 

Regular (or scheduled) payroll runs take place depending on the pay frequency set up by each individual 

county with regular payroll runs taking place once per month, twice per month or every other week. 

Note that time and attendance must be entered for all employees and all employee positions before 

continuing with a regular (scheduled) payroll run. 

Once Time and Attendance (See Chapter 5 of this manual) has been entered for all employees and all 

employee positions, from  the  Payroll Main Menu, click the Date Control  button on the toolbar or from 

the Menu Bar click "Select'' and choose Date Control from the drop-down menu. The List Payroll Date 

Control screen will display. 

The List Payroll Date Control screen is divided into two separate sections. The first section lists Payroll 

Year, Run Type and Records to Display. A description of the radio buttons within this section follows 

below: 

 

PAYROLL YEAR:   
 Defaults to current year, but can be changed to any previous year. 
RUN TYPE: 
 All – Lists both regular and demand runs 
 Regular – A scheduled payroll run. Runs are scheduled according to pay periods. 
 Demand – An unscheduled payroll run. 
RECORDS TO DISPLAY 
 All – Displays both posted and unposted records 
 Posted – Displays only those records which have been posted or paid. 
 Unposted – Displays records that have not been posted or unpaid records. 
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The second section is shown in a grid type format and lists posted and unposted runs.         Posted 

Regular runs are those lines showing a gray background. Posted Demand runs show a gray background 

in only the "Run Type" column of the grid. Runs with a white background are unposted. 

ADDING A REGULAR PAYROLL DATE CONTROL 

Regular Payroll Runs are commonly added at the beginning of each year according to the number of 

times per year a county pays its employees. Twelve payroll runs are necessary if employees are paid 

once per month. Twenty four payroll runs are necessary if employees are paid twice per month (semi-

monthly). Twenty six payroll runs are necessary if employees are paid every other week (bi-weekly). 

From the List Payroll Date Control screen, click the          Add button located on the main toolbar. You 

may also click "Process" from the Menu Bar and choose Add from the drop down menu or simply press 

F6 on your keyboard. The Add Payroll Date Control screen will then display. 

 

Complete all fields in the Payroll Run Information section showing current year and correct number of 

sequential runs according to your county's pay schedule. Be certain that the Month field relates correctly 

with the run number. For example, if payroll is issued semi-monthly, January will take Run Numbers 1 

and 2; February will take Run Numbers 3 and 4; and so on. 

In the Payroll Date lnformation section the Check Date, From Date, To Date, Last Payroll of the Month?, 

Payroll# and Direct Deposit Date will also correspond to the month and pay cycle so that there are no 

lapse in dates. From this screen, Run Type will always be regular. Check the box, if applicable, should the 

Run be the last payroll of the month. The payroll number should be 1, 2 or 3 depending on pay cycle and 

number of pay periods in the month. For example, if employees are paid once per month the payroll# is 

1 and the last payroll of the month would always be checked. 
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The          Change Year button on the Add Payroll Date Control screen is normally utilized the second 

and each subsequent year of software use. Merely highlight the regular Payroll Run from the previous 

year, change the year field to the current year and complete all other fields to correspond with the New 

Year, month, run number, etc. Click the Add button to add the new regular payroll date control and 

return to the List Payroll Date Control screen. 

CHANGING AN UNPOSTED PAYROLL DATE CONTROL 

From the List Payroll Date Control screen, highlight the unposted payroll date control run to be 

changed and click the Change button located on the main toolbar. You may also click "Process" from the 

Menu Bar and highlight Change or simply press F7 on your keyboard. The Change Payroll Date Control 

screen will then display. 

 

Once necessary changes have been made to any or all fields showing a white background, click the 

Change button to effect the change and return to the List Payroll Date Control screen. *Note that 

changes can only be made to unposted payroll runs. 

DELETING A PAYROLL DATE CONTROL 

From the List Payroll Date Control screen, highlight the unposted payroll date control run to be deleted 

and click the Delete toolbar button.  You may also click "Process" and select the Delete option. The 

Delete Payroll Date Control screen will then display with all fields showing a red background.  

Click the Delete button to confirm the delete and return to the List Payroll Date Control screen.  Note 

that only unposted payroll runs can be deleted. 

 

 

COPYING A PAYROLL DATE CONTROL 
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From the List Payroll Date Control screen, highlight the payroll date control run you desire to copy and 

click the Copy toolbar button. You may also click "Process" from the Menu Bar and select the Copy 

option. The Add Payroll Date Control screen will then display showing all completed fields from the 

highlighted payroll date control run. Make necessary changes to fields and click the Add button to add 

the run and return to the List Payroll Date Control screen. 

 

 

PROCESSING PAYROLL CONTROL 

From the List Payroll Date Control screen, highlight the Unposted Payroll Date Control you are now 

ready to process. The process will give the date control run a sequence number with the primary, or 

regular payroll run always being 1. Run sequence numbers indicate the number of times a process is 

linked to a run. 

Click the Run Payroll Cycle button located on the toolbar of the List Payroll Date Control screen. You 

may also click "Process" from the Menu Bar on the List Payroll Date Control screen and choose Run 

Payroll Cycle from the drop-down menu. The Process Payroll Date Control screen will display. The 

buttons on the right-hand side of this screen represent the steps in processing a payroll run beginning at 

the top and continuing down. 

 

 

The   first button is the Change button that allows the user to change some data fields relating to the 

payroll date control fields on the left side of the screen. Review all fields on the Process Payroll Date 
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Control screen to be certain they are correct.   If changes are necessary, click the Change button.  The 

Change Payroll Date Control screen will display.  Changes can now be made pertaining to Month, 

Check Date, From Date, To Date, Payroll Number (in the month) and Direct Deposit Date. You are also 

able to indicate on this screen whether or not this is the last payroll of the month. When finished making 

changes, click the Change button again to effect the changes and return to the Process Payroll Date 

Control screen.  

The Create Payroll button creates the Payroll cycle for the displayed run number. 

To create a Payroll cycle for the run displayed on the left side of the Process Payroll Date Control 

screen, click the Create Payroll button. After a time of waiting, a Process Payroll Date Control window 

will display showing that the run was successful, the number of errors within the run and the number of 

warnings within the run. Click the OK button to return to the Process Payroll Date Control screen. 

 

 

The next step is to view edits within a run. Click the  View Edits button on the Process Payroll Date 

Control screen. The View Edits allows the user to view any errors or warnings that occurred during the 

create process.  The List Error Code Log screen will display. 
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From this screen, you can double-click on the error or warning and the software will automatically take 

you to the screen where the error or warning occurred and highlight the field in question. After 

correcting all errors and reviewing and possibly correcting warnings, close the screen in which error or 

warning occurred.  You will automatically go back to the List Error Code Log screen.   When you move 

to a different line on the grid, the background of the line you have already viewed and/or corrected will 

display showing a gray background. Once all errors have been corrected and warnings have been 

reviewed and/or corrected, click the Done button.   The Process Payroll Date Control screen will again 

display. 

At this point, you must create the payroll again by clicking the Create Payroll button.     By doing this, all 

corrections just previously made from the View Edits and subsequent List Error Code Log screens will 

be included in the payroll run. Continue this procedure until there are no errors listed on the List Error 

Code Log screen and all warnings have been reviewed and deemed acceptable. 
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PAYROLL EDIT REPORTS 

Once a run has been processed, all errors have been corrected and warnings reviewed, click the                 

Payroll Edit Reports button.  The List Payroll Run Cycle Control screen will display. 

This function prints the reports linked to the processed run. If there are no errors, the user can post 

payroll, and then print the reports. 

 

POSTING PAYROLL 

The Post Payroll step creates the actual checks/warrants for the displayed run number.    To Post Payroll 

for the run displayed on the left of the Process Payroll Date Control screen, click the Post Payroll 

button. The Payroll Posting Process window will display. 

 

 

At this point, the user has another opportunity to be certain the run information is correct before 

printing checks/warrants.  Note:  If any changes have been made within the run be sure to create the 

payroll again before running this post function.  If all changes and corrections have been made and are 

included within the most previous  process; and the Run Control  Information  is correct on the Payroll  

Posting Process screen,  click the Post Payroll button. Use the Cancel button to return to the Process 

Payroll Date Control screen.   Upon clicking the Post Payroll button, a window will display stating that 

the backup was successful.  Click the OK button.  After a time waiting for the system to complete 

processing, another window will pop up stating that the creation of checks/warrants is complete. Click 

the OK button. The Print window will display.  Click OK to print checks/warrants.  All employee 
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paychecks and all payments associated with those employee paychecks will now print, with the 

employee checks printing first and all other remittances printing second.   When the printing process has 

been completed, the Process Payroll Date Control screen will display with the Post Payroll button now 

displaying in gray to show that the run has been posted. (The button shows red until posting has been 

completed.) 

 

 

PAYROLL CYCLE REPORTS 

To print Payroll Cycle Reports from the Process Payroll Date Control screen, click the Payroll Cycle 

Reports button found on the right hand side of the screen. The List Payroll Run Cycle Control screen 

will display.  

 

Click the Process button to print the reports with a gray background and return to the Process Payroll 

Date Control screen.   At the bottom of the List Payroll Run Cycle screen, the user has the option to 

change a report.  To change a report, highlight that report and click the  Change toolbar button located 

at the bottom of the screen or press F7 on your keyboard. The Change Payroll Run Cycle Control 

screen will display. 
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From this screen, the user can change the number of copies of the highlighted reported he/she desires  

to print as well  as where he/she would  like to report to print in the payroll  process.  When finished 

making changes, click the Change button to return to the List Payroll Run Cycle Control screen. 

RESET RUN 

At any time before posting, the user can use the Reset Run button to clear all records that have been 

created, and start over through the process.  After a run is reset, close and reopen the payroll program. 

The two grayed out buttons will be active after the run has been posted allowing the user to reprint 

employee payroll warrants and the payroll remittance warrants. 

NOTE: Payroll MUST BE restarted after resetting the run!!!! 

REPRINT EMPLOYEE WARRANT/CHECK 

If necessary, Employee Warrants/Checks can be reprinted from the Process Payroll Date Control screen 

by clicking the Reprint Emp War/Chk button located on the right hand side of the screen. The Print 

screen will display. Click the OK button to reprint employee warrant(s)/check(s) and return to the 

Process Payroll Date Control screen. 

REPRINT REMITTANCES 

Remittance Warrants/Checks can also be reprinted from the Process Payroll Date Control screen by 

clicking the          Reprint Remittances button located on the right hand side of the screen. The Print 

screen will display. Click the OK button to reprint remittance warrant(s)/check(s) and return to the 

Process Payroll Date Control screen. 
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REMITTANCE ADJUSTMENT HISTORY 

From the List Payroll Date Control screen, highlight the run you desire to view history on and click the                   

Remittance Adjustment History toolbar button or from the menu bar, click "Process" and choose 

Remittance Adjustment History from the drop-down menu. The List Remittance Adjustment History 

screen will display. 

 

From this screen remittances can be viewed for the control date just previously highlighted. When 

finished, click the Done button to return to the List Payroll Date Control screen. 

LIST PAYROLL WARRANTS/CHECKS 

To show a listing of payroll warrants/checks from the List Payroll Date Control screen, highlight the 

Payroll Date Control you desire to list payroll warrants/checks for and click the List Payroll 

Warrants/Checks toolbar button or from the menu bar, click "Process" and highlight List Payroll 

Warrants/Checks screen from the drop-down menu. The List Payroll Warrants screen will display. 
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From this screen you can highlight a particular warrant and click the  Display Warrant button located on 

the right hand side of the screen. The Display Warrant Information screen will display showing specific 

information for the just previously highlighted warrant. When finished, click the Done button located in 

the upper right hand corner of the screen to return to the List Payroll Warrants screen. 

Warrants  can  also be  reprinted  from the  List  Payroll  Warrants  screen  by clicking  the      Reprint 

Warrants button located on the lower right hand side of the screen. The List Payroll Warrants screen 

will display warning the user not to use this option unless they possess the original warrant/check. Click 

the OK button to reprint the warrant and return to the List Payroll Warrants screen. If user does not 

hold the original warrant that warrant should be VOIDED before another is issued. 

EDITING REMITTANCE ADJUSTMENTS 

From the List Payroll Date Control screen, highlight the unposted payroll date control you desire to 

add, change or delete a remit adjustment for and click the Edit Remittance Adjustments toolbar button, 

or from the main menu, click "Process" and highlight Edit Remittance Adjustments from the drop-down 

menu. The List Remittance Adjustments Detail screen will display. 
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To add an adjustment, complete the fields within the Remittance Information portion of the screen. 

When all fields within the Remittance Information portion of the screen have been completed, click the   

Add button located toward the upper right hand comer of the screen. The just previously added 

remittance will now show in the grid on the lower portion of the screen.  

