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How to Use GrandMaster Suite - Positions

Overview

A Position is arecord (commonly referred to as an object) that you define in GrandMaster Suite.
Each Position record contains basic information that can be used to control salaries and rates,
deductions, accumulators and distributions. If your payroll situation allows, Positions can control
employee earnings so that you no longer need to access rates and distributions --these would
become part of the payroll process through the Position settings.

- !"ﬁ ™ol

POSITIONS

Positions can help you automatically
apply a pay rate to employees that share

Employees (paid according to default rate table) the same work duties.

V4

For example, you can assign a specific

rate table to all Production employees
— (i.e. those who are assigned
—— | Rate the "Production” Position). y
E = | Table
"Production” Paid according to specific Rate Table
Employees based on their Positional assignment

Positions can be assigned to an employee for record-keeping purposes only or can be used in
situations where unionized employees maintain a position class and a specific pay rate.

When should | use Positions?

Y ou can use Positions when you need to assign asimple identifier to a group of
employees. For example if Joe were classified as an employee who performs
Administration duties, he could be assigned the Admin Position. Similarly, if Jane were
classified as a Sales operative, she could be assigned the Sales position.

Positions can be used when you need to control your payroll distribution table. For
example, if your payroll routine calls for exception rates or exception distributions for a
given employee, certain rates and distributions could occur automatically by specifying
the appropriate Position when entering the employee's hours.

Similarly, Positions can be used to control your payroll earning table.

Positions can be used when you need to dictate a specific deduction amount. For
example, if you have a union employee whose deductions are dependent on the task
performed, the deduction could cal culate according to the Position that has been assigned
to the earning.
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When you want to simplify the process of setting up a new employee. For example, you
could assign an earning table and distribution table to a certain Position, then have these
items automatically applied to a new employee when you add them to the payroll.

Positions can also be assigned to different employees by utilizing the empl oyee templ ate.

When you want to resolve pay rates automatically. Y ou can set up the earning search as
Position rather than Earning. The Position Search would use the Position code as the
primary qualification to resolve the pay rate.

When you want to assign an employee rate that islower than the employee's Base Rate.
Y ou could create a Position record that would allow for a pay rate that is lower than the
employee's Base Rate.

When you need to view positional information in certain reports. These reportsinclude
the cheque stub, transaction and customized payroll report, employee earning report and
payroll earning report.

How does it work in GrandMaster Suite?

Positions can replace the task of setting up and assigning different rates, deductions or
distributions when an employee changes positions or performs a different task within the pay
period. The Journal Entry report will always reflect the correct G/L accounts even if the employee
has performed a number of different duties within the pay period.

Each earning table that is assigned to a Position would represent a different earning scale or union
along with adifferent distribution table. The earning table would have to be set up with the rates
or salaries reflecting the proper amounts according to the agreement determined by the union.
Each distribution table that is assigned to the Position could represent a different department or
job.

If you are using the Position only as an information field, the only fields that you would need to
set up would be the Code and Description -- start and end dates would not apply.

Positions and Earnings

A Position can act asalink to aspecific Earning Table. This helpsto ensure that the correct rate
or salary ispaid to agiven employee. There are different methods you can use when setting up the
Position to drive the earning table. Please refer to Online Help topics for more information about
earning tables.

Positions and Distributions

A Position can act as alink to aspecific Distribution Table. This can help to ensure that the
earnings, deductions and benefits are properly allocated to the correct account numbersfor the
Journal Entry. Please refer to Online Help topics for more information about Distribution Tables.

Working at the Payroll Level

When you begin working with Positions, you must start at the payroll level. Thisiswhereyou
define the information for each Position such asits effective date, compensation settings, etc.
Later on, once your Position is created, you can move to the employee level to assign it to each
employee.
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Creating Positions

Each Position record stores detailed information on how it isto be used during the payroll
calculation process. Depending on your payroll requirements, Positions can be used for different
purposes:

Informational Only - Y ou can use a Position to group employees under a certain class or
to generate reports based on similar job types.

Payroll Processing - Y ou can use a Position to control the pay rate for any number of
employees. Thiscan be useful if you have arate table with varying rates for each
employee.

TO CREATE A POSITION:

1. Withapayroll selected, choose the Position Update command from the Payroll menu. This
opens the Employee Positionsdialog box that displays alist of Positionsin the current

payroll.

3. Employee Positions

File Help

Inzert... Edit... Dielete

Exit |

Fig. 1
The Employee Positions Dialog Box

Note: Existing Positions - This dialog box displays a list of all the available positions in your
payroll. If you have used GrandMaster Suite for some time, there may be several positions to
choose from. If you are new to GrandMaster Suite and are working through this guide for the first
time, there will likely be no positions in the list.

2. Choose the Insert button and enter a unique name for the new Position in the Position Code
field. Define aname that will help you identify this Position in the future. For example, if
your Position is primarily for Production-based employees, you could name it "Production".

Inzert New Position E3

Position Code: IPHDDUCTIDN
G|

Fig. 2
The Insert New Position Dialog Box with Name Added

3. Click OK to assign the nameto your new Position. This opens the Position Update dialog
box where you can define the details for the new Position record.
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s':_ﬁ: Position Update

Fil=  Help

Code Im

Diescription : |

Start Date : IM End Drate: IM

Clazs : I Position Class

Compensation Settings

I~ Oweride Eaming Settings

Pay Table : I
Table Fow I Step: I

Diztribution : I
FTE : I
Equity Code : I Equity Code

Save I Cancel

Fig.3
The Position Update Dialog Box

Use the Description field to enter a brief description that will help you identify this Positionin
the future. For example, if your Position name is PRODUCTION, the description could read
"Production area employees’.

