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INTRODUCTION - 1

INTRODUCTION

Welcome to Can-Pay's GM Suite Payroll Module. The Payroll Module is a
user-friendly system. The Payroll Module is a Windows/OS2 program, and uses the
standard Windows features which make it simple to learn and use. The Payroll
Module meets all your payroll needs by providing the facilities to run multiple
payrolls or to recalculate the payroll for just one employee.
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&

The system is flexible with user defined options. These options allow users to setup
their own database with variable information about each category of information
within the database. The data input screen and report layouts are also fully user
defined.

The Payroll module calculates tax for all Canadian provinces and territories. The
system is user friendly, flexible and includes many features normally only available on
large main frame system. The Payroll Module provides the facilities to record and
administer employee and position information. Some of the features are:

m 200 earnings, deductions and accumulators
» future transaction processing

m date or unit sensitivity

m wage rates dependent on rate table

m pay cheques and/or direct deposit, posting to most general ledger account
numbers using 8 segments, reports including Pay Register and Cheque
Register, Statistics Canada, Record of Employment, Workers Compensation,
Labels, Name and Address Listing and Journal Entry

m All reports can be customized by the user, table driven earnings, deductions,
and employee benefit costs split by general ledger allocation, interface to
electronic time clock.
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1-INTRODUCTION

Main Payroll Menu

File

Data

Groups

Employee

Calculation

Reports

Year End

Help

The Main Payroll Menu provides access to the payroll setup definitions, employee
definitions, payroll calculation processing, report definitions and employee selection
group functions.

&4 Grandiaster Payroll [z N

File Data Groups Employee Calculation Reports Year-End Help

The File menu provides options for setting the overall search techniques, selecting or
deselecting a particular payroll. Enabling some additional system options for exiting
from the payroll module.

The Data menu provides the means for defining the payroll at the company level.
Setting the definition and operation parameters for earnings, deductions and
accumulators as well as defining general ledger definition tables, defining employee
model types, setting rate tables establishing a basic company holiday reconciliation
and the standard work week.

The Groups menu provides functions for setting up and using or saving employee sub
sets in groups.

The Employee menu provides functions for entering hours for all or some employees
or going to the employee level where all specific employee data is maintained as well

as providing for adding a new employee.

The Calculation menu allows for the setting of calculation types and dates and
calculating and choosing a pay run.

The Reports menu provides for the standard printer set up and selecting of various
standard and customized reports.

The Year end menu provides for the processing of the year end T4 and T4a files.

The Help menu provides basic help functions following standard help conventions.
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The File Menu - 2

File Menu

The File Menu from the main Payroll Menu bar provides options that are the key to
proceeding through the Payroll Module.

B4 Grandtdaster Payroll (DED-TEST) [z N |

Data Groups Employee Calculation Reports Year-End Help

%et Search Technigue

Select Payroll
Deselect Payroll
System Options
exit

FILE MENU

The options available to you are:
m set preferences for accessing employees
m select/de-select a payroll
m set system options

m exit from the GrandMaster Suite Payroll module

Can-Pay Computer Software 3




2 - File Menu

Set Search Technique

Ifthe Set Search Technique option is selected from the File menu, then the following
screen will appear:

(%) Name Search
() Humber Search
{_J) Badge Search

| Default | | Exit |

Employees on the system may be accessed through three different techniques:

Employee Name - The employee name or a portion of the employee name may
be entered. The system will provide a list of the names that match the portion
entered. The name matching process requires that the last name be entered first,
given name last. When a name is entered it must be preceded by the “%”
character, or the system option for employee search must be set for employee
name search.

Employee Number - The employee number may be used to locate an
employee. The employee number search may only be used when a payroll has
been selected. When an employee number is entered the number must be
preceded by the “#” character or the system option set for employee search must
be set for employee number search.

Badge Number - The employee badge number may be used to locate an
employee. The badge numberis aleftjustified 10 character alphanumeric field.
When a badge number is entered the number must be preceded by the “@”
character or the system option for employee search must be set for badge
number search.
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File Menu - 2

&~ When an employee group is in effect the search for an employee is restricted to the
selection group.

Each user may save their preference for a search technique.

(&~  When the preferred search is on the employee number, the system will require the
selection of a payroll to search for employees.

When a function offers a next employee or prior employee option the order of
presentation for the employees will depend on the search technique in effect.

FILE MENU
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2 - File Menu

Selecting/De-selecting a Payroll

The Select Payroll option from the File menu is used to select the payroll for
processing. Selecting this will result in a dialog box which displays a list of all the

available payrolls:

GrandMaster Payrolls - List

1 r Payro

Plant UWorkers
Commission on Sales
Temporary 3taff
Administration Payroll

I | Cancel I | Insert I | Update I | Delete I

One of these payrolls must be selected for use. The payroll is selected by placing the
cursor over the payroll and clicking the left-hand mouse button, or by pressing the OK
button. The payroll selected will appear in the main menu screen.