 To make changes to Remittance Adjustments, highlight the adjustment you desire to edit and click the           

Edit Remit button found under Detail Options toward the lower right side of the screen.  The highlighted 

remittance adjustment information will now show in all completed fields under the Remittance 

information portion of the screen.  Make necessary changes, and click Change button to effect the 

change(s). 

To delete a Remittance Adjustment, highlight the adjustment you desire to delete and click the                 

Delete button found under Detail Options toward the lower right side of the screen. The Delete 

Remittance Adjustments Detail screen will display showing the remittance adjustment information in 

all completed fields with a red background. Click the Delete button to confirm the delete and return to 

the List Remittance Adjustments Detail screen.   Notice that the just previously deleted adjustment is 

no longer listed in the grid at the bottom of the screen. 

Utilize the Clear toolbar button to clear the Remittance Information portion of the screen before the 

adjustment has been added to the lower grid.  

Once a remittance adjustment has been made to a vendor account, the adjustment will appear within 

the payroll run tied to the remittance adjustment and the vendor account will be adjusted accordingly 

when checks/warrants are printed. 
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LIST UNREMITTED VENDOR PAYMENTS 

From the List Payroll Date Control screen, click the List Unremitted Vendor Payments toolbar button, 

or from the menu bar click "Process" and highlight List Unremitted Vendor Payments from the drop-

down menu.  The List Vendors with Unremitted Payments screen will display. 

 

From this screen all vendors that have not yet been paid will be listed. Click the  Display Unremitted 

Payment Records for Selected Vendor toolbar button located at the bottom of the screen. The List 

Unremitted Remittances screen will display.  

 

From this screen, vendor warrants/checks can be printed by clicking the Print Vendor Warrants toolbar 

button located at the bottom of the screen. 

 

 



Payroll System     

 

CHAPTER ELEVEN 

DEMAND PAYROLL RUNS 

Occasions arise wherein a demand payroll becomes necessary (usually one or two checks/warrants).  

Some examples are: 

 

1. If an employee is going on vacation, the pay period ends during their time away and they 

need to be paid before leaving. 

2. An employee is terminated between pay periods.  Final check/warrant needs to be given 

to employee upon termination. 

3. An error is made during the regular payroll run and needs to be corrected. 

 

To run a demand payroll, from the List Employee Position screen, highlight the employee related to the 

demand. Click the         Mark For Demand button located on the toolbar, or from the menu bar click 

"Process" and highlight Mark For Demand from the drop-down menu. The Display Employee Active 

Position(s) screen will display showing one or more positions for the selected employee. Highlight the 

desired position and click the            Mark button located on the right-hand side of the grid.  A Display 

Employee Active Position(s) window will show the employee number and the number of positions 

marked.  Click the OK button to return to the Display Employee Active Position(s) screen. When 

finished, click the Done button. The List Employee Position screen will again display. If necessary, select 

another employee and continue this process until all desired employees have been marked for demand. 

Once employees have been selected and marked, from the List Employee Position screen, click the        

Select Demand Run toolbar button, or from the menu bar click "Process" and highlight Select Demand 

Run from the drop-down menu. The List Payroll Date Control screen will display. 
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This screen is divided into three separate sections. The first section is the Demand/Run Information 

showing the Payroll Year and the Run Number. The second section shows more specific information 

relating to the selected run number from the top portion of the screen. Finally, the lower section of the 

screen shows a listing of the employees that have been marked for demand in a grid type format. 

From the Run Options buttons located at the top of the screen, click the            Select Run button. The 

List Payroll Date Control screen will display. Highlight the desired posted run that correctly corresponds 

with the date(s) of the marked for demand activity and click the Select button. The information from the 

selected run will now display in both the Demand/Run Information section, as well as the Selected/Run 

Information section of the screen. This demand run however, will utilize the next sequential sequence 

number. 

If it is necessary to add a run for the upcoming demand, click the          Add new run button located toward 

the upper right side of the screen. The Add Payroll Date Control screen will appear (See Chapter Ten of 

this manual for further instruction regarding this screen.) Complete all fields within the Add Payroll 

Date Control screen and click the          Add button in the top right comer of the screen to return to the 

List Payroll Date Control screen. The          Change year button can be utilized, if necessary, to change 

the year.  

The lower section of the List Payroll Date Control screen shows the selected employees for demand in a 

grid type format.   Highlight the first employee on the grid. 

If the demand deals with time and attendance, click the          T/A button located toward the lower right 

hand side of the screen. The List Employee Time and Attendance screen will display. Enter Time and 
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Attendance for the highlighted employee. When finished, click the Done button to return to the List 

Payroll Date Control screen. 

If the demand deals with payroll items, click the         Payroll Items button located toward the lower right 

hand side of the screen. The List Employee Payroll Items and Adjustments screen will display. Enter 

Payroll Item data for the highlighted employee. When finished, click the Done button to return to the 

List Payroll Date Control screen. 

If the demand pertains to any other function such as insurance reimbursement, etc. click the            

Display button located on the lower right hand side of the screen. The Display Employee Position 

screen will display. From this screen, nearly any data can be changed. Continue with this process until all 

employees listed on the grid have data entered related to the demand run. 

Once all data has been entered for the employee(s) marked for demand, click the             Process button 

located within the grid options on the lower right side of the screen. The List Payroll Date Control 

screen will display reminding the user that a new payroll date control run will be created. Click "Yes" to 

continue. The Process Payroll Date Control screen will now display. 

 

 

From this screen, process of the demand will move forward just as a regular demand would. See Chapter 

10 of this manual for information relating to processing of Payroll Date Control. 
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CHAPTER TWELVE  

PERSI 

To access the PERSI Edit File, from Payroll Main Menu, click the        Date Control toolbar button or from 

the menu bar click "Select" and highlight Date Control from the drop-down menu.   The List Payroll 

Date Control screen will display.   Highlight the desired payroll date control  run and click the            

PERSI Edit File toolbar button or from the menu bar click "Process" and highlight PERSI Edit File from 

the drop-down menu. The List PERSI Transaction File will display. 

 

From this screen, PERSI transactions can be added, changed, or deleted; and, subsequently transmitted. 

ADDING A PERSI TRANSACTION 

From the List Payroll Date Control screen, highlight the payroll run you desire to add a PERSI 

transaction to and click the PERSI Edit File toolbar button, or from the main menu bar click "Process" 

and highlight PERSI Edit File from the drop-down menu. The List PERSI Transaction File screen will 

display (see screen above). If the file has already been transmitted, the word "transmitted” will show in 

the status column on the left side of the grid and you will need to open the file by clicking the         

Change Status to Open toolbar button or from the menu bar, click "Process" and highlight Change 

Status to Open from the drop down menu. The status column should then change from "transmitted" to 

"open". 
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Once the status column shows that the file is open, click the           Add toolbar button, from the main 

menu click "Process" and highlight Add from the drop-down menu or press F6 on your keyboard.  The 

Add PERSI Transaction File will display. 

 

 

An explanation of the fields found on this screen follows: 

*Year Run number year (carried from Payroll Date Control Screen) 

*Run Number Run number (carried over from Payroll Date Control screen. 

*Run Seq. Run sequence (carried over from Payroll Date Control Screen.) 

*Cycle end date Date selected payroll cycle ended. 

*Employee Number Number assigned to employee by county. Press F4 on your 
keyboard and select Employee Number from the List Employee 
Position screen. 

*Position # Number assigned to employee position type by county with 
position number 1 always being the primary position. 

*Record Status Defaulted to Open. Choose open or transmitted from the drop-
down menu. 
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*Record Type Defaulted to current. Choose current or noncurrent from the 
drop-down menu. 

Last Name Employee’s last name. 

First Name Employee’s first name. 

Middle Name Employee’s middle name or middle initial 

SSN# Employee’s social security number. 

Gender Code Defaulted to blank. Choose male or female from the drop-down 
menu. 

Birth Date Employee’s date of birth. 

Orig. hire date Employee’s original hire date. 

Address 1 Employee’s street address. 

City City in which employee resides. 

State Code Two letter state code in which employee resides. 

Zip Employee’s zip code. 

Cycle start date Start date of payroll fun cycle. 

Cycle end date End date of payroll run cycle. 

*Elig start date Date employee became eligible to participate in PERSI program. 

Elig end date Date eligibility ends/ended for employee’s participation in the 
PERSI program. 

Elig end reason code Defaulted to blank. choose Member is deceased, Resigned or 
been dismissed, Expiration of term, No longer meets 
requirements, Leave without pay, Disability-Med-Work Comp 
leave, Retired, Other, Merged, Privatized or Withdrawn from 
drop-down menu. 

Workers comp code Defaulted to Blank. Choose No or Yes from the drop-down 
menu. 

Official Code Defaulted to Blank.  Choose No or Yes from the drop-down 
menu. 

*Contrib. type code Defaulted to Blank. Choose Mandatory or Voluntary choice plan 
from the drop-down menu. 

Hours Number of hours employee logged in pay period. 
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Reported Class Choose General Member, or Fire or Police from the drop-down 
menu. 

Comments Comments pertaining to employee’s PERSI activity. 

Compensation Amount of money that employee received as compensation 
during the pay period. 

Location Employee’s office location. 

Invoice No. Hard copy invoice number associated with employee’s financial 
account. 

Classification Type Choose 401K (A) – Additional, 401(A) or 401 (K) from the drop –
down menu. 

Employee 
contribution 

Amount of money that employee contributed to PERSI program 
during selected pay period. 

Employer 
contribution 

Amount of money that employer contributed to PERSI program 
during selected pay period on employee’s behalf. 

 * - Denotes a required field. 

Once above fields have been completed, click the Add button located in the upper right hand comer of 

the screen. The transaction will be added to the PERSI Transaction file and will now display in 

alphabetical order (employee last name first) within the grid on the List PERSI Transaction File screen. 

CHANGING A PERSI TRANSACTION 

When the status shows "transmitted" on the List PERSI Transaction File screen, and the user clicks the             

Change toolbar button, chooses Change from the Process menu or clicks F7 on the keyboard, the 

Display PERSI Transaction screen will show. In order to display the Change PERSI Transaction File 

screen, the status must show "Open". 

From the List PERSI Transaction File screen, make certain that the status shows "Open" and highlight 

the transaction you desire to change. Click the Change toolbar button, from the menu bar click "Process" 

and highlight Change from the drop-down menu or press F7 on your keyboard.  The Change PERSI 

Transaction File screen will display. 

Changes can now be made to all fields on this screen showing a white background. When finished, click 

the Change button to effect the change(s) and return to the List PERSI Transaction File screen. 

 

COPYING A PERSI TRANSACTION 
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From the List PERSI Transaction File screen, be sure that the status shows "Open" and highlight the 

transaction you desire to copy. Click the Copy toolbar button, or from the menu bar click "Process" and 

highlight Copy from the drop-down menu. The Add PERSI Transaction File screen will display.  Make 

changes as desired to all fields on this screen showing a white background.  When finished, click the Add 

button adding the new transaction to the grid on the List PERSI Transaction File screen. 

DELETING A PERSI TRANSACTION 

Note that the status must show "Open" on the List PERSI Transaction File screen in order for the 

system to allow the delete. Once status shows "Open", from the List PERSI Transaction File screen, 

highlight the transaction you desire to delete.  Click the  Delete toolbar button or from the menu bar click 

"Process" and highlight Delete from the drop-down menu. The Delete PERSI Transaction File screen 

will display with all fields showing a red background. Click the OK button located in the upper right hand 

corner of the screen to confirm the delete and return to the List PERSI Transaction File screen. Note 

that the transaction will have been removed from the grid on this screen. 

CREATING A PERSI TRANSMIT FILE 

Once transactions have been added, changed or deleted, the PERSI Transaction File must be 

transmitted. To transmit the file, click the Create PERSI Transmit File toolbar button or from the menu 

bar click "Process" and highlight Create PERSI Transmit File from the drop-down menu.  The PERSI 

Transmit File will transmit automatically if the PERSI File Name and 

Server File Location have been correctly filled in on the Payroll Control screen. Note that the status 

column will then change from "Open" to "Transmitted" on the List PERSI Transaction File screen. 
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CHAPTER THIRTEEN 

STATE UNEMPLOYEMENT 

To access the State Unemployment file, from the Payroll Main Menu, click the State Unemployment 

toolbar button or from the menu bar click "Select" and highlight State Unemployment from the drop-

down menu. The List State Unemployment screen will display. 

 

From this screen, State Unemployment transactions can be added, changed, or deleted; and, 

subsequently transmitted. 

ADDING A STATE UNEMPLOYMENT TRANSACTION 

From the List State Unemployment screen, enter the desired year in the field provided on the upper 

left side of the screen and click the  Add toolbar button, from the menu bar click "Process" and highlight 

Add from the drop-down menu or simply press F6 on your keyboard. The Add State Unemployment 

Record screen will display. 
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An explanation of the fields found on this screen follows: 

*SSN Employee’s social security number. 