If your Position is dependent on certain dates, enter these datesin the Start Date and End
Datefields. Refer to the Defining Positions to use Effective Dates section of thislesson for
further information.

If your Position isto be used at all times, you do not need to enter any Start or End dates.

If this Position will be used in conjunction with a Class, place the cursor in the Classfield and
use the <F8>key to assign the desired Class record. Refer to the Assigning Classesto a
Position section of this guide for further information.

If this Position will be used to apply a Rate Table, check the Override Earning Settingsbox,
then place the cursor in the Earning Rate Table field and use the <F8> key to assign the
desired Rate Table. Refer to the Assigning Earning Tables to a Position section of thislesson
for further information.

Compenzation Settings

v Overide Eaming Settings

Fay Table : IPHDDUCTIDN Production area employees
Table Fow ; I'I Step: I'I

Fig. 4
An Assigned Rate Table

If this Position will be used to apply a Distribution Table, place the cursor in the Distribution
field and use the <F8> key to choose the desired Distribution Table from the list. Refer to the
Defining Positions to use Effective Dates section of thislesson for further information.

Moveto the FTE field and enter the default Full Time Equivalency rate for the Position.
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10. If thisPosition will be used to apply a Pay Equity code, place the cursor in the Equity Code
field and press<F8>. Similar to the preceding two steps, specify the Equity Code to be used
for this Position.

11. Once you have completed the settings for this Position, choose the Save button close the
dialog box. Thisreturnsyou to the Employee Positions dialog box where your new Position
isnow listed.

s':_ﬁ, Employee Positions

File Help

 Pozition
“PRODUCTION Production area emalonges L LIS,

Inzert... Edit... Dielete
Exit |
Fig. 5

The New Position Record

Defining Positions to use Effective Dates

Position can be set up to work based on specific dates. This can be useful in situations where the
Position record isto be used only on atemporary basis. For example, if acompany won the bid
on anew contract and all the positions are temporary you could utilize the Start/End dates to
initialize then sever the positions. Once the end date is satisfied the Position would no longer be
accessible.

This method requires two payroll-level settings.

TO SET APOSITION BY PAY DATE:

1. From the Payroll Module, choose the Properties - Settingscommand from the File menu.

i, GrandMaster Payroll (XYZ_CD])
Groups  Employee  Paproll  Calculation Beports  YearEnd  Help

e e [ER

Cloze Esz
I Pasroll
Delete...
Froperties Password
Location

Frinter Set i
finter 3 &tup Search Technique

Exit

Fig. 6
The Properties - Settings Command
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This opens the Settingsdia og box.

2. Placeacheck in the Use Dated Positions for Pay Rate box then choose the OK button to

apply the change.
File Help
— General
™ Always Request Date Fanoge ¥ Use Dated Positions for Pay Rate
[ Show only pawroll ACTIVE employees T Allow Lower Pogition Pay Fates
[~ ACTIVE within YEAR employess I~ Dizgallow Clawback for &utopay Accumulatars
[" Process Preset Hours by Date [~ Tum Off Date Warnings in Calculation

™ Tun Off Calculation W amings

—ROE Processing

& Always Teminate £ Azk to Teminate = Mever Teminate

—Add Employes

I~ Require a Template to Add an Employes

Usze Add Employes Wizard
= Dizahle ™| Stipnress FamlUE st fanddd B aiee
& Enable ‘ Al Payralls i Single Payral ‘

LCancel |

Apply |
Fig. 7
The Setting Activated

3. Choose the Position Update command from the Payr oll menu to display the Employee
Positionsdiaog box.

4. Double-click on the desired position, enter the appropriate dates in the Start Date and End
Date fields, then click OK. Each time you use this Position GrandMaster Suite will verify
that the date is valid before applying these settings.

Note: If your Position is to be used at all times, you do not need to enter any Start or End dates.

5. Click OK to close the dialog box and save the change. The Position will now operate based
on the dates you specified.

Assigning Earning Tables to a Position

If you are using a Position to override the employees' earning you need to specify the Earning
Tablethat will be used. Depending on how your earning tableis set up you may also need to
assign a step or row to this Position.

TO ASSIGN AN EARNING TABLE:

1. Withthe Position Update dialog box open, place a check in the Override Earning Settings
checkbox. Thiswill require you to further define the earning table that will be used in place
of the default earning.
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2. Todefinethe earning table, place the cursor in the Earning Rate Table field and press<F8>.

This opens the Global Earning Tables dialog box that displays the existing earning tables
available for use with this payroll.

s':_ﬁ: Poszition Update

File Help

Code : IPHDDUCTIDN

[escription : |F'r0c|uc:ti0n area employees

Start Date - |2DD2HD‘I A End [ ate: IDDDDIDDIDD
Clazs : I Fosition Class

— Compenszation Setting

W Dveride Eaming Settings

Eaming Rate Table : I

AR <. Global Earning Tables
. FEile Help
— Rate Tables
Diztribution : -
: ABC Earning rate table for ABC Co. =]
FTE: ABC_HOURLY 2862/81/61 Abc hourly employees
E quity Ciode ; PLAHT Plant employees
. PRODUCTION Production area employees
SALES Earning rate table for Sales staff
Inzert... Duplicate... Edi... Delete |
ok I Cancel |
Fig. 8

The Global Earning Tables Dialog Box with 5 Available Earning Tables

Note: If there are no available earning tables in the list, refer to the Online Help for more
information on how to create an Earning Table.