The De-select Payroll option from the File menu is used to de-select the currently
selected payroll. Selecting this will result in no payrolls being selected.
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Inserting a New Payroll

File Menu - 2

The Insert option from the select payroll program will allow you to create a new

payroll. The following dialog box appears:

= Insert New Payroll

| PLANT| |

Payroll Name:

Cancel I

ok ]|

Type in the name of the new payroll and select the OK button.

The GrandMaster Payroll File Update dialog box will appear as follows:

i
File Help

Grandi4aster Payroll File Update

Payroll Hame: |PLAI~IT

Description: ||

Path to Payroll:

IS:\LEDNA\. PAYROLLAPLANT

[Z] Enable Password

- St Paseward

F:'agrull Password

| EK I | Cancel

Type in the payroll name, description, and path to the payroll, and select OK or the

Save option from the File menu.

Click on the box to the left of the Enable Password if you wish to password protect

the payroll.

Can-Pay Computer Software
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2 - File Menu

Passwords

If you have selected Enable Password and pressed the Set Password button, the
following dialog will appear:

Passwaord:

Confirm:

e GrandMaster Payroll Password

| 0K |

| Cancel |

Enter your desired password and then retype the password in the confirm field.

&~ Forsecurity reasons, the password will be shown as *'s on the screen as you are typing.

2 Don’t forget your password. Keep a record of it somewhere safe!
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File Menu - 2

Updating an Existing Payroll

The Update option from the select payroll will allow you to update the payroll name,
description and path to the payroll. Aswith the Insert option, the following dialog box
will appear:

4 GrandMaster Payroll File Update

File Help |

FILE MENU

Payroll Name:  |PLANT PAY |

Description: Plant Employees Payroll

Path to Payroll: | PAGRANDDEYATESTAPAYROLLAPLANT

| Bt Paseward

[]Enable Password

’—Payrull Password

| OK | | Cancel |

When you have made the required changes select OK or the Save option from the File
menu.

Can-Pay Computer Software 9




2 - File Menu

System Options

When the user selects the System option from the file menu the following screen will
appear:

Grandmaster Option Settings [z Nl
L

T
File Help

[] Always Request Date Range
[] Show only payroll ACTIVE employees

[i Parallel Schedule Processing

| 0K I | Save | Cancel I

Always Request  If this option is selected a number of screens presenting views of certain lists or
Date Range information will prompt for a date range to be entered prior to displaying.

Show only Payroll If this option is selected the system will present only those employees who are
Active currently an active status within the payroll on employee lists or for selection from the

Employees Employee menu as well as reporting only those active employees.

Parallel Schedule Thisoption isreserved for very limited special case processing to be runin conjunction

Processing with certain scheduling installation sites.
OK Pressing OK will use the options selected during the current session only.
Save Pressing save will save the options selected as default settings.
Cancel Pressing the cancel will exit the screen without changes.
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Data - 3

Data

The Data menu from the main menu bar is used to setup the information needed to run
payrolls.

This menu appears as follows:

& GanddasterPagol . [diENN
File m Groups Employee Calculation Reports Year-End Help
EFT Seftings J
worker's Comp Settings
Provincial Health Setfings

Rate Tables 4

DATA

Earnings 3
Deductions
Accumulators

Distribution Tables
Employee Model Definition

calender Update

Standard Work Week
Standard Earnings Use

Import fExport Functions

The functions available allow you to define:
m general payroll information
m EFT, Workers Compensation and Provincial Health settings
m rate tables
m earning, deduction and accumulator information
m distribution tables
m employee model definition
m calendar dates
» standard work weeks and standard earnings

m import functions/export functions

Can-Pay Computer Software 11




3 - Data

Payroll Information

The Payroll Information function is used to set up the employer information.

This function displays a notebook with four pages. Each page has information that

must be entered to run and report the payroll correctly.

The Address page allows you to enter the company name, two address lines, the city,
province, postal code and telephone number for the company. The Address page

appears as follows:

Fita Holg
P A | [127 Ay Buee —
S Rabdeees 7 Suiie 210 SRinia
s N =iy Aroomgl
i Praincg ot |tk -
T' Pastsl Crae | CEELE] T
3 Phasa |
[=] men)
The following table gives a description of the screen:
Field Description

Name This field contains the name of the company.

Address 1 This field contains the address of the company.

Address 2 This field contains an alternate address for the company.

City This field contains the city of the company.

Province This field contains the province of the company.

Postal Code This field contains the postal code for the company.

Phone This field contains the phone number of the company.

OK The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
CANCEL The CANCEL button, or the Exit option in the File menu, will exit the dialog box

without saving any changes.

12
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Data - 3

The Settings page allows you to enter certain specifics about payroll, such as the
maximum net cheque the system will issue, and the payroll frequency. The Settings

page appears as follows:

Ll b = 22 1 2358 25 = 23 2 e == 2 5
Filr Hwia
! masimen Hai Chegue; W
': Rilkrass
3 Paypal Froguency | wEERLY | Saltinge
: _ tillivw Brepsn | Liers Shewrasd T rcoorl
_': F'a) Halw Seoactc r—-“"'l rer=p 2 [ -
} Dimblbior: | |
:: Flopgrail sl Mays sy
48!
(] g
The following table gives a description of the screen:
Field Description
Maximum Net Cheque This option allows the restriction of the maximum cheque issued.
Payroll Frequency This field is used to enter the payroll frequency. There are several

choices such as: Weekly, Bi-Weekly, Semi-monthly, Monthly,
10-month or Yearly.