*Name (L/ F / M ) Employee’s name (last, first, and middle) 

* Fica Gross Employee’s FICA gross salary. 

Hourly / Salary Choose hourly, exempt=salary or other from the drop-down 
menu. 

Manual Entry Check this box if the entry is entered manually. 

Year Enter the year for the state unemployment record you are 
adding. 

Quarter Defaulted to first.  Choose first, second, third or fourth from 
the drop-down menu.  If the quarter is first, the ‘from date’ 
shall show as 1/1/(current year), the ‘to date’ shall show as 
3/31/(current year) and the month(s) paid in shall display 
January, February and March.  If the quarter is second, the 
‘from date’ shall show as 4/1/(current year), the ‘to date’ shall 
show as 6/30/(current year) and the month(s) paid in shall 
display April, May and June.  If the quarter is third, the ‘from 
date’ shall show as 7/1/(current year), the ‘to date’ shall show as 
9/30/(current year) and the month(s) paid in shall display July, 
August and September.  Finally, if the quarter is fourth, the 
‘from date’ shall show as 10/1/(current year), the ‘to date’ as 
12/31/(current year) and the month(s) paid in shall display 
October, November and December. 

Months Paid In Check the appropriate months that funds were paid into the 
state unemployment fund by selected employee. 

 * -Denotes a required field. 

The List State Unemployment screen will again display showing all the records just previously added.  

CHANGING A STATE UNEMPLOYMENT RECORD 

From the List State Unemployment screen, highlight the record you desire to change. Click the           

Change toolbar button, from the menu bar click "Process" and highlight Change from the drop-down 

menu or press F7 on your keyboard. The Change State Unemployment Record screen will display.  

Changes can now be made to all fields on this screen showing a white background. When finished, click 

the Change button to effect the change(s) and return to the List State Unemployment screen. 
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DELETING A STATE UNEMPLOYEMENT RECORD 

From the List State Unemployment screen, highlight the record you desire to delete. Click the                     

Delete toolbar button or from the menu bar click "Process" and highlight Delete from the drop-down 

menu. The Delete State Unemployment Record screen will display with all fields showing a red 

background.  Click the Delete button located in the upper right hand comer of the screen to confirm the 

delete and return to the List State Unemployment screen. Note: the record will have been removed 

from the grid on this screen. 

CREATING A STATE UNEMPLOYEMENT EXPORT FILE 

Once transactions have been added, changed or deleted, the State Unemployment Records must be 

exported.  To transmit the file, insert the desired year and turn on the radio button next to the quarter 

you desire to export.  Now click the  Create Export File toolbar button or from the menu bar click 

"Process" and highlight Create Export File from the drop-down menu. The Process State 

Unemployment screen will display. 

 

 

Be certain that the employer information (name and account number) are correct, turn on the Yes radio 

button and click Process. After a time of waiting, a window will display stating that the “export file has 

been created successfully”.  Close this window to return to the List State Unemployment screen.  

 

 

CHAPTER FOURTEEN 
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PRINTING REPORTS 

A number of printed reports can be produced from the Payroll System. You can print different reports 

from nearly all of the main menus and list windows in the system.   The reports available will differ 

depending on the menu or window you are on, but the process of selecting and   printing is nearly 

identical regardless of which report you want. 

TYPES OF REPORTS 

There are two primary types of reports in the Payroll System. The first type is the single instance 

report. Single-instance reports provide details of an individual record, also referred to as a "row" on list 

windows. These reports are usually printed directly from a display window such as the Display 

Employee Position window, or displayed lists such as the List Employee Position window. 

The   second and most commonly type used is referred to as a multiple record or list report. This type of 

report is typically a list or summary of many records.  Examples of this type of report include 

"EMPLOYEE- BY NUMBER", and “DIRECT DEPOSIT SUMMARY".  This type of report is printed using the 

Select Reports button from the toolbar. 

Other types of printed output include checks, W-2 Tax Forms and other items that print automatically 

when you perform certain functions. 

PRINTING SINGLE-INSTANCE REPORTS 

SELECTING RECORDS TO PRINT 

To print single-instance reports directly from a list window, you must first select one or more records to 

print.  To select a single record, click on the desired row in the list window. 

You can also print details for several records at the same time. To select a range of contiguous records, 

click on the first record, press and hold down the Shift key, and click on the last record you want to 

select. 

To select multiple records that are not displayed next to each other on a list screen, click on the first 

record, press and hold down the Ctrl key, and click on each additional record you wish to print.  You can 

use the scroll bars to move up and down through the list to select more records. 
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PRINTING SELECTED RECORDS 

Once you have selected one or more records to be printed, you can print the details by choosing the 

Print Selected Row option from the Process menu or by right-clicking on one of the selected records and 

selecting Print Selected Row from the pop-up menu. 

SELECTING REPORTS TO PRINT 

List-type reports are printed using the Select Reports button on the toolbar. This button is available from 

the toolbars on all of the main list windows. 

LOCATING REPORTS TO PRINT 

The first step in printing a report is locating the one you want to print. Generally, the reports available 

using the Select Reports button will be closely related to the list window displayed. For example, if you 

are on the List Payroll items window, the reports displayed in the report selection will be those 

associated with payroll items. 

USING THE REPORT SELECTION WINDOW 

To select a report from the Report Selection window, just click on the name of the report you wish to 

print. You can select more than one report by pressing and holding the Ctrl key on your keyboard and 

clicking on additional reports. If you don't see the report you want, enter the first few letters of the 

report name in the Position To field to move to that report. 
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After selecting the report or reports you want to run, you need to select the destination and filtering 

options. Under Report Destination, you can tell the system to send the report to either a printer or to 

your screen and select the number of copies you want to print. You can also display and change your 

Windows printer settings using the Setup button, if necessary. 

For many reports, you can use the Filtering options to decide whether to use a filter to select only certain 

records for the report or to include all records. Instructions on displaying and filtering reports are 

outlined below. 

USING REPORT FILTERS 

Many of the reports in the Payroll System use filters that allow you to select the types of records that will 

be included on a report. The filters differ depending on which report you are printing. Sample report 

filters shown below allow you to limit a report to include a particular date range by entering a ‘from’ and 

a ‘to’ date, an ‘employee status’ or a ‘fund’ and ‘department’. 

 

DISPLAYING REPORTS ON THE SCREEN 

When selecting a report, you have the option of printing a report to a printer or to your screen under the 

Report Destination options. If you select the Window option, your report will "print" to the screen and 

appear just as it would on paper.  You can click the         Close button at any time to exit the Report 

Display window and return to the report selection. 
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Once the report is displayed on the report display window, you can page through the report, increase or 

decrease the magnification (zoom), and print the report to paper or export it to another application. 

  

 

PAGING THROUGH A DISPLAYED REPORT 

To page through a report that you have displayed on the screen, you can use your keyboard page up and 

page down keys, the scroll bars on the screen, and the paging toolbar icons listed below. 

 Returns you to the first page of the report. 

 Takes you to the previous page of the report. 

 Takes you to the next page of the report. 

 Takes you to the last page of the report. 

 Stops report processing. 

CHANGING THE DISPLAY MAGNIFICATION 

You can change the magnification of a displayed report, or "zoom" in or out, to make the report easier to 

read and review. To increase or decrease the magnification, click on the arrow to the right of the report 

magnification field and select the desired value. You can select a value from   25% to 400% or enter a 

specific magnification value in the field and press the Tab key. 
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PRINTING A DISPLAYED REPORT 

To print a report after displaying it on the screen, click the Print button at the top of the Report Display 

window. This will display the Print window and allow you to select the pages you wish to print as well as 

the number of copies. Click the OK button on this window to print the report. 

 

EXPORTING REPORT FILES 

After displaying a report on the screen, you can export the report to a PC file for use in a spreadsheet, 

word processing, or other PC applications.  To export a report: 

1. Select and print a report to the screen as described above. 

2. Click on the Export button at the top of the Report Display window. 

3. Select the desired format for the exported file. The most commonly used formats are EXCEL, 

and WORD and PDF.  In the Destination field, select Disk File. 

 

 
 

4. Click the OK button. If you selected the EXCEL format, an additional Format Options 

window will be displayed.  The settings on this window are generally sufficient, but you may 

wish to select additional formatting options. Click the OK button to continue. The Choose 

Export File window will be displayed. 

5. On the Choose Export File window, select the disk drive and folder where you want to save the 

exported file.  

6. Enter the name of the exported file to be saved in the File name field.  You can leave the name 
of the report as displayed, but you may wish to enter a more descriptive name.  The Save as 
type field will contain the type of file you selected in the earlier Export window.   Do not change 
this field. 

7. Click the SAVE button to export the report and save it to the selected location. 
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PRINTING A LIST OF AVAILABALE REPORTS 

You can find out what reports are available in the Payroll System by printing a list of all reports. 

1. Click the Select Reports button on the main toolbar. 

2. Click on the report entitled REPORTS LIST and select your Report Destination options. 

3. Click the Print button to print the report. 

4.  

REPORT TROUBLESHOOTING 

You may occasionally run across trouble when printing reports. Printing problems can be caused by a 

wide variety of factors. This section covers a number of the most common problems and their solutions. 

If the suggestions outlined in this section don't solve your problem or answer your question, contact your 

System Administrator or Computer Arts Service Representative. If they are not readily available, please 

call the Computer Arts, Inc. Help Desk at (800) 365-9335. 

I CAN’T FIND THE REPORT I NEED 

Sometimes it might be difficult to figure out where to go in the system to print the specific report you 

want.  Here are some things you can do when you run into this problem: 

 Go to the window most clearly related to the desired report. Consider major report topics 

such as employees, accruals and payroll items. After displaying the window most closely 

related to the desired report, click on the Print button on the window, if available, or click the 

Print icon on the toolbar. This will display a list of reports that can be run from this spot in the 

system. 

 Consider whether you want a report for one record or for a list of records. For example, if 

you want to print information for a single employee, display the desired employee and click 

the Print button on the display window.  You can also right click on a particular record from a 

list window and select the Print Selected Row option from the menu. Reports involving 

multiple records are printed by clicking on the Select Reports icon on the toolbar. 

 Click on the Select Reports icon on the Payroll Main Menu toolbar.  Close all display and 

list windows to return to the main menu.   The report selection displayed using the Select 

Reports icon from this menu will list all reports available from this location of the system, 

including those that are not specifically related to a particular list or display window. 

WHEN I LAUNCH A REPORT, I GET AN ERROR MESSAGE 

Computer Arts makes every effort to prevent printing errors. However, due to the complexity of the 

system, you may occasionally encounter error messages in the form of pop-up windows. Some 
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messages are relatively simple while others can be lengthy and contain somewhat cryptic symbols or 

abbreviations. Here's what you can do if you run into this: 

 Write down the message as completely as possible. Better yet, press Alt+ Print Screen on 

your keyboard to copy the window, paste it to a word processing or Notepad document, and 

print a copy. If you receive more than one error window, do this for each message. The exact 

wording of the message is important in troubleshooting the exact cause. 

 Try to recall your steps before receiving the error. In order to find the cause of the 

problem, it is important to be able to duplicate it, if possible. This will assist Computer Arts 

personnel in their troubleshooting. If necessary, try and write down the names of the 

windows displayed and options selected before you received the error message. 

 Contac the Computer Arts Help Desk (800) 365-9335. The Help Desk technicians can help 

resolve the problem or refer you to another CAI employee to help you.  It is important to 

have the text of the error messages you received in front of you when you call. 

WHENI LAUNCH A REPORT, NOTHING COMES OUT OF THE PRINTER OR NOTHING 

HAPPENS AT ALL 

The causes of problems like this can range from slow printing performance to incorrect printer 

installations. Here's what to look for: 

 Consider the size and length of the report. Every effort is made by Computer Arts to 

optimize report processing and performance. However, many reports have to process a 
great deal of information and may take some time to print or display on your screen. If 

reports are taking a very long time to print, contact your Computer Arts Service 
Representative or the Computer Arts Help Desk at (800) 365-9335. 

 Check the status of your printer. Problems of this type can result from a printer being 

offline or disconnected from the server. Sometimes, error messages will be displayed on the 

printer itself. Check to make sure the printer is offline and, if any errors are displayed, look 

them up in your printer documentation or help text to determine the cause. 

 Check your printer installation.  This kind of problem can also be caused by an incorrect 

installation of a printer driver on your PC.  To check this, click on your Windows Start 

button and select Settings and then Printers. This will display all of the printers installed 

on your PC.  Right click on the icon for the printer you sent your report to and select the 

Properties option. Click the Print Test Page button and check the printer to make sure the 

page printed correctly. If so, the problem is not with your printer installation or 

connection. 