3. Select the desired Earning Table from the list then click OK to apply it to the current Position.

This closes the Global Earning Tables dialog box and adds the name to the Earning Rate
Tablefield.
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s':_ﬁ: Position Update

Fil=  Help

Code : IPHDDUCTIDN

Diescription : |Production area employees

Start Date : |2DU2HD1HD‘I End Drate: IDUUDHUD;’DD
Clazs : I Position Class

— Compenzation Settings

W Owveride Earming Settings
Earning Rate Table : IPHDDUCTIDN Froduction area employess

Table Fow |1 Step: |1

Diztribution : I
FTE : I
Equity Code : I Equity Code

Cancel |

Fig.9
The Earning Rate Table Applied to the Position

4. Enter the appropriate values in the Table Row and/or Step number fields that correspond to the
assigned Rate Table.

5. Click OK to close the dialog box and save the change. The Position will now operate based
on the settings you specified.

Assigning Distribution Tables to a Position

If you are using a Position to assign a Distribution Table to your employees, you can do so using
the following instructions.

TO ASSIGN A DISTRIBUTION TABLE:

1. With the Position Update dialog box open, place the cursor in the Distribution field and press

<F8>. Thisopensthe Global Earning Tables dialog box that displays the existing earning
tables available for use with this payroll.
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s':_ﬁ: Position Update

File Help

Code : IPHDDUCTIDN

Diescription : |Production area employess

Start Date : |2DD2£D1 A

End D ate: IDDDD;"DDHDD

Class : I Pusition Class

— Compenzation Setting

W Owveride E aming Settings

Earning Rate Table : IPH QDUCTION | Production area employess

Table Row : I'I Step: I'I

Diztribution : I |

Distribution Tables

Equity File Help

r Distribution T ables

Distribution Code | Description

Bl DEF&LLT

4]

w20 Default

Inzert... | Duplicate...

Edit...

Lelete

Fig. 10

The Distribution Tables Dialog Box with 1 Available Table

Note: If there are no available Distribution Tables in the list, refer to the Online Help for more

information on how to create a Distribution Table.

2. Select the desired Distribution Table from the list then click OK to apply it to the current
Position. This closesthe Distribution Tables dialog box and adds the name to the

Distribution field.




s':_ﬁ: Position Update

Fil=  Help

Code : IPHDDUCTIDN

Diescription : |Production area employees

Start Date : |2UU2HU1 A0
Clazs : I Position Class

End Date: IUUDDHUU;’DU

Compensation Settings

W Owveride Earming Settings

Earning Rate Table : IPHDDUCTIDN Froduction area employess

Table Fow |1 Step: |1

IDistlibution: IDEFALILT *Z7_C0 Default I

FTE :

Equity Code : I Equity Code

Cancel |

Fig. 11

The Distribution Table Applied to the Position

Assigning Classes to a Position

Positions

The program allows you to define worker classes, based on sub-types of agivenjob. For

example, you could use aclass record to differentiate between a Class 1 or aClass 2 welder. If

you have multiple Classes, you can set up atablewith all of the classes for a given company.

If you are using a Position in conjunction with employee classes, you can do so using the

following instructions.

TO ASSIGN A CLASS:

13

1. With the Position Update dialog box open, place the cursor in the Class field and press<F8>.

This opens the Position Class dialog box that displays the existing classes available for use

with this payroll.
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s':_ﬁ: Position Update

File  Help

Code : IPHDDUCTIDN

Diescription : |Production area employees

Start Date : |2DD2HD‘I 01 End Date: IDDDDIDDIDD
Class I Foszition Clazs

|7 Over [ ltems

et Position Class Types B

CWELDER1 Glass record
WELDER2 Class record for Lewvel 2 Welders

Eaming Ra

Table Fow

e e

Diztribution
FTE :
Equity Cod j
Inzert... Edit... Delete
Cancel |
Fig. 12

The Position Class Dialog Box with 2 Available Classes

Note: If there are no available classes in the list, refer to the Online Help for more information on

how to create a Class.

Select the desired Class from the list then click OK to apply it to the current Position. This
closes the Position Class dialog box and adds the name to the Classfield.

<. Position Update

File Help

Code : IF'F!EIDUCTIEIN

Deszcription ; |F'roduc:tion area employees

Start Date - |2DD2HD1HD‘I End Drate: IDDDDHDDIDD
ICIass: |WELDEF|1 Clazs record for Level 1 wWelders I

Compenzsation Settings

W Owveride Eaming Settings

Pay Table : IPHDDUCTIDN Production area emplopees

Table Row : |1 Step: |1

Diztribution : I
FTE : I
Equity Code : I

Cancel |

Fig. 13
The Class Applied to the Position
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Payroll Condition Groupsallow you to specify certain conditions that an employee must meet
before they can be included in a given calculation/report. Each time a Payroll Condition Group is
loaded, GrandMaster Suite will check an employee to seeif they meet the given criteria. If they

do not, the employeeis not loaded.

GrandMaster Suite allows you to assign a Position to a specific group of employees. One example
where this feature can be used is when you need to create areport for employees that work at a

specific Position.

TO ASSIGN A POSITION TO A NEW GROUP:

1. From the Payroll module, choose the New - Payroll Condition command from the Groups
menu.

Employee List...
Paproll Condition...

Delete Fayroll
Save 2002
Save Az, a
Sort.. 108
Modify Ligt ...
Wigw...
Refresh

Fig. 14

The New - Payroll Condition Menu Command

This opens the Payroll Condition Group dialog box that allows you to define the settings for
the new group. Therequired settings are presented under four separate tabs with the first tab
containing the Group Code and Description options. For this example, we will only need to

define the name, description and Position.