 Contact your System Administrator or CAI Service Representative. If none of the above 

suggestions solve this problem, further investigation into the printer configuration or 

connection may be necessary. If your System Administrator or Service Representative are 

not available, contact the Computer Arts help desk at (800) 365-9335 
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WHEN I PRINT A REPORT, SOME FIELDS ARE CUT OFF ALONG THE MARGINS. 

Reports designed with the Crystal Reports tool used in the Payroll System may print differently based on 

various printers and printer drivers used. While every effort is made to reduce these differences, you may 

encounter a report where certain fields or even the entire report seems to be cut off along one or more 

of the margins. If you encounter this problem, contact the Computer Arts Help Desk at (208) 365-9335 

for assistance in checking the compatibility of your printer or determining whether the report needs to 

be reformatted. 

 I EXPORTED A REPORT TO AN EXCEL OR WORD FILE, BUT THE PERSON I SENT THE FILE 

TO CAN’T OPEN IT.  

This problem generally occurs when the PC being used to open the file does not have Microsoft Excel or 

Word installed. If this is the case, the software will need to be installed on the PC.  Alternatively, another 

PC that has the software installed can be used to open the file. 

WHEN I EXPORT A REPORT TO EXCEL OR WORD I LOSE SOME OF THE REPORT 

FORMATTING. 

Because of the many different methods used by software programs to format documents and 

spreadsheets, it is common to lose some design and formatting features when exporting reports to 

other software. Some of the most common formatting features lost during export include shading, lines, 

boxes, and page headers. 

The best way to avoid the loss of formatting in exported documents is to ensure that the format used to 

export the file is compatible with that used by the software that will open the file. 

When exporting Microsoft Excel files, use the EXCEL 5.0 (XLS) or EXCEL 5.0 (XLS) (EXTENDED) formats. 

It may also be helpful to experiment with different formats to find those that best preserve your report 

formatting. 
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CHAPTER FIFTEEN 

CONTROL MENU 

System codes can be created and edited through the Control Menu. System codes may include time and 

attendance types and codes, print box items, accrual codes, payroll items, job classes, grade and step, 

worker's compensation, banks, direct deposit, insurance and cafeteria. Once these codes are set up in 

the Control Menu, they become available to users when entering payroll data in the Main Menu.  The 

Control Menu is also where you set up system reports, and where tax tables are set up to enable the 

automation of tax withholding on employee and employee related pay stubs. Access to the Control 

Menu is generally limited to very few users, sometimes only the system administrator. The Control 

Menu may also be referred to as the Control File. 

 

See page 16 for icon description. 

CONTROL MENU DEFINITIONS 

Time and Attendance Types – Refer to the different kinds of time that an employee can accrue 

whether it be regular straight time, vacation, sick, comp time, etc. 

Time and Attendance Codes - Time and attendance codes are set up and used to define time 

and attendance types. It is also from here that the time and attendance rate factors are set up 

as they pertain to employee payment. Options to allow negatives and/or pay with comp time 

are defined and maintained within time and attendance codes. 

Time and Attendance Summary Report Types - Used to determine where time and 

attendance types will print on Employee Time and Attendance Report. Up to nine different 

types can be set up to appear on the Time and Attendance Summary Report. 

Print Box Items - Used to organize Time and Attendance Types and to determine which of 

these types will print on employee pay stub and in what order. 

Accrual Codes - Allows for the automation of earned accruals. Options to "preset" the accrual 

to start accruing in the future and to allow an accrual to be paid at a percentage to employee 

are accessible within Accrual Codes 
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Payroll Items -Allows automation for mandatory withholding items as well as optional 

withholding items, including amount to withhold and from which pay period(s) to withhold 

monies from. Payroll items are tied to the financial system so that vendors can be paid 

automatically with monies withheld from employee earnings. 

Job Classes - Used to identify employee positions by assigning a code to each position. Shift 

differential amounts (by amount or percentage) can also be maintained. 

Grade and Step - Used to assign and maintain grade codes and types as well as pay steps and 

rates. 

Worker's Compensation - Used to identify worker's compensation codes and to assign rates 

relating to those codes 

Banks- Used in connection with the direct deposit feature allowing employee bank information 

to be stored and maintained. 

Direct Deposit Bank Control- Used in connection with direct deposit and where county bank 

information is stored and maintained. 

Insurance Control File- Used to set up and maintain county provided insurance as it pertains to 

the insurance reimbursement feature. 

General Expense Table- Used to maintain which fund and department employee wages and 

benefits are paid from. 

Payroll Control - Used to setup and maintain employer information that is printed on reports, 

pay stubs and checks/warrants. Also used to set up and maintain retirement information, 

printer paths and server file paths. Note that a date control password, a check stub message 

and W-2 information can also be set up and maintained from this screen. 

Payroll Run Cycle Control - Allows for reports to be chosen and printed automatically each 

time a payroll run takes place. 

Withholding Control File - Used to set up and maintain FICA, Medicare, Federal and State 

withholding. If the user changes the FICA or Medicare, those changes will be reflected on the 

payroll item as well as the employee payroll item. 

State Tax Table - Allows automation in withholding state tax monies. 

Federal Tax Table -Allows automation in withholding federal tax monies. 

Process W2 File - Used to process employee W-2 tax forms for year-end filing with state and 

federal tax agencies. 
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Cafeteria Master - Used to set up and maintain unreimbursed medical and child care cafeteria 

transactions. 

System Reports -Allows the user to select, view, export or print any and/or all payroll reports. 

The reports are Crystal Style Reports that appear throughout the software and have been 

designed and properly outlined for use in the Payroll system. 

Reports - Used to setup and maintain payroll reports 

Web Control – Used to maintain all aspects of Web Time. 

Wage Increase – This is used to add a wage increase to all employees by fund and dept.  For 

details, please go to the Payroll v7.9.0 documentation. 

Processed Wage Increase – Reporting of wage increase.  For details, please go to the Payroll 

v7.9.0 documentation. 

 

TIME AND ATTENDANCE TYPES 

From the Payroll Control Menu, click the Time and Attendance Types toolbar button, or click "Select" 

and highlight Time and Attendance Types from the drop-down menu. The List Time and Attendance 

Types screen will display.  From this screen Time and Attendance types can be added, changed, copied 

or deleted.   

ADDING TIME AND ATTENDANCE TYPES 

From the List Time and Attendance Types screen, click the Add toolbar button, click "Process" on the 

menu bar and choose Add from the drop-down menu or simply press F6 on your keyboard. The Add 

Time and Attendance Types screen will display. A description of the fields on this screen follows: 

*Code A code consisting of not more than six (6) characters can be 
entered in the “Code” field.  The code should be a shortened 
version of the Description.  For example, the code for 
vacation time could be VACTIM or VAC. 

Payroll 1% Counties may choose to pay some Time and Attendance types 
at a percentage if employee does n to use them within a 
certain amount of time. (This usually occurs at the end of the 
year.) For example, an employee may have earned, but not 
used, 10 hours of vacation time earning $10 per hour totaling 
$100.00.  At the end of the year the county may give the 
employee a choice between taking the vacation time or paying 
the employee at an 80% return or $80.00. 

*Description Description of Time and Attendance Type, up to 25 characters. 

https://sharepoint.gocai.com/Content/Payroll%20v7.9.0%20Documentation.pdf
https://sharepoint.gocai.com/Content/Payroll%20v7.9.0%20Documentation.pdf
https://sharepoint.gocai.com/Content/Payroll%20v7.9.0%20Documentation.pdf
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Months Before 
Printing 

Number of months before “type” will print on employee’s pay 
stub. 

Print in Box… The box number on the employee  pay stub that county desires 
Time and Attendance Code to print in. 

Accrual Flags the “type” as being an accrual. 

Allow Negatives? Allows the amount to be paid to be in a negative state. 

Comp Time Flags the “type” as being paid as comp time. 

*Pay Type Defaults to “blank”. Choose Comp Time, Call-Out, On Call, 
Overtime, Personal, Sick, Straight or Vacation from the drop-
down menu. 

Report Heading Allows up to nine (9) characters on each of the two available 
lines used to discern time and attendance type on reports. 

 * - Denotes a required field. 

 

CHANGING TIME AND ATTENDANCE TYPES 

From the List Time and Attendance Types screen, highlight the type you desire to change.  Click the            

Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu, or simply press F7 on your keyboard. The Change Time and Attendance Types screen will 

display with the information from the highlighted type showing in all completed fields. Make necessary 

changes and click the Change button located on the top right side of the screen to effect the change 

and return to the List Time and Attendance Types screen. 

DELETING TIME AND ATTENDANCE TYPES 

From the List Time and Attendance Types screen, highlight the type you desire to delete. Click the           

Delete toolbar button or click "Process" on the menu bar and highlight Delete from the drop-down 

menu.  If the type is being used, a window will appear on your screen stating that "This type is being 

used and cannot be deleted". When this occurs click the OK button to return to the List Time and 

Attendance Types screen. If the type is not being used, the Delete Time and Attendance Types 

screen will display with the information from the highlighted type showing in all completed fields with a 

red background. The system will then allow you to click the Delete button to confirm the delete and 

return to the List Time and Attendance Types screen.  Notice that the type just previously deleted will 

have been removed from the list. 
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COPYING TIME AND ATTENDANCE TYPES 

From the List Time and Attendance Types screen, highlight the type you desire to copy. Click the             

Copy toolbar button, or click "Process" on the menu bar and highlight Copy from the drop-down menu. 

The Add Time and Attendance Types screen will display with the information from the highlighted 

type showing in all completed fields.  Make changes in desired fields and click the Add button to return 

to the List Time and Attendance Types screen. The newly created type will now appear on the List 

Time and Attendance Types screen in alphabetical order. 

TIME AND ATTENDANCE CODES 

From the Payroll Control Menu, click the Time and Attendance Codes toolbar button, or click "Select" on 

the menu bar and highlight Time and Attendance Codes from the drop down menu. The List Time and 

Attendance Codes screen will display. From this screen Time and Attendance codes can be added, 

changed, copied or deleted. 
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ADDING TIME AND ATTENDANCE CODES 

From the List Time and Attendance Codes screen, click the Add toolbar button, click "Process" on the 

menu bar and highlight Add from the drop-down menu or simply press F6 on your keyboard. The Add 

Time and Attendance Codes screen will display.  A description of the fields on this screen follows: 

 

 

*Code A code consisting of not more than four (4) characters can be 
entered in the “Code” field. The code should be a shortened 
version of the Description.  For example, the code for 
vacation time used could be VACU or VTU. 

*Description Description of Time and Attendance code, up to 30 characters 
in length. 

*Short Description Shortened version of description, no more than 10 characters 
in length.  This is the description that will print on the 
employee’s pay stub. 

*Type… From this field, click F4 on your keyboard and select the Time 
and Attendance Type that will tie-in with the Time and 
Attendance code you are adding. 

Rate Factor Used as a multiplier when figuring amounts. For example, 
regular straight time will carry a rate factor of 1.0. Overtime 
may carry a rate factor of 1.5 (pays at time and a half) or 2.0 
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(pays at double-time). Note that if this field is left blank, 
system will default to 1.0. 

Additional Amount An additional amount can be added to the rate factor. For 
example, you can choose to pay an employee at a rate factor of 
1.0 (straight time) per hour and add an additional amount 
of$2.00 ($2.00 per hour in addition to the hourly rate). 

Account…. Financial account number. From this field, click F4 on your 
keyboard to list available accounts.   Use the scroll bars located 
on the right hand side of the grid or the search and select 
method to locate the desired account. Once the desired 
account is located, highlight that account and click the Select 
button located in the top right-hand comer of the screen. 

Sub Financial sub account number. 

Code will be Used by Select All Employees, General Employees or Law Enforcement 
Employees. 

Allow Negatives Allows the code to be paid in a negative state. 

Pay With Comp Time Flags the “code” as being paid as comp time. 

Leave Code Used for time tracking only i.e. Jury Duty, Bereavement etc. 

Is this code 
considered hours 
worked for law 
enforcement rule 171 

Check this box if this  code will be considered for hours worked 
for law enforcement per Rule 171 

Include Overtime on 
Work Comp Report 

Check this box to track Overtime on the Work Comp Report for 
this code 

Overtime Check this box if this is an Overtime Code. 