2. Enter a Group Code for the new group along with abrief Description that will help you to

identify this group in the future.
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s':_ﬁ: Payroll Condition Group

Fil=  Help
Define | Dates | Selects I Paproll
Group Code: IPHDD
Description: |F'r0c|uc:ti0n employees

Apply Group I Save Group Conditions Cloze |

Fig. 15
The Completed Define Tab

Click on the Selects tab to access criteria settings for such items as Gender, Province,
Template, Distribution, Default Positions and Payroll Categories.

«§. Payroll Condition Group

Fil= Help
Define I Dates Selects | Payrall I
Sex I Buath j

Province: I List... |
Template: I List... |

Diztribution; I List... |

Select Default Positions... I Mo Selections

Payrall Categories

Select Categories... I Mo Selections

= Match AMY i Match ALL

Apply Group I Save Group Conditions Cloze |

Fig. 16

The Selects Tab

Certain items are of ageneral nature such asthe Sex and Province. Other items are more
detailed and need to be set up in your payroll before you can choose them as part of your
group criteria (i.e. you need to have already created a Position in order to apply it here).

These detailed items include:

Template
Distribution
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Default Positions

Payroll Categories
For thislesson, we will only define one additional criteria-- the Default Positions.

Choose the Select Default Positionsbutton to open the Report Multiple Position Selection
dialog box. Thelist showsall of the available Positions that have defined for usein the

payroll.

s'.‘j: Report Multiple Fosition Selection

File  Help
PRODUCTION Production area employees ;[
SALES Sales department employees
WELDER Welder crew

=
LCancel |

* Include = Enclude Clearﬁelectionsl

Fig. 17
The List of Available Positions

Select the desired Position from the list then click OK to close the dialog box. Thisreturns
you to the Selectstab. A text label now appears beside the Select Default Positionsbutton
indicating that a Position is now associated with this conditional group.

<. Payroll Condition Group
Fil=  Help

Define |  Dates Sekets | Papol |
Sew |Both |
Province: s |
Template: | u;tl

Diztribution: I List... |

Select Default Paositions. .. I Positions Selected

— Payroll Categories

Select Categories... I Mo Selections

= Match AMY = MatchALL

Fig. 18
The Text Label Indicating an Associated Position

Once you have completed the desired settings, choose the Save Group Conditionsbutton.
This stores the group information on disk for later use. Now that the group is saved you are
ready to enable the group for the current payroll session ("current payroll session” refersto
the time between loading a payroll until you close the payrall).
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7. Choose the Apply Group button from the bottom of the Payroll Condition Group Setup

window. Thisenables your Payroll Condition Group for the current payroll session and
applies each of the settings you defined for the group.

Once the group has been applied, a message appears showing the number of employees that
areincluded in the group, based on all of the defined conditions. Thisisagood way of
verifying that you have entered your conditions correctly. If the number of employees does
not seem right, simply go back through the four tabs and verify your conditions.

Meszszage Display

Employees in Grougp: 12

Fig. 19
A Message Showing 12 Employeesin the Group

<&, Payroll Module - {untitled}(XYZ_C0) Payroll Data Selection Group

Fil= Groupz Employee Payrall Calculation Beports  YearEnd Help
== o 7 i
] | v Lo L

X2 Company Payroll

o

Pay ‘r'ear; 2002
Period: il
Sequence: 108

Temporary Group Enabled

Fig. 20
The Group Enabled

TO ASSIGN A POSITION TO AN EXISTING GROUP:

1.

From the Payroll Module, choose the Groups - Open command. Thisdisplaysthe Open
Group dialog box that displays the available groups.

<&, Dpen Group

Fil= Help
— Groups
Group | Type | Dezcription | -
FERALE F Femalz Employees
{{# FEM_ME F fern marioba
ﬂ HEALTH F Employes Selection G
ﬂ HOURLY F #vZ Hourly Employees ]
i Locar F Local residents [m)
'ﬂ MALE F Male employees
i MAL_FEM P M and F Emplopess =|
Inzert... | Edit... Delete
ak I LCancel |
Fig. 21

The Open Group Dialog Box
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2. Choosethe desired group from the list and select the Modify button (or choose the File -
Modify command). This displaysthe Payroll Condition Group dialog box.

3. Choose the Selects tab and assign the desired Position (as outlined in Steps 3 through 7 of the
previous section) then choose the Save Group Conditionsbutton. This saves the group's
updated information.

4. Closethedialog boxesto return to the Payroll Module. The information is updated and the
group is automatically reloaded with the new settings.

For more information on setting up groups, please refer to the How To document entitled Working
with Groups

Assigning a Position to a Deduction

GrandMaster Suite allows you to assign a Position to a specific deduction, thus creating alink
between the two items. This can be useful when you want the deduction to be triggered
automatically based on an employee's Position.

For example, | ets assume you have an employee who works at two different tradesin apay period
and is committed to two different unions. If the Union deduction is calculated based on earnings,
you could use the Positions feature to cal culate the deduction based on the earnings that were
entered to an exception Position.

Refer to the Distributing Earnings Across Departments section later in this document for more
information on thistopic.

Assigning Positions to a Wizard

GrandMaster Suite allows you specify the options that are available to you when using the Add
Employee Wizard. Thisisparticularly useful if you always assign Positionsto your employees as
them to the payroll.

TO ENABLE POSITIONSFOR USE WITH THE ADD EMPLOYEE WIZARD:

1. From the Payroll Module, choose the Employee - Wizard Settingscommand. Thisdisplays
the Add Employee Wizard Settings dialog box.