 * Denotes Required Field 

 

CHANGING TIME AND ATTENDANCE CODES 

From the List Time and Attendance Codes screen, highlight the code you desire to change and click 

the Change button, click "Process" on the menu bar and highlight Change from the drop-down menu or 

press F7 on your keyboard. The Change Time and Attendance Codes screen will display with 

information from the highlighted code showing in all completed fields. Make changes necessary and 

click the Change button to effect the change and return to the List Time and Attendance Codes 

screen. 
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DELETING TIME AND ATTENDANCE CODES 

From the List Time and Attendance Codes screen, highlight the code you desire to delete. Click the            

Delete toolbar button or click "Process" on the menu bar and highlight Delete from the drop-down 

menu. If the code is being used, a window will appear on your screen stating that "There are employees 

using this code, therefore deletion is not allowed." When this occurs, click the OK button to return to 

the List Time and Attendance Codes screen. If the code is not being used, the Delete Time and 

Attendance Codes screen will display with the information from the highlighted code showing in all 

completed fields with a red background. Click the Delete button to confirm the delete and return to the 

List Time and Attendance Codes screen. Notice that the code just previously deleted will have been 

removed from the list. 

COPYING TIME AND ATTENDANCE CODES 

From the List Time and Attendance Codes screen, highlight the code you desire to copy. Click the            

Copy toolbar button, or click "Process" and highlight copy from the drop-down menu. The Add Time 

and Attendance Codes screen will display with the information from the highlighted code showing in 

all completed fields. Make desired changes and click the Add button to return to the List Time and 

Attendance Codes screen. Note that the newly created code as well as the highlighted code will display 

on the List Time and Attendance Codes screen. 

TIME AND ATTENDANCE SUMMARY REPORT TYPES 

From the Payroll Control Menu, click the Time and Attendance Summary Report Types toolbar 

button, or click "Select" and highlight Time and Attendance Summary Report Types from the drop-

down menu. The Process Time & Attendance Summary Report screen will display. 

 

From this screen up to nine time and attendance codes can be printed on the Time and Attendance 

Summary Report. Begin by selecting a code for each column utilizing the list of codes provided. Once 

cursor is placed on the "Code" field under Column One, press F4 on your keyboard. The List Time and 

Attendance Types screen will display.  Highlight the Time and Attendance Type you desire to be 

printed on Column 1 of the Time and Attendance Summary Report and click the Select button. Move 

to Column 2. Continue with this process until all Time and Attendance codes that you desire to be 

printed on the Time and Attendance Summary Report have been selected. After all desired columns 
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have been assigned a code, a heading (up to 9 characters) further describing the code should be typed 

in the Column Heading 1 field under each column containing a Time and Attendance Code.  Note that 

Column Heading 2 (again using up to 9 characters) may be utilized as a sub heading to the Column 

Heading 1 information. After all columns have been assigned a code and headings have been filled in, 

click the OK button to return to the Payroll Control menu. 

 

PRINT BOX ITEMS 

From the Payroll Control Menu, click the Print Box Items toolbar button, or click "Select" from the 

menu bar and highlight Print Box Items from the drop-down menu.  The List Print Box Items screen 

will display.  From this screen Print Box Items can be added, changed, copied or deleted. 
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ADDING PRINT BOX ITEMS 

Print Boxes are generated for employee informational purposes on pay stubs.  From the List Print Box 

Items screen, click the Add toolbar button, click "Process" on the menu bar and choose Add from the 

drop-down menu or simply press F6 on your keyboard.  The Add Print Box Items screen will display.   A 

description of the fields on this screen follows: 

 

 

*Print Box Type Print box types are generally created using descending 
numbers and a user information box will appear within 
the Add Print Box Items screen to assist in creating 
multiple print box types. 

*Print Box Description Description of Print Box Type using up to ten (10) 
characters. 

 * - Denotes a required field. 
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When finished adding a Print Box Item, click the Add button. The Add Print Box Items screen will again 

display with a User Information box now showing in the lower left hand section to assist you when 

adding multiple print box items. Information pertaining to the Last Print Box Item added will display 

showing the last print box number added as well as how many print box items have been just previously 

added. When finished adding all print box items, click the Close button located in the top right hand 

comer of the screen to return to the List Print Box Items screen. The newly added Print Box Item(s) will 

now be displayed on the List Print Box Items screen. 

CHANGING PRINT BOX ITEMS 

From the List Print Box Items screen, highlight the item you desire to change. Click the Change 

toolbar button, click "Process" on the menu bar and highlight Change from the drop-down menu, or 

simply press F7 on your keyboard. The Change Print Box Items screen will display with the 

information from the highlighted item showing in all completed fields. Make changes necessary and 

click the Change button located on the top right side of the screen to effect the change and return to 

the List Print Box Items screen. 

DELETING PRINT BOX ITEMS 

From the List Print Box Items screen, highlight the item you desire to delete. Click the Delete toolbar 

button or click "Process" and highlight Delete from the drop-down menu. If the "type" is being used, a 

window will display on your screen stating that the "type is being used and cannot be deleted". Click the 

OK button to return to the List Print Box Items screen. If the type is not being used, the Delete Print 

Box Items screen will display with the information from the highlighted "type" showing in all 

completed fields with a red background. Click the Delete button to confirm the delete and return to the 

List Print Box Items screen. Notice that the code just previously deleted will have been removed from 

the list. 

COPYING PRINT BOX ITEMS 

 From the List Print Box Items screen, highlight the item you desire to copy. Click the Copy toolbar 

button, or click "Process" on the menu bar and highlight Copy from the drop-down menu. The Add 

Print Box Items screen will display with the information from the highlighted item showing in all 

completed fields. Make changes to desired fields and click the Add button to return to the List Print 

Box Items screen. Notice that the newly created Print Box Item will now display on the List Print Box 

Items screen. 
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ACCRUALS 

From the Payroll Control Menu, click the  Accrual Codes toolbar button, or click "Select'' on the menu 

bar and highlight Accrual Codes from the drop-down menu. The List Accrual Codes screen will display. 

 

From this screen Accrual codes can be added, changed, copied or deleted.  An accrual schedule can also 

be set up for each accrual code from this screen. 

ADDING ACCRUAL CODES 

From the List Accrual Codes screen, click the, Add toolbar button, click "Process" on the menu bar and 

highlight Add from the drop-down menu, or simply press F6 on your keyboard. The Add Accrual Codes 

screen will display.  A description of the fields on this screen follows: 

 

*Accrual Code A code consisting of not more than four (4) characters 
can be entered in the “Accrual Code” field.  The code 
should be a shortened version of the Description. For 
example, the code for vacation earned could be VAC or 
VACE. 

*Description Description of Accrual Code, up to 30 characters in length. 

*Type… From this field, click F4 on your keyboard.  The List Time 
and Attendance Types screen will display. Highlight the 
Time and Attendance type that ties to the Accrual Code 
you are adding and click the Select button to select the 
type and return to the Add Accrual Codes screen. 
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*Frequency Frequency at which accrual will occur.  Choose Annual on 
Accrual Date, Annual on First Payroll, Annual on Last 
Payroll, Each Payroll, First Payroll, First and Last Payroll, 
Last Payroll, Monthly on Accrual Date or Annual Birthday 
from the  drop-down  menu.   A description of all 
frequencies can be found on Page 50 of this manual. 

Months Before Accrual 
Starts 

The number of months before employee can begin to 
accrue. 

 * - Denotes a required field. 

CHANGING ACCRUAL CODES 

From the List Accrual Codes screen, highlight the code you desire to change. Click the Change toolbar 

button, click "Process" on the menu bar and highlight Change from the drop-down menu, or simply 

press F7 on your keyboard.  The Change Accrual Codes screen will display with the information from 

the highlighted code showing in all completed fields. Make desired changes and click the Change 

button located on the top right side of the screen to effect the change and return to the List Accrual 

Codes screen. 

 

DELETING ACCRUAL CODES 

From the List Accrual Codes screen, highlight the code you desire to delete.  Click the Delete toolbar 

button, or click "Process" on the menu bar and highlight Delete from the drop-down menu. If the 

accrual code is being used, a window will pop up on your screen stating that "this accrual code is being 

used and cannot be deleted". When this occurs, click the OK button to return to the List Accrual Codes 

screen.  If the accrual code is not being used, the Delete Accrual Codes screen will display with the 

information from the highlighted code showing in all completed fields with a red background.   Click the 

Delete button to confirm the delete and return to the List Accrual Codes screen. Notice that the code 

just previously deleted will have been removed from the list. 

COPYING ACCRUAL CODES 

From the List Accrual Codes screen, highlight the code you desire to copy. Click the Copy toolbar 

button, or click "Process" on the menu bar and highlight Copy from the drop-down menu. The Add 

Accrual Codes screen will display with the information from the highlighted code showing in all 

completed fields. Make changes to desired fields and click the Add button to return to the List Accrual 

Codes screen. Note that the newly created Accrual Code will now display on the List Accrual Codes 

screen. 
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ACCRUAL SCHEDULE 

From the List Accrual Codes screen, highlight the code you desire to add an accrual schedule to and 

click the Accrual Schedule toolbar button, or click "Process" and highlight Accrual Schedule from the 

drop-down menu. The List Accrual Schedule screen will display. 

 

ADDING AN ACCRUAL SCHEDULE 

From the List Accrual Schedule screen, click the  Add button located in the lower left hand comer of 

the screen or press F6 on the keyboard. The Add Accrual Schedule screen will display. 

 

 

Complete all fields and click the Add button to add the schedule and return to the List Accrual 

Schedule screen.  Notice that the new Accrual Schedule will now appear within the grid on the screen. 
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CHANGING AN ACCRUAL SCHEDULE 

From the List Accrual Schedule screen, highlight the Accrual Schedule you desire to change and click 

the Change button located in the lower middle portion of the screen or press F4 on the keyboard. The 

Change Accrual Schedule screen will display with the information from the previously highlighted 

Accrual Schedule showing in all completed fields.  Make desired changes and click the Change button 

to effect the change and return to the List Accrual Schedule screen. 

DELETING AN ACCRUAL SCHEDULE 

From the List Accrual Schedule screen, highlight the Accrual Schedule you desire to delete and click 

the Delete button located in the lower right hand comer of the screen. The Delete Accrual Schedule 

screen will display with the information from the previously highlighted Accrual Schedule showing in all 

completed fields with a red background. Click the Delete button to confirm the delete and return to the 

List Accrual Schedule screen. Notice that the accrual schedule just deleted will not show within the 

grid on the List Accrual Schedule screen. 

PAYROLL ITEMS 

From the Payroll Control Menu, click the Payroll Items toolbar button, or click "Select" on the menu 

bar and highlight Payroll Items from the drop-down menu. The List Payroll Item screen will display. 

 

From this screen Payroll Items can be displayed, added, changed, copied or deleted. Employees can 

also be added to a payroll item from this screen. 
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ADDING A PAYROLL ITEM 

From the List Payroll Item screen, click the Add toolbar button, or click "Process" on the menu bar and 

highlight Add from the drop-down menu. You can also simply click F6 on your keyboard. The Add 

Payroll Item screen will display. A description of the fields on this screen follows: 

 

 

*Item Code Code of up to seven (7) characters associated with the 
description.  For example, Federal Withholding could carry 
a code of FED or FEDWIT. 

*Description Description of Payroll Item up to thirty (30) characters in 
length. 

*Short Description A shortened description of Payroll Item up to ten (10) 
characters.  This is the description that will print on 
employee’s pay stub. 

*Type Choose Employee or Employer from drop-down menu. 
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*Classification Choose Bonus or Commission, Cafeteria, Deferred 
Compensation, EIC Payment, Federal Tax, FICA Tax, Medicare 
Tax, Other, Retirement (Non-Taxable), State Tax, or Wage 
(Hourly or Salary) from the drop-down menu. 

Cafeteria Type If the Classification type (above) is “Cafeteria” choose child 
care, Insurance or Unreimbursed Medical from the drop-down 
menu.  If the Classification type is not “Cafeteria”, field 
defaults to N/A. 

Mandatory Check this box if payroll item is mandatory. 

Car or Clothing Chick this box if payroll item covers car or clothing. 

Non-Cash Check this box if payroll item is a non-cash item. 

Amount – Payroll 1 Amount to be taken from 1st payroll each month. 

Percent – Payroll 1 Percentage to be taken from 1st payroll each month. 

Amount – Payroll 2 Amount to be taken from 2nd payroll each month. 

Percent – Payroll 2 Percentage to be taken from 2nd payroll each month. 

Amount- Payroll 3 Amount to be taken from the 3rd payroll each month. 

Percent – Payroll 3 Percentage to be taken from 3rd payroll each month. 

Percent Based On  If Classification type is “401K”, classification is “Retirement” 
or “Deferred”, type is “Employer” and a percentage is being 
used in lieu of an amount, choose gross or FICA gross-
employee ret from the pull-down menu. 

Maximum Amount Maximum amount to be taken from payroll each month for 
this item. 

 

NOTE:   Either a specific amount or percentage can be taken from each payroll, but not both. 