20 How To Use GrandMaster Suite

,':ﬁ:Add Employee Wizard Settings

File Help
Pravincial Informations Categories Wwieek A8 dditional Field=/EFT Banks
General D atez/Base/Defaults | Federal T ax/Statutory Deductions
—General Tah——————— Pop-up Lists

W Employes Murber
™ Payrall Stabus

¥ CCRA Account
¥ Message

™ Select Earning:
™ Select Deduction:

[~ Select Accumulatars

— Save Settings
) Bl el &

® For Current Baurll |><'YZ Company Pagroll

(] Cancel

Fig. 22
The Add Employee Wizard Settings Dialog Box

2. Choose the Dates/Base/Defaults tab and place a check in the Show Dates/Base/Defaults box.
This enables the checkboxes that exist in this section. Each checkbox correspondsto afield
that will be enabled or disabled when you are adding the empl oyee using the wizard.

s':ﬁ:Add Employee Wizard Settings

File  Help
Provincial Information/ Categonies Wwheek A4 dditional Fieldz/EFT Banks
General D ates/Baze/Defaults | Federal Ta=/5tatutor Deductions
~Dates——— |~ Base/Default
¥ Shaw Date Settings W Show Base/Default Setting:
I Initial Hire D ate I~ Eaming
¥ Start Date ™ Distribution
™ Last Date wWorked W Pozition
I~ Return Date ™ Template
™ Anniversary Date ™ Code
™ Wacation Anniversan ™ Zone
™ Holiday &nniversary [~ Full Time Equivalency
I~ Sick Anniversary
ak Cancel

Fig. 23
The Add Employee Wizard Settings Dialog Box

Notice that the Positionscheckbox already contains a check by default (if it does not you
should place acheck in the box at thistime).
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3. Click OK to close the dialog box and return to the Payroll Module. The Wizard information

is updated and the Position option will be available to you the next time you add an employee
using the wizard.

Employee Payroll Info - X¥Z_CO : [) ABRAM MIKE

Earming; I 1 S alary
Digtribution: I

Position: I

Template: CALARY #YZ_C0 Salaied Employees
Statistics Canada
’V Code: I j Zone: IDDD

Full Time Equivalency: |

Arnualized 5alary: J270656.00 < BACK | NEXT » |

Fig. 24
The Position Option Enabled in the Add Employee Wizard

Assigning Rights to a Position

During the course of administering payrolls, you may find it necessary to enable or disabled the
use of Position for certain payroll users. This can be accomplished through a setting in the
Administration module.

TO ASSIGN RIGHTSTO A POSITION:

1. From the Administration Module, choose the Employee - Wizard Settingscommand. This
displays the Add Employee Wizard Settings dial og box.

s':_ﬁ: Administration Module

Qonvelsion Utilities  Help
Update UzerID's

Global Preferences

General Ledger Definition
Initialization Parameters

Exit Ezc

<.‘h User ID Selection

File Help

Uzer ID: I 0K |
Exit |

Fig. 25
The Update UserlDs Command Accesses the User 1D Selection Dialog Box

2. Enter the Supervisor ID then click OK. This opensthe User ID Update dialog box where you
can view or modify the various options and modul es that accessible by program users.



22 How To Use GrandMaster Suite

s':_ﬁ: User ID Update

Fil=  Help
Resource Flanning | Groups I Define I Reports |
Uszer Mame | Maodules I Commar I Payrall I Human Resource | Schedule I Time k.eeping
User D SUPERVISOR
Mame: Syztem Generated User [D
Last Logar: 2002411726 &:00p

Set Pazsword... |

Select Al |

Fig. 26
The User ID Update Dialog Box

3. Choose the Common tab, move to the Position section then place a check beside each function
you would like to have enabled. Removing the check from abox will disable the function for
the user.

‘?.' User ID Update

Fil= Help
Resource Flanning | Groups I Define I Reports
Usger Mame I Modules Corrnan | Payroll I Human Resounce | Schedule I Time kK.eeping
— Employes — Calendar — Object G/L Codes
v Add v Add v Add v Add
[+ Change [+ Change [+ Change |+ Change
[+ Delete [+ Delete v Delete [+ Delete
— Pozition — Object Group—— [ Leaves
v Add v Add v Add
[+ Change [+ Change [+ Change
[+ Delete [+ Delete v Delete
Select &l Cammon |
Select Al 0K I LCancel

Fig. 27
The Position Section with all Functions Enabled

4. Onceyour settings are complete, choose the OK button to record the changes. The User ID
information is updated and the corresponding functions will be enabled/disabled the next time
you encounter a dialog box that uses the Position feature.
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Under certain circumstances, you may find it necessary to assign a pay rate that islower then the
employee's default. For example, let's assume that you have an employee who is returning to his
old Position after working as the acting foreman (at a higher pay rate). In such acase, you would
need to enable the Allow Lower Position Pay Rates feature to ensure that the program allocates the

correct pay amounts.

TO ALLOW PAY RATESLOWER THAN THE BASE RATE:

1. FromthePayroll Module, choosethe File - Properties - Settingscommand. This opens the
GrandMaster Option Settingsdialog box.

2. Place acheck in the Allow Lower Position Pay Rates box then choose the Save button to

apply the change.