 

Account/Sub… Becomes available when type is "Employer". From this 
field, press F4 on your keyboard. The List Available 
Accounts screen will display. Use the scroll bar located on 
the right hand side of the grid or use the Search and Select 
method to locate the desired account and sub number. 
Highlight the desired account/sub number and click the 
Select button. The highlighted account/sub number will 
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now appear within the account and sub fields on the Add 
Payroll Item screen 

*Vendor… Becomes available when type is "Employer".   From this field, 
press F4 on your keyboard. The Select Vendor screen will 
display. Use the scroll bar located on the right hand side of the 
grid or the Search and Select method to locate the desired 
vendor. Highlight the desired vendor and click the Select 
button.  The highlighted vendor will now appear within the 
Vendor field on the Add Payroll Item screen. 

Remittance Defaults to N/A. Choose Each Payroll, First Payroll or Last 
Payroll from the drop-down menu. 

 * - Denotes a required field 

Once all fields on the Add Payroll Item screen have been completed, click the                                                                 

button to add the payroll item and return to the List Payroll Item screen. 

CHANGING A PAYROLL ITEM 

From the List Payroll Item screen, highlight the payroll item you desire to change. Click the         

Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu, or press F7 on your keyboard. The Change Payroll Item screen will display with the information 

from the highlighted item showing in all completed fields. Make changes necessary and click the 

Change button located on the top right side of the screen to effect the change and return to the List 

Payroll Item screen. 

NOTE: Use caution when making changes to Payroll Items as existing payroll item information may be 

overwritten with changes made to payroll items. 

DELETING A PAYROLL ITEM 

From the List Payroll Item screen, highlight the item you desire to delete.  Click the Delete toolbar 

button, or click "Process" on the menu bar and highlight Delete from the drop-down menu.   If there is 

history attached to the highlighted payroll item, the system will not allow the delete. If there is no 

history attached to the item, the Delete Payroll Item screen will display with the information from the 

highlighted item showing in all completed fields with a red background. Click the Delete button to 

confirm the delete and return to the List Payroll Item screen. Note that the just deleted payroll item 

will not now show within the grid on the List Payroll Item screen. 
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COPYING A PAYROLL ITEM 

From the List Payroll Item screen, highlight the item you desire to copy. Click the Copy toolbar button, 

or click "Process" on the menu bar and highlight Copy from the drop-down menu. The Add Payroll 

Item screen will display with the information from the highlighted item showing in all completed fields. 

Make changes to desired fields and click the Add button to return to the List Payroll Item screen. Note 

that the newly created Payroll Item will now display on the List Payroll Item screen. 

DISPLAYING PAYROLL ITEMS  

From the List Payroll Item screen, highlight the item you desire to display and click the Display toolbar 

button, click "Process" on the menu bar and highlight Display from the drop-down menu or press the F8 

button on your keyboard. The Display Payroll Item screen will display showing specific information in 

all completed fields relating to the payroll item just previously highlighted. When finished, click the 

Done button to return to the List Payroll Item screen. 

ADDING EMPLOYEES TO PAYROLL ITEMS 

From the List Payroll Item screen, click the Add Employees To Payroll Item toolbar button, or from 

the menu bar click "Process" and highlight the Add Employees to Payroll Item from the drop-down 

menu.   The Add Employees To Item screen will display. 

 

Notice that the screen is divided into two basic sections. The first section lists payroll item information 

including the item code, description, type and classification. 

The latter half of the screen is displayed in a grid type format that lists all employees. You can use the 

radio buttons found in the mid-section of the screen to display the employees that carry the highlighted 

payroll item, the employees that do not carry the highlighted payroll item or all employees. To add an 

employee(s) to the selected payroll item, highlight the employee you desire to add and click the 

Process button. Continue the highlight and process procedure (Notice that the newly added 
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employee's number box on the grid show a gray background once they are added) until all desired 

employees have been added to a particular payroll item. When finished adding employees to the 

payroll item, you can use the radio buttons to assist you in ascertaining that all desired employees were 

added. When finished, click the Done button to add employees to the selected payroll item and return 

to the Add Employees To Item screen. 

You may also delete an employee from a Payroll Item in much the same way. Simply highlight the 

employee's name and click the Delete button. lf there is not any  history attached to the payroll item for 

highlighted employee, the system will remove that employee from the list. 

The Search button can be used to filter employees by fund and department making it easier to locate 

employees when working from a long list. From the Add Employees To Item screen click the Search 

button. The Filter Employee Position screen will display. Complete the Fund and/or the Department 

field and click the OK button. The employees in that particular fund and/or department will now display 

on the Add Employees To Item screen. 

JOB CLASS 

From the Payroll Control Menu, click the Job Classes toolbar button, or click "Select" and highlight 

Job Classes from the drop-down menu. The List Job Class screen will display. From this screen Job 

Classes can be added, changed, copied or deleted. 

 

ADDING A JOB CLASS 

From the List Job Class screen, click the Add toolbar button, click "Process" on the menu bar and 

choose Add from the drop-down menu or simply press F6 on your keyboard.  The Add Job Class screen 

will display. A description of the fields on this screen follows: 
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*Class Code A code consisting of not more than seven (7) characters 
can be entered in the "Class Code" field. The code should 
be a shortened version of the Description.   For example, 
the code for Mechanic could be MECH or MECANlC 

*Description Description of Job Class Code, up to 30 characters in length. 

*EEO code Choose Administrative Support, Exempt, Officials and 
Administrators, Paraprofessionals, Professionals, Protective 
Service Worker, Service/Maintenance, Skilled Craft 
Workers, Technicians or Other from the drop-down menu. 

Shift 2 Amount An amount of money paid to an employee over and above 
what he/she would be paid if they were working Shift 1. 

Shift 2 Percent An extra percentage paid to an employee over and above 
what he/she would be paid if they were working Shift 1. 

Shift 3 Amount An amount of money paid to an employee over and above 
what he/she would be paid if they were working Shift 1 or 
Shift 2. 

Shift 3 Percentage An extra percentage paid to an employee over and above 
what he/she would be paid if they were working Shift 1 or 

Shift 2. 

Calc Overtime On 
Shift 

Check this box if overtime should be calculated on shift. 
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Alternate Date Range 
(Web time Only) 

An Alternate Date Range for use with Public Safety 
employees to track time for monthly payroll. 

Public Safety To designate Public Safety employee 

Not Paid (Tracking 
hours only) 

Used to track Public Safety employees hours that aren’t 
paid hours 

Rule 171 (Track 171 
Hours Worked) 

Used to enable tracking of law enforcement hours not to 
exceed 171 hours. 

 *Denotes required field 

CHANGING A JOB CLASS 

From the List Job Class screen, highlight the job class you desire to change.  Click the Change toolbar 

button, click "Process" on the menu bar and highlight Change from the drop-down menu, or press F7 

on your keyboard. The Change Job Class screen will display with the information from the highlighted 

job class showing in all completed fields. Make changes necessary and click the Change button located 

on the top right side of the screen to effect the change and return to the List Job Class screen. 

DELETING A JOB CLASS 

From the List Job Class screen, highlight the job class you desire to delete. Click the Delete toolbar 

button or click "Process" and highlight Delete from the drop-down menu. If the job class is being used, a 

window will display on your screen stating that "the job class is being used and cannot be deleted". In 

this case, click the OK button to return to the List Job Class screen.  If the job class is not being used, 

the Delete Job Class screen will display with the information from the highlighted job class showing in 

all completed fields with a red background. Click the Delete button to confirm the delete and return to 

the List Job Class screen. Note that the job class just previously deleted will have been removed from 

the grid on the List Job Class screen. 

COPYING A JOB CLASS 

From the List Job Class screen, highlight the job class you desire to copy. Click the Copy toolbar 

button or click "Process" and highlight Copy from the drop-down menu. The Add Job Class screen will 

display with the information from the highlighted job class showing in all completed fields. Make 

changes in desired fields and click the Add button to return to the List Job Class screen. Note that the 

newly created job class will now display within the grid on the List Job Class screen. 

PAY STEP AND GRADE 

From the Payroll Control Menu, click the Grade and Step toolbar button or click "Select" on the 

menu bar and highlight Grade and Step from the drop-down menu.  The List Pay Grade screen will 
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display. From this screen you can add, change, delete and copy Pay Grades. Pay Steps can also be 

accessed from this screen to be viewed and/or added, changed or deleted from a Pay Grade. 

 

ADDING A PAY GRADE 

From the List Pay Grade screen, click the Add toolbar button; click "Process" on the menu bar and 

highlight Add from the drop-down menu or press F6 on your keyboard. The Add Pay Grade screen will 

display. A description of the fields on this screen follows:

 

*Grade Code A code consisting of not more than four (4) characters 
can be entered in the “Grade Code” field. 

*Description Description of Grade Code, up to 30 characters in length. 

*Grade Type Choose Hourly or Salary from the drop-down menu. 
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 * - Denotes a required field. 

CHANGING A PAY GRADE 

From the List Pay Grade screen, highlight the pay grade you desire to change. Click the Change 

toolbar button; click "Process" on the menu bar and highlight Change from the drop-down menu; or 

press F7 on your keyboard. The Change Pay Grade screen will display with the information from the 

highlighted pay grade showing in all completed fields. Make changes necessary and click the Change 

button located on the top right side of the screen to effect the change and return to the List Pay Grade 

screen. 

DELETING A PAY GRADE 

From the List Pay Grade screen, highlight the pay grade you desire to delete.  Click the II Delete toolbar 

button, or click "Process" and highlight Delete from the drop-down menu. If the Pay Grade is being 

used, a window will display on your screen stating that the "Delete Failed. Grade Code is Currently 

Active." In this instance, click the OK button to return to the List Pay Grade screen. If the pay grade is 

not being used, the Delete Pay Grade screen will display with the information from the highlighted pay 

grade showing in all completed fields with a red background.  Click the Delete button to confirm the 

delete and return to the List Pay Grade screen. Notice that the pay grade just previously deleted will 

have been removed from the grid on the List Pay Grade screen. 

COPYING A PAY GRADE 

From the List Pay Grade screen, highlight the pay grade you desire to copy.  Click the Copy toolbar 

button, or click "Process" on the menu bar and highlight Copy from the drop-down menu. The Add Pay 

Grade screen will display with the information from the highlighted pay grade showing in all completed 

fields. Make changes to desired fields and click the Add button to return to the List Pay Grade screen. 

Note that the newly created Pay Grade will now display within the grid on the List Pay Grade screen. 

 

ADDING A PAY STEP 

From the List Pay Grade screen, highlight the pay grade you desire to add pay steps to and click the          

Step toolbar button. The List Pay Step screen will display. Click the Add button located at the bottom 

of the grid or press F6 on keyboard. The Add Pay Step screen will display.  A description of the fields on 

this screen follows. 
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Grade Code Grade Code has been carried forward from List Pay Grade 
screen. 

*Step Number Use the next available consecutive number available.  (See the 
grid on the List Pay Step Screen.) 

*Hourly Rate or 
annual Salary 

Complete the field with the white background that coincides 
with the Grade Code field. 

 * - Denotes a required field. 

When finished, click the Add button to add the Pay Step and return to the List Pay Step screen. Note 

that the new created Pay Step will now display at the bottom of the grid on the List Pay Step screen. 

CHANGING A PAY STEP 

From the List Pay Step screen, highlight the pay step you desire to change. Click the Change button 

located on the lower toolbar or press F7 on your keyboard. If one or more employees are attached to 

the highlighted Pay Step a window will display on your screen stating that "This change will effect one 

or more employee(s) time and attendance and wage payroll items." If you choose to continue, click the 

"Yes" button. If you do not wish to continue, click the "No" or the "Cancel" button to return to the List 

Pay Step screen. If no employees are attached to the highlighted pay step, the Change Pay Step screen 

will display with the information from the highlighted pay step showing in all completed fields. Make 

changes necessary and click the Change button located on the top right side of the screen to effect the 

change and return to the List Pay Step screen. 
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DELETING A PAY STEP 

From the List Pay Step screen, highlight the pay step you desire to delete. Click the Delete button on 

the toolbar located just beneath the grid. If the Pay Step is being used, a window will display on your 

screen stating that the "Delete Failed. This Grade Code and Step is Currently Active." In this instance, 

click the OK button to return to the List Pay Step screen. If the pay step is not being used, the Delete 

Pay Step screen will display with the information from the highlighted pay step showing in all 

completed fields with a red background. Click the Delete button to confirm the delete and return to the 

List Pay Step screen. Notice that the pay step just previously deleted will have been removed from the 

grid on the List Pay Step screen. 

 

DISPLAYING EMPLOYEES ACCORDING TO PAY STEPS 

From the List Pay Step screen, highlight the pay step you desire to display. Click the Display 

Employee(s) button located on the toolbar just beneath the grid. The List Employee Pay Grade screen 

will display which will show a listing of all employees utilizing the just previously highlighted Pay Step.  

When finished viewing, click the Done button to return to the List Pay Step screen. 