‘?.' Settings
File Help

— General
I~ Always Request Date Range

™ Show only pavroll ACTIVE employees
[~ ACTIVE within YEAR employees

™ Process Preset Hours by Date

™ Turn O Calculation 'Warmings

[~ Use Dated Pasitions far Pay Rate

I W Allow Lower Pogition Pay Fates I
I Dizallow Clawback for &utopay Accumulatars
™ Tum O Date Warmings in Calculation

—ROE Processing

& Always Teminate

= Ask to Terminate

= Mever Terminate

—&dd Employes
™ Require a Template to Add an Employes

Uze Add Employes \Wizard
" Disable

I | Siipnaress Bl et fondd o amEimel aies

* Enahlz ‘ Al Payrallz

& Single Payral ‘

Apply |

Cancel

N

Fig. 28
The Setting Activated

With this setting activated, each time an employee has a Base Rate assigned, the program will
allow for apositional rate that is lower than the employee Base Rate.

Working at the Employee Level

The employee level iswhere you activate the Positions feature for your employee(s). Earlier at
the Payroll level, you created a Position record. However, this Position record does not take effect
for an employee until you apply it to them. Once activated, the employee-level Position settings

will work in conjunction with the settings you defined earlier at the Payroll level.

The employee-specific data you require to work with Positions is accessed through the Payroll

Specific Information dialog box.
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Assigning a Position to an Existing Employee

GrandMaster Suite allows you to can assign a Position to an employee at the time the employeeis
being added to the payroll or after they have already been added. This section discusses the latter.

TO ASSIGN A POSITION TO AN EXISTING EMPLOYEE:

1.

Open the Employee Modul e and sel ect the employee to which you would like to assign the

Position. Y ou can open an employee using the Employee - Open command or by choosing
the Previous, Next or List Employee Iconsuntil the desired employee's name appearsin the
title bar.

e

Fig. 29
The Previous, Next and List Employee Icons

Once the employee is selected, choose the Payroll Specific Info command from the Data
menu.

i Employee Module - XYZ_CO0 : ABRAM MIKE {4}[(10)

Fil=  Erployes Erofilegalculation Report: Help

~ ) = Emplayee nformation. .
‘@B @D q I Eﬁ Payroll 5 pecific Infa... ﬂ

Earnings...
Deductions...
Accumulators. ..

=2 Company Fa

Enter Hours...
Tranzaction: Entered...

Pay Advances

Pay Period Dverrides
Adjuzstrments

Payout Accumulator
YT Adjustments
YT Overides

* rF v T v wr

Fig. 30
The Payroll Specific Info Menu Command

This opens the Payroll Specific Information dialog box that allows you to define awide
variety of payroll-related data for the employee. For thislesson, we will only require the use
of the Base/Default tab needed to assign the Position.
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c?.' Payroll Specific Information

Fil=  Help
Pravincial Infarmation | Categories | Wiesk I Additional Fields I Bank 1 I Bank 2 I Bank 3 |
General | Dates | Baze/Default I Federal Tax I Statutory Deductions
Employee Mumber: I'ID—
Paprall Status: I'&ETNE j
CERA Account: IFULL RATE j

— Pay Statement Message

Text: |
[Far this employee only)

—EFT Settings

EFT Bank Profile: I

™ Enable Direct Deposit

LCancel

Fig. 31
The Payroll Specific Information Dialog Box

3. Choose the Base/Default tab then place the cursor in the Position field and press<F8>. This
opens the Employee Positionsdial og box that displays the existing Positions available for use
with this payroll.

s':ﬁ, Payroll Specific Information

Fil= Help
Provinciallnformationl Categorie&l Wweek | Additional FieId&I Bark 1 I Bank2| Bark 3 I
General I Dates Baze/Default | Federal Tax | Statutany Deductions I
~Baze

E arning: I 1 Salam
Diztribution: I
I Puosition: I I Edit:.. |

<. Employee Paositions

L File Help
3 —Positions
" PRODUCTION Production area emplogees.
I SALES Sales department employees
WELDER Welder crew
Fu
A
Inzert. . Edit... Delets
QK I LCancel |
Fig. 32

The Employee Positions Dialog Box with 1 Available Position

Note: If there are no available Positions in the list, refer to the Online Help for more information on
how to create a Position.
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4. Select the desired Position from the list then click OK to apply it to the employee. This closes
the Employee Positionsdial og box and adds the name to the Position field. The text label
beside the Position field also updates to show the name of the selected Position.

,':_ﬁ: Payroll Specific Information

Fil= Help

Praveincial Infarmation | Categories | eek I Additional Fields I Bank 1 I Bark 2 I Bank 3
General | [ates Baze/Default | Federal Tax I Statutory Deductions

rBase
Earning: |1— Salary
Diztribution; I—

I Paosition: IW Production area employees I Bt |
Template: |saLaRY %YZ_C0 Salaried Employees Edit... |

r— Statistics Canada

Code: I b l Zone; |EIEID
I—

Full Time Egquivalency:

Annualized Salary:

Lancel

Fig. 33
The Position Applied to the Employee

5. Click OK to apply the change and you are returned to the Employee Module.

Assigning a Position to a New Employee

GrandMaster Suite allows you to can assign a Position to an employee at the time the employeeis
being added to the payroll or after they have already been added. This section discusses how to
assign a Position while adding the employee to the payroll for the first time.

In order to use this method, you must have already performed several steps:

Creating a Position - A Position record must exist before it can be added to an
employee. Thismust be done at the payroll level. View the Creating Positionssection
of this guide for more information.

Assigning Position to a Wizard - If you are using the Add Employee Wizard to add
your employees to the payroll, you must have this functionality enabled in the Wizard
settings. This must be done at the payroll level. View the Assigning Position to a Wizard
section of this guide for more information.

TO ASSIGN A POSITION TO AN NEW EMPLOYEE USING THE WIZARD:

1. Withapayroll selected, choose the Add Employee command from the Employee menu. This
displays the Employee Name Selection diaog box.
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LCalculation  Beports Year-End  Help

10E] (2]

¥
-
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S £dd Employes. ..
Pending Temination...

Emplovee Module...

Pay
ay. i Wizard Settings...
Period:
s':ﬁ, Employee Hame Selection
File Help
— Employes
Mame: | List... Set Search Technique... |
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Fig. 34

The Add Employee Command Accesses the Employee Name Sel ection Dialog Box

Enter the name of the new employeein the Name field. Enter the surname first, followed by
the given name (e.g. Smith Joe). If you think the employee may already exist in the payroll,
enter the first few characters of the name then choose the List button to view employees who
have asimilarly spelled name.

Once the name is entered, choose the Add button. This closes the dialog box and displaysthe
Employee I nformation dialog box where you can add detailed information about the
employee.

«§. Employee Information
Fie Help

Address |ID | Medicall Personall M otes | Photo |

— Address |nformation

Surnarme: |SMITH

Given Marne: |JDE

Address 1: |'I 23 Fourth Street

Address 2 |

City: IWinnipeg

Province: W Postal Code: W

ak LCancel

Fig. 35
The Employee Information Dialog Box
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4. Movethrough each of the six tabs completing theinformation asrequired. Certain fields
require avalue while other fields are optional in nature.

5. Onceyou have completed the information in each tab, choose the OK button. This closesthe
Employee Information dialog box and returns you to the Employee Name Sel ection dialog
box. You will notice that the title of this dialog box has changed to an instructional line that
states Select " Continue" to Add Employee to payroll or "Add" to add another to registry.

s':ﬁ, Select "Continue’ to Add Employee to Payroll or *Add’ to add Another to Registry E
File  Help
Mame: ISMITH JOE List... Set Search Technigue... |

123 Fourth Street

Winnipeg, MEB
A1B 203
123456732 1978/01./M
™ Show only payroll ACTIVE emplopess ™ Active in curent pear
Add... | Contlnue << Brevious. Hewtss (K Cancel

Fig. 36
The Updated Dialog Box

If you choose Continue, you will move forward in the employee creation process (which
iswhat this particular lesson requires).

If you choose Add, you will be given the opportunity of adding more employeesto the
registry. Y ou would then need to add them to the payroll at alater time.

6. Choose the Continue button to proceed with adding the employee to the payroll. This
displays the Add Employee to Payroll dialog box.

<§. Add Employee To Payroll

Fil= Help
M ame: SMITH JOE
123 Fourth Street
YWinnipeg, MEB
SN 123456782 Bith Date:  1978/01/01
Mumber: I 11
Termplate: IS.&LAF!Y wrg_C0 Salaied Employess

Start Date: |2DD2HD1 il
Baze Earning: I 1 Salary

" [se Set Rate " Use Earning Table & RateperHowr ¢ Rate per Pay

" Rateperrear Rate per Piece

Set Rate: | 20800.0000
Urits: | 2030.00
Earming Table: I—
Fow: I— Step: I—
Accumulator: I—
ok I Cancel |
Fig. 37

The Add Employee to Payroll Dialog Box

7. Completetherequired information then click OK. This completesthe preliminary data entry
steps and displays the first step in the Add Employee Wizard.
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,':_ﬁ:Add Employee Wizard - General

Help

Emplayee Muriber: I‘H—

Paproll Status: IACTNE j
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WERT 32 |

Fig. 38
The Add Employee Wizard - General Step

Proceed through each step completing the information for each field asrequired. Once you
reach Step 3 you will be presented with the option to assign a Position for this new employee.

Employee Payroll Info - XYZ_CO : [ SMITH JOE

Earming: I 1 Salary
Digtribution: I

Position: ||

Template: CALARY #YZ_C0 Salaied Employees
Statistics Canada
’V Code: I j Zone; IDDD

Full Time E quivalency: |

Annualized 5 alary: 32706356.00 < BACK, | WEKT » |

Fig. 39
The Position Option in the Wizard's Third Step

Place the cursor in the Position field and use the <F8> key to choose the desired Position
fromthelist. If no Positions appear in the list, refer to the Creating Positionssection of this
guide for more information.
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Employee Payroll Info - XYZ_CO : [ SMITH JOE

Earming: I 1 Salary

Digtribution: I

Pasition: IPHDDI_ICTIDN Froduction area employees

Template: SaLARY #=vZ_C0 Salaried Employees
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’V Code: I j Z0onE; IUUU

Full Time E quivalency: |
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Fig. 40

The Position Assigned

10. Proceed through the remaining Wizard steps to compl ete the Add Employee process.

Assigning a Position to an Earning

GrandMaster Suite allows you to assign Positions to individual earnings that have been applied to
an employee. Thisisuseful in such cases when you want to enable the distribution of earnings
(e.g. if the employee’ sresponsibilities are split between different departments and their salary
needed to be allocated accordingly). Assigning a Position to a particular earning forces a specific
distribution to that earning.

Thefirst part of this section will discuss how to assign a Position to an earning. The second part
will discuss how to assign a Position to a split earning for cost allocation purposes.

TO ASSIGN A POSITION TO AN EARNING:

1.

Open the Employee Modul e and sel ect the employee to which you would like to assign the
Position. Y ou can open an employee using the Employee - Open command or by choosing

the Previous, Next or List Employee Iconsuntil the desired employee's name appearsin the
title bar.