WORKER’S COMPENSATION 

From the Payroll Control Menu, click the Worker's Compensation toolbar button, or click "Select" and 

highlight Worker's Compensation from the drop-down menu. The List Work Comp screen will display. 

 

 

From this screen Worker’s Compensation Codes, Descriptions and Rates can be added, changed, copied 

or deleted. 



Payroll System     

 

ADDING WORKER’S COMPENSATION CODES 

From the List Work Comp screen, click the Add toolbar button, click "Process" on the menu bar and 

choose Add from the drop-down menu or simply press F6 on your keyboard. The Add Work Comp 

screen will display. A description of the fields on this screen follows. 

 

*Work Comp Code A code consisting of not more than seven (7) characters can 
be entered in the “Work Comp Code” field.  The code could 
be a shortened version of the Description or a numerical 
code. 

*Description Description of the Worker’s Compensation Code, up to 30 
characters in length. 

*Rate Rate at which the Work comp0 Code is paid. 

 * - Denotes required field. 

  

CHANGING WORKER’S COMPENSATION CODES 

From the List Work Comp screen, highlight the code you desire to change.  Click the Change toolbar 

button, click "Process" on the menu bar and highlight Change from the drop-down menu, or simply 

press F7 on your keyboard. The Change Work Comp screen will display with the information from the 

highlighted code showing in all completed fields. Make changes necessary and click the Change button 

located on the top right side of the screen to effect the change and return to the List Work Comp 

screen. 

DELETING WORKER’S COMPENSATION CODES 

From the List Work Comp screen, highlight the code you desire to delete.  Click the Delete toolbar 

button or click "Process" and highlight Delete from the drop-down menu. If the code is being used, a 

window will display on your screen stating that "the code is being used and cannot be deleted". In this 

instance, click the OK button to return to the List Work Comp screen. If the code is not being used, the 
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Delete Work Comp screen will display with the information from the highlighted code showing in all 

completed fields with a red background. Click the Delete button to confirm the delete and return to the 

List Work Comp screen.  Note that the just previously deleted work comp code no longer appears 

within the grid on the List Work Comp screen. 

COPYING WORKER’S COMPENSATION CODES 

From the List Work Comp screen, highlight the code you desire to copy. Click the Copy toolbar button, 

or click "Process" and highlight Copy from the drop-down menu. The Add Work Comp screen will 

display with the information from the highlighted code showing in all completed fields. Make changes 

to desired fields and click the Add button to return to the List Work Comp screen. Note that the newly 

created code will now display on the List Work Comp screen. 

BANKS 

From the Payroll Control Menu, click the Banks toolbar button, or click "Select" and highlight Banks 

from the drop-down menu. The List Employee Direct Deposit Bank screen will appear. From this 

screen employee banks as they relate to Direct Deposit can be added, changed, copied or deleted. 

 

ADDING AN EMPLOYEE DIRECT DEPOSIT BANK 

From the List Employee Direct Deposit Bank screen, click the Add toolbar button, click "Process" on 

the menu bar and choose Add from the drop-down menu or simply press F6 on your keyboard. The Add 

Employee Direct Deposit Bank screen will display. A description of the fields on this screen follows. 
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*Bank Code A code consisting of not more than six (6) 
characters can be entered in the “Bank Code” 
field.  The code should be a shortened version of 
the bank name.  For example, the code for Wells 
Fargo could be WELLSF or WELFAR. 

*Name Bank name consisting of not more than thirty (30) 
characters in length. 

Address Line 1 Bank address or branch location 

Address Line 2 Use if necessary to complete bank address or 
branch location. 

City/State/Zip City, State and Zip Code of bank branch or location. 

Contact Name of contact person at bank. 

Contact Phone Telephone number of bank contact person. 

Routing Information Will be provided by bank. 

 * - Denotes required field. 

When finished, click the Add button to return to the List Employee Direct Deposit Bank screen. Note 

that the newly created bank will now display on the List Employee Direct Deposit Bank screen. 
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CHANGING AN EMPLOYEE DIRECT DEPOSIT BANK 

From the List Employee Direct Deposit Bank screen, highlight the bank you desire to change 

information for. Click the          Change toolbar button, click "Process" on the menu bar and highlight 

Change from the drop-down menu, or press F7 on your keyboard.  The Change Employee Direct 

Deposit Bank screen will display with the information from the highlighted bank showing in all 

completed fields. Make changes necessary and click the Change button located on the top right side of 

the screen to effect the change and return to the List Employee Direct Deposit Bank screen. 

DELETING AN EMPLOYEE DIRECT DEPOSIT BANK 

From the List Employee Direct Deposit Bank screen, highlight the bank you desire to delete. Click the           

Delete toolbar button or click "Process" and highlight Delete from the dropdown menu. The Delete 

Employee Direct Deposit Bank screen will display with the information from the highlighted bank 

showing in all completed fields with a red background. Click the Delete button to confirm the delete and 

return to the List Employee Direct Deposit Bank screen. Note that the just previously deleted bank no 

longer appears within the grid on the List Employee Direct Deposit Bank screen. 

COPYING AN EMPLOYEE DIRECT DEPOSIT BBANK 

From the List Employee Direct Deposit Bank screen, highlight the bank you desire to copy. Click the           

Copy toolbar button, or click "Process" and highlight Copy from the drop-down menu.  The Add 

Employee Direct Deposit Bank screen will display with the information from the highlighted bank 

showing in all completed fields. Make changes to desired fields and click the Add button to return to the 

List Employee Direct Deposit Bank screen.  Note that the newly created bank will now display within 

the grid on the List Employee Direct Deposit Bank screen. 

DIRECT DEPOSIT BANK CONTROL 

From the Payroll Control Menu, click the           Direct Deposit Bank Control toolbar button, or click 

"Select" and highlight Direct Deposit Bank Control from the drop-down menu. During the original setup, 

the Add County Bank for Direct Deposit screen will appear. After the original setup, the Change 

County Bank for Direct Deposit screen will appear. From this screen information pertaining to the 

County Bank can be entered/updated for use in removing funds from the county bank and depositing 

those funds into the employee(s) bank account(s). A description of the fields on this screen follows. 
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*Company tax ID County’s tax identifications number. 

Bank Contact Name Name of person to contact at County Bank. 

*Bank Code… From this field, press F4 on your keyboard and select 
bank code from the list.  If bank is not listed, press F6 
on your keyboard to add bank to the list.  (See Page 
121 in this manual for further instruction) 

*Bank Account Number County bank account number. 

Print address on stub? Check this box if you desire the bank address to be 
printed on check stubs. 

*TRANSMISSION INFORMATION Used to format how the transmission file will look. 

 * - Denotes required field. 

 

Use the Prenote function key the first time you utilize Direct Deposit as it sends a test through the bank 

to be certain all funds will successfully transfer electronically. 

When finished, click the Add/Change button to return to the Payroll Control Menu. 

 

INSURANCE CONTROL 

From the Payroll Control Menu, click the           insurance Control File toolbar button, or click "Select" 

and highlight Insurance Control File from the dropdown menu. The List Ins Control File screen will 



Payroll System     

 

display. From this screen insurance companies tied to the insurance reimbursement program can be 

added, changed, copied or deleted. 

 

ADDING AN INSURANCE CONTROL FILE 

From the List Ins Control File screen, click the          Add toolbar button, click "Process" on the menu bar 

and choose Add from the drop-down menu or press F6 on your keyboard. The Add Insurance Control 

File screen will display. Information necessary to complete all fields on the Add Insurance Control File 

screen can be obtained from the insurance agent and/or insuring company. 

 

CHANGING AN INSURANCE CONTROL FILE 

From the List Ins Control File screen, highlight the insurance company you desire to change. Click the          

Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu, or press F7 on your keyboard. The Change Insurance Control File screen will display with the 

information from the highlighted company showing in all completed fields. Make changes necessary 
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and click the Change button located on the top right side of the screen to effect the change(s) and 

return to the List Ins Control File screen. 

DELETING AN INSURANCE CONTROL FILE 

From the List Ins. Control File screen, highlight the insurance company you desire to delete. Click the          

Delete toolbar button or click "Process" and highlight Delete from the drop down menu. The Delete 

Insurance Control File screen will display with the information from the highlighted insurance 

company showing in all completed fields with a red background. Click the Delete button to confirm the 

delete and return to the List Ins Control File screen. Notice that the just previously deleted insurance 

company is no longer listed within the grid on the List Ins Control File screen. 

COPYING AN INSURANCE CONTROL FILE 

From the List Ins Control File screen, highlight the insurance company you desire to copy. Click the          

Copy toolbar button, or click "Process" and highlight Copy from the drop-down menu. The Add 

Insurance Control File screen will display with the information from the highlighted insurance 

company showing in all completed fields. Make changes to desired fields and click the Add button to 

return to the List Ins Control File screen. Notice that the newly added insurance company is now listed 

within the grid on the List Ins Control File screen. 

GENERAL EXPENSE TABLE 

From the Payroll Control Menu, click the            General Expense Table toolbar button, or click 

"Select" and highlight General Expense Table from the drop-down menu. The List General Expense 

Table screen will display. This table is loaded from the financial system and allows the user to change 

the department only. Note that you can also delete fund/department lines on the General Expense 

Table within the Payroll Control File that will not be used within the Payroll System without having an 

effect on the Financial System.  

To Change the Department within a fund on the General Expense Table, from the List General 

Expense Table screen, highlight the Fund you desire to change the department on and click the 

Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu or press F7 on your keyboard. The Change General Expense Table screen will display. Make 

changes within the department field only and click the Change button when finished to effect the 

change and return to the List General Expense Table screen.  

Funds not relating to Payroll may be deleted. From the List General Expense Table screen, highlight 

the Fund you desire to delete and click the          Delete button or click "Process" on the menu bar and 

highlight Delete from the drop-down menu. The Delete General Expense Table screen will display 

showing the information from the highlighted fund in all completed fields with a red background. Click 

the Delete button to confirm the Delete and return to the List General Expense Table screen. 
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PAYROLL CONTROL  

To set up the Payroll Control file, click the Payroll Control toolbar button or click "Select" and highlight 

Payroll Control from the drop-down menu. The Add Payroll Control screen will display. After all fields 

have been completed, click the Add button located on the right hand side of the screen to return to the 

Payroll Control Menu.  Once information has been added on the Add Payroll Control screen, changes 

can be made to same using the above procedure; however, the Change Payroll Control screen will 

display instead of the Add Payroll Control screen. 

 

W-2  CONTROL 

From the Add (or Change) Payroll Control screen, click the W-2 Control button located on the right-

hand side of the screen.  The Add W-2 Control File screen will display.  After all fields have been 

completed, click the Add button located in the upper right hand corner of the screen to return to the 

Add (or Change) Payroll Control screen. Once information has been added to the Add W-2 Control 

File screen, changes can be made to same using the above procedure; however, the Change W-2 

Control File screen will display instead of the Add W-2 Control File screen. 

 

PAYROLL RUN CYCLE CONTROL 

Payroll Run Cycle Control allows the user to select reports that will automatically run with the payroll 

process, and the number of copies desired of each report. From the Payroll Control Menu, click the         

Payroll Run Cycle Control toolbar button, or click "Select" and highlight Payroll Run Cycle Control 

from the drop-down menu. The List Payroll Run Cycle Control screen will display.   From this screen 

reports can be added, changed, copied or deleted.  
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ADDING A REPORT TO THE PAYROLL RUN CYCLE 

From the List Payroll Run Cycle Control screen, click the Add toolbar button, click "Process" on the 

menu bar and choose Add from the drop-down menu or press F6 on your keyboard. The Add Payroll 

Run Cycle Control screen will display. A description of the fields on this screen follows. 

 

Report Description… From this field, click F4 on your keyboard. The List 
Payroll Reports screen will display. Use the scroll bars 
located on the right hand side of the grid or the Search 
and Select method to locate the desired report. 
Highlight the desired report and click the Select 

button to return to the Add Payroll Run Cycle Control 
screen. The selected report will now be displayed 
within the Report Description field. 

Number of Copies Insert the number of copies desired.  Use the up and /or 
down arrow buttons to the right of this field to control the 
number of copies, if desired. 

Print Report in Payroll 
Run? 

Check this box if you desire the report to print in the 
payroll run. 

Print Report- Payroll 
Edit? 

Check this box if you desire the report to print in the 
payroll edit. 

Preview Report in 
Payroll Run 

Check this box if you desire to preview the report in the 
payroll run. 

When finished, click the Add button located in the upper right hand comer to return to the List Payroll 

Run Cycle Control screen. Note that the newly added report will now be displayed within the grid on 

the List Payroll Run Cycle Control screen. 