Once the employeeis selected, choose the Earningscommand from the Data menu.
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The Earnings Menu Command
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This opens the Earningsdialog box that allows you view or modify the earnings for the
selected employee.

<4, Earnings

for ABRAM MIKE

Fil= Help
Current Period End: 2002/04/30
— Eamings
Humber Status [escription
= o.00000  2080.00000 Salary
2 A .8888A Vacation Salary
w
4| | 3
Inzert... | Duplicate... Edit... | Deactivate |
Exit |
Fig. 42
The Earnings Dialog Box for an employee

Highlight the desired earning in the list then choose the Edit button to open the Employee

Earning Details dialog box. Thisiswhere you specify the details for the earning.

Place the cursor in the Position field and use the <F8> key to choose the desired Position

31

fromthelist. If no Positions appear in thelist, refer to the Creating Positionssection of this
guide for more information.
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,':_ﬁ: Employee Earning Details

Fil=  Help
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Fig. 43
The Position Assigned

5. Click OK to close the dialog box and return to the Earning dialog box. Notice that the earning
row has been updated to include the name of the Position right after the earning name.

,':_ﬁ: Earnings for ABRAM MIKE

Fil=  Help
Current Period End: 2002404430

— Earings

Humber Status Drescription

e B e R
2 A .8080808 UVacation Salar

-
L | 3

Inzert... I Duplicate... Edi... | Qeactivatel

Fig. 44
The Updated Earning Information

Y ou have now assigned a Position to an earning. The next section describes how to assign a
Position to an earning that is split.

TO ASSIGN A POSITION TO A SPLIT EARNING:

1. Open the Employee Module and select the employee to which you would like to assign the
Position.

2. Oncethe employeeis selected, choose the Earningscommand from the Data menu. This
opens the Earningsdialog box that allows you view or modify the earnings for the selected
employee.
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,':_ﬁ: Earnings for ABRAM MIKE
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Fig. 45
The Earnings Dialog Box for an employee

Highlight the desired earning in the list then choose the Duplicate button. This creates an
exact copy of the selected earning and opens the Employee Update Earning dial og box so you
can modify its settings.

s':ﬁ, Employee Earning Details

File Help
DmC|Hae|

E arning: 1
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Fig. 46
The Employee Earning Details Dialog Box for the Duplicated Earning

In the example above, we need to change the existing Position for this new earning from Sales
to Production.

Place the cursor in the Position field and use the <F8> key to choose the new Position from
thelist.
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s':_ﬁ: Employee Earning Details
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Fig. 47
The New Position Assigned

5. Click OK to close the dialog box and return to the Earning dialog box. Notice that a new
earning row has been added. The earning has the same name asitsoriginal counterpart, but
the Position label reads differently (in our example it now readsProduction).

,':_ﬁ: Earnings for ABRAM MIKE

Fil=  Help
Current Period End: 2002/04/30
— Earnings
Humber Status Description
e 00860 2960, 60008 PRODUCTION Saiary B
1 A 15 .8080800 Z2080.008808 SALES Salary
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-
L | 3
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Fig. 48
The Duplicated Earning with Second Position Assigned

Y ou have now assigned a Position to a split earning.
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Distributing Earnings Across Departments

Assigning positions to an employee allows you much flexibility when working with varying
employee work habits. For example, lets assume you have an Hourly employee who works
sporadically in several different areas or departments. If these areas and departments have
different distribution pay scales the change in position can initiate a change to the distribution and
to the earning table -- thus providing the hours with anew rate. This method of splitting earnings
allowsfor the costing of hours to different distributions or departments and the conversion of the
rates according to the table.

TO DISTRIBUTE EARNINGS ACROSS DEPARTMENTS:
1. Select an employee then open the Payroll Specific Information dialog box.
2. Select the Base/Default tab, place the cursor in the Position, then and press<F8>.

3. Select aPosition from the list then accept and close the dialog boxes. Y ou have now linked
the employee with an earning code.

Y ou can assign the position to the hours worked when keying in the hours. Thiswould be
necessary if the employee works as a carpenter and a plumber and has to remit to both of these
unions. Each union deduction would be set up as a Percent of Earnings The employee’ srates are
different depending on the job he performs and his earnings and benefits should be allocated to an
alternate distribution table.

For example:

The carpenter’ s union is 4% of the employee’ s earnings and the carpenter’ srateis 25.00
an hour. These earnings, deductions and benefits should be assigned to the GL account
numbers allocated to the carpenter’ s distribution.

The plumber’ s union is 3% of the employee’ s earnings and the plumber’ srate is 30.00 an
hour. These earnings, deductions and benefits should be assigned to the GL account
numbers all ocated to the plumber’ s distribution.

The employee worked 25 hours as a carpenter and 30 hours a plumber.

The hours worked as carpenter with the carpenter Position and the hours worked as a plumber
are keyed with aplumber’ s Position. The Rate box will automatically be populated by the
rate from the earning table assigned to the Position and the Distribution box will also be
populated by the distribution set up on the Position.

The carpenter’ s deduction is assigned a specific position at the payroll level under the
Selection tab. The plumber’s deduction is also assigned a specific position at the payroll level
under the Selection tab.

The carpenter’ s union is a deduction using the position assigned to the carpenter’ s deduction.

25.00 @ 25.00 = 625.00 x 4% = 25.00 The deduction made to the carpenter’s union
would be 25.00.

The plumber’ s union is a deduction using the position assigned to the plumber’ s deduction.

30.00 @ 30.00 = 900.00 x 3% = 27.00. The deduction made to the plumber’s union
would be 27.00.