CHANGING A REPORT WITHIN THE PAYROLL RUN CYCLE 

From the List Payroll Run Cycle Control screen, highlight the report you desire to change. Click the           

Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu, or press F7 on your keyboard. The Change Payroll Run Cycle Control screen will display with the 

information from the highlighted report showing in all completed fields. Make changes necessary and 
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click the Change button located on the top right hand side of the screen to effect the change and 

return to the List Payroll Run Cycle Control screen. 

DELETING A REPORT WITHIN THE PAYROLL RUN CYCLE 

From the List Payroll Run Cycle Control screen, highlight the report you desire to delete. Click the          

Delete toolbar button or click "Process" and highlight Delete from the drop down menu. The Delete 

Payroll Run Cycle Control screen will display with the information from the highlighted report showing 

in all completed fields with a red background. Click the Delete button located in the upper right hand 

comer to confirm the Delete and return to the List Payroll Run Cycle Control screen. Notice that the 

just previously deleted report will now not show within the grid on the List Payroll Run Cycle Control 

screen. 

 

COPYING A REPORT WITHIN THE PAYROLL RUN CYCLE 

From the List Payroll Run Cycle Control screen, highlight the report you desire to copy. Click the          

Copy toolbar button, or click "Process" and highlight Copy from the drop-down menu.  The Add 

Payroll Run Cycle Control screen will display with the information from the highlighted report showing 

in all completed fields. Make changes in desired fields and click the Add button to add the report and 

return to the List Payroll Run Cycle Control screen. The newly added report will now appear within the 

grid on the List Payroll Run Cycle Control screen. 

 

WITHOLDING CONTROL 

To set up the Withholding Control file, click the Withholding Control File toolbar button or click "Select" 

and highlight Withholding Control File from the drop-down menu. The Add Withholding Control File 

screen will display. After all fields have been completed, click the Add button located in the upper right 

hand comer of the screen to add the Withholding Control File and return to the Control Main Menu.     

Once information has been added on the Add Withholding Control screen, changes can be made to 

same using the above procedure; however, the Change Withholding Control File screen will display 

instead of the Add Withholding Control File screen. 
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STATE TAX TABLE 

The State Tax Table is set up within the Payroll Control Menu and allows automation of the withdrawal 

and payment process as it pertains to both the employee and the employer. To access this feature from 

the Payroll Control Menu, click the State Tax Table toolbar button, or click "Select" and highlight 

State Tax Table from the drop-down menu. The List Tax Table State screen will display. From this 

screen, state filing status options can be added, changed, copied or deleted. 

 

 

ADDING A FILING STATUS OPTION TO THE STATE TAX TABLE 

From the List Tax Table State screen, click the Add toolbar button, click “Process” on the menu bar 

and choose Add from the drop-down menu or press F6 on your keyboard.  The Add Tax Table State 

screen will display.  A description of the fields on this screen follows. 

 

*State Filing Status Choose Married or single from the drop-down menu. 

*More Than Minimum tax range set by state for specified tax rate. 
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*Less Than Maximum tax range set by state for specified tax rate. 

*Plus Tax to withhold based on More than/ Less than tax rate. 

*Tax percentage Tax percentage to be taken from employee’s 
compensation to be paid toward state tax. 

 * - Denotes a required field. 

Complete all fields on this screen and when finished, click the Add button, located in the upper right 

hand corner, to add the new tax filing status and return to the List Tax Table State screen.  Note that 

the newly added tax filing status will now be displayed within the grid on the List Tax Table State 

screen. 

CHANGING A FILING STATUS OPTION WITHIN THE STATE TAX TABLE 

From the List Tax Table State screen, highlight the filing status option you desire to change. Click the           

Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu, or press F7 on your keyboard.  The Change Tax Table State screen will display with the 

information from the highlighted filing status option showing in all completed fields.  Make changes 

necessary and click the Change button located on the top right side of the screen to effect the change 

and return to the List Tax Table State screen. 

DELETING A FILING STATUS OPTION WITHIN THE STATE TAX TABLE 

From the List Tax Table State screen, highlight the filing status option you desire to delete. Click the          

Delete button on the toolbar or click "Process" and highlight Delete from the drop-down menu. The 

Delete Tax Table State screen will display with the information from the highlighted filing status 

option showing in all fields with a red background. Click the Delete button located in the upper right 

hand comer to confirm the Delete and return to the List Tax Table State screen. Notice that the just 

previously deleted filing status option will now not display within the grid on the List Tax Table State 

screen. 

COPYING A FILING STATUS OPTION WITHIN THE STATE TAX TABLE 

From the List Tax Table State screen, highlight the filing status option you desire to copy. Click the           

Copy toolbar button, or click "Process" and highlight Copy from the drop-down menu.   The Add Tax 

Table State screen will display with the information from the highlighted filing status option showing in 

all completed fields. Make changes to desired fields and click the Add button to add the filing status and 

return to the List Tax Table State screen. Notice that the newly added filing status option will now 

appear in the grid on the List Tax Table State screen. 
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FEDERAL TAX TABLE 

The Federal Tax Table is set up within the Payroll Control Menu and allows automation of the 

withdrawal and payment process as it pertains to both the employee and the employer.  To access this 

feature from the Payroll Control Menu, click the Federal Tax Table toolbar button, or click "Select" 

and highlight Federal Tax Table from the drop-down menu. The List Tax Table Federal screen will 

display. From this screen federal filing status options can be added, changed, copied or deleted. 

 

ADDING A FILING STATUS OPTION TO THE FEDERAL TAX TABLE 

From the List Tax Table Federal screen, click the Add toolbar button, click "Process" on the menu bar 

and choose Add from the drop-down menu or press F6 on your keyboard.  The Add Tax Table Federal 

screen will display.  A description of the fields on this screen follows. 

 

*Fed Filing Status Choose married, single, EIC-Married with both spouses, 
EIC- Single or head of household, or EIC Married without 
spouse from the drop-down menu. 

* More Than Minimum tax range set by Federal for specified tax rate. 
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* Less Than Maximum tax range set by Federal for specified tax rate. 

*Plus Tax to withhold based on More than/ Less than tax rate. 

*Tax Percentage Tax percentage to be taken from employee’s 
compensation to be paid toward federal tax. 

 * - Denotes a required field. 

Complete all fields on this screen and when finished, click the Add button located in the upper right 

hand comer of the screen to add the tax filing status and return to the List Tax Table Federal screen.  

Note that the newly added tax filing status will now be displayed within the grid on the List Tax Table 

Federal screen. 

CHANGING A FILING STATUS OPTION WITHIN THE FEDERAL TAX TABLE 

From the List Tax Table Federal screen, highlight the filing status option you desire to change. Click 

the Change toolbar button, click "Process" on the menu bar and highlight Change from the drop-down 

menu, or press F7 on your keyboard. The Change Tax Table Federal screen will display with the 

information from the highlighted filing status option showing in all completed fields.   Make changes 

necessary and click the Change button located on the top right side of the screen to effect the change 

and return to the List Tax Table Federal screen. 

 

DELETING A FILING STATUS OPTION WITHIN THE FEDERAL TAX TABLE 

From the List Tax Table Federal screen, highlight the filing status option you desire to delete. Click the           

Delete toolbar button or click "Process" and highlight Delete from the drop down menu.  The Delete 

Tax Table Federal screen will display with the information from the highlighted filing status option 

showing in all completed fields with a red background. Click the Delete button located in the upper 

right hand comer to confirm the Delete and return to the List Tax Table Federal screen.  Notice that 

the just previously deleted tax filing status will now not show within the grid on the List Tax Table 

Federal screen. 

 

 

COPYING A FILING STATUS OPTION WITHIN THE FEDERAL TAX TABLE 

From the List Tax Table Federal screen, highlight the filing status option you desire to copy. Click the           

Copy toolbar button, or click "Process" and highlight Copy from the drop-down menu. The Add Tax 

Table Federal screen will display with the information from the highlighted filing status option showing 
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in all completed fields.   Make changes to desired fields and click the Add button to add the new tax 

filing status and return to the List Tax Table Federal screen. The newly added filing status option will 

now appear in the grid on the List Tax Table Federal screen. 

EXPORT W-2 FILE 

To process and subsequently electronically export W-2 forms to Federal and State agencies for tax 

reporting purposes, from the Payroll Control Menu click the Process W2's toolbar button, or click 

"Select" and highlight Process W2's from the drop-down menu. The List W2's screen will display. 

 

Enter the desired year in the "Year" field and tab off that field. A listing of employees who received (or 

will receive) W-2's for the inserted year will now display within the grid toward the bottom of the page. 

If the status field within the grid shows "Transmitted", click the Re-Create W2 File button. A window 

will display stating that "These records have been transmitted and cannot be modified. Use the re-open 

button to change the record status." At this point, click the Re-Open Submittal File toolbar button. 

The status column within the grid will change from "Transmitted” to "Open".  

Changes can now be made to W2's as necessary. You can also display an employee's W2, access 

Employee Payroll Items, Export and/or print W2's from this screen. 

CHANGING AN EMPLOYEE W-2 

From the List W2's screen, check to be certain that the status column within the grid shows "Open". 

Highlight the employee you desire to make changes for, and click the Change toolbar button. The 

Change W2 Submittal screen will display. 
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From this screen, the only field that can be changed is the "Dependent Care" field. When finished, click 

the Change button to effect the change and return to the List W2's screen. 

DISPLAYING AN EMPLOYEE W-2 

From the List W2's screen, highlight the employee you desire to display a W-2 for, and click the                                     

Display toolbar button. The Display W2 Submittal screen will display showing the employee's W-2 for 

the year shown on the List W2's screen. 

An employee's W-2 can also be displayed from the List W2's screen by highlighting the desired 

employee and clicking the                                   button. 

EXPORTING EMPLOYEE W-2’S  

From the List W-2’s screen enter the desired year and click the        Export W2 toolbar button. The W-

2’s will be transmitted to the taxing agencies and the status column will change from “Open” to 

“Transmitted”. 

PRINTING W-2 ’S FOR ALL EMPLOYEES 

From the List W2’s screen, enter desired year and click the           Print W2’s toolbar button.  Now click 

the OK button on the Print screen and follow the prompts to successfully print W-2’s. 

 

PRINTING A W-2  FOR ONE EMPLOYEE 

From the List W2's screen, enter the desired year and highlight the employee within the grid that you 

desire to print a W-2 for. Now click the            Display toolbar button. The Display W2 Submittal screen 

will display showing the selected employee information at the top of the screen and tax total fields at 

the bottom. Now click the            Print W2 button located toward the upper right hand comer of the 

screen and follow the prompts to successfully print the W-2. 
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CAFETERIA 

To set up the Cafeteria option, click the           Cafeteria Master Toolbar button or click "Select" and 

highlight Cafeteria Master from the drop-down menu. The Add Cafeteria Master screen will display.  A 

description of the fields on this screen follows. 

 

Name Complete this field with the exact Cafeteria Master File name. 

Plan Date Date plan was instated. 

Fund/Dept/Acct/Sub Enter the correct fund, department, account and sub account that 
cafeteria funds will be taken from. 

After all fields have been completed, click the Add button located in the upper right hand corner of the 

screen to return to the Payroll Control Menu.  Once information has been added on the Add Cafeteria 

Master screen, changes can be made to same using the above procedure; however, the Change 

Cafeteria Master screen will display instead of the Add Cafeteria Master screen. 

SYSTEM REPORTS 

To print a system report from the Payroll Control Menu, click the           System Reports icon located on 

the toolbar or click “Select” and highlight System Reports from the drop-down menu. The Select 

Report screen will display.  Select the desired report from the grid on the left, choose whether you want 

to view the report on the screen or whether you want to print the report (and the number of copies 

desired) and click the OK button.  The report will either display on the screen or be sent to the printer 

depending on your destination selection. 

REPORTS 

Payroll reports can be added, changed, copied or deleted by clicking the          Reports icon on the 

Payroll Control Menu toolbar or by clicking “Select” and highlighting Reports from the drop-down 

menu.  The List Payroll Reports screen will display.  From this screen, payroll reports can be added, 

changed, copied or deleted as necessary. 
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CHAPTER SIXTEEN 

TECHNICAL SUPPORT 

If you have a question about the Payroll System that is not answered in this manual, consult the help 

files that accompany the program or check with your System Administrator. If you don't find the 

information you need, your next step is to contact you county's CAI service representative or the CAI 

Help Desk at (800) 365-9335. Technical assistance from Computer Arts is a fee-based service, so be sure 

to follow any procedures established by your county before contacting us. 

COMPUTER ARTS’ WEBSITE 

In addition to these resources, Computer Arts, Inc. also maintains a website for more information and 

updates to the CAI Payroll System. You can access our website from your internet browser by typing 

the address:  click for web site. 

A number of additional resources are available on Computer Arts' website including summaries of 

services provided by CAI, mail and phone contacts, and news on recent or upcoming software updates. 

 

 

 

 

 

 

https://www.gocai.com/