Allow Arrears

This field allows for the situation that may occur when deductions
exceed the earnings of an employee in a given pay period resulting
in an employee receivable. This may occur for example when
group insurance deductions comes out of the first pay period of the
month but the employee does not have sufficient earnings to
accommodate it. The company may pay this on the employees
behalf and create an arrears which the system will deduct from the
next pay to offset arrears.

Use Shared Types

When this field is checked this payroll will share the Earning,
Deduction, and Accumulator definitions with other payrolls on the
system.

Pay Rate Search

This field determines the order that will be used to resolve pay
rates for the employees. The options are:  Company Default,
Earnings Search and Position Search.

Distribution

This field contains the name of the distribution table that a payroll
as a whole can be assigned to or in the case where the company
has different distribution tables that apply for expenses but use
only one set of liability accounts for all.

Payroll Level Message

This message will print on all cheques issued.

Can-Pay Computer Software
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3 - Data

The Account page allows you to enter up to three Revenue Canada Account numbers
for each payroll, and one Quebec tax account. The Account page appears as follows:

mber: I

escription: |0THER E.l. Rate: I .0o0o0o0

Quebec Account: |

|

& Payolinformation [z
File Help

[

- Account 1

- Humber: I Address
:|_:I Description: |FULL RATE E.l. Rate: I 1.4000

- Settings
=7~ Account 2

3 Humber: I Account
=3 Description: IREDUCED RATE E.l. Rate: I .0ooo

‘ﬁ Account 3 Dates
| Nu

:ﬁ

= D

:ﬁ

:r:l

:r:l

| 0K I | Cancel |

&~ Three account numbers are allowed. The first is for ‘Full Rate’ E.I. Employer’s
Portion employees. The second is for ‘Reduced Rate’ E.I. Employer’s Portion
employees. The third may be used in special arrangements with Revenue Canada.
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Data - 3

The Dates page allows for the entry of Company important dates. The Date page
appears as follows:

¥
T|

Vi

F R RN RR LD R R Rk LY B B

-

&

Lampan) fmn vy

Hinlidmy S ivereang
Bick Bl v ssnp

FLHE T HECEET

111

Gancel, |

fikdran
Srritings
LT e Tl

Dates

The following table gives a description of the screen:

Field

Description

Company Anniversary

This field allows for the input of month day date
format to signify the company’s anniversary date
which may be the company beginning fiscal period
date.

Vacation Anniversary

This field allows input of month day date format to
indicate the start of company policy vacation year.

Sick Anniversary This field may be used to input in month day date
format the start of company policy sick time allowed
year.

Holiday Anniversary This field may be used to input in month day date

format the start of company policy date regarding
statutory holiday time allowance.

Can-Pay Computer Software
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3 - Data

EFT Settings

16

The following sub menu is available under the EFT Settings option in the Data menu:

$tandard Earnings Use

Import{Export Functions

£4 Grandtdaster Payroll (DED-TEST) [z RN |
File m Groups Employee Calculation Reports Year-End Help
Payroll Information
EFT Seffings ; * fl payroll EFT Settings
Worker's Comp Seftings Funds Tiansfer EFT Seftings
ded Provincial Health Settings Revenue Canada EFT Settings
Rate Tables p | Quebec EFT Settings
Earnings 3
Deductions
Accumulators
Distribution Tables
Employee Model Definition )
calender Update
standard Work Week

EFT settings may be needed for the following:

= payroll

m funds transfer

m Revenue Canada

m Quebec

Inthe event that EF T is selected for payments processing the EFT module must also be
activated in addition to the payroll module of the GrandMaster Suite. Please ensure
that you have been licenced for this module as well before attempting to do direct
deposits for your employees next payroll.
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Payroll EFT Settings

Data - 3

When the Payroll EFT Settings option is selected a dialog box similar to the

following will appear:

File Help

M Payroll EFT Settings o O

~Default Bank Format

Code: |[glltIE

my file format

[ Emplo

[¥| Deduc
[[]Funds

~Enable EFT Transactions

[¥| Revenue Canada Deposit
[¥| Quebec Tax Deposit
[1WCB Deposit
[[1Provincial Health Deposit

yee Direct Deposit

tion/Benefit Deposit

Transfer Transaction

E3

‘ Cancel |

The following table describes the fields available:

Field Description
Code This field is used to identify the EFT standard bank profile.
Enable EFT Transactions
Employee Direct This check box is used to turn on employee direct deposit.
Deposit
Revenue Canada Direct | This check box is used to turn on Revenue Canada Direct Deposit.
Deposit
Quebec Tax Deposit | This check box is used to turn on Quebec Tax Deposit.
WCB Deposit This check box is used to turn on WCB Deposit.
Provincial Health This check box is used to turn on Provincial Health Deposit.
Deposit
Deduction/Benefit | This check box is used to turn on Deduction/Benefit Deposit.
Deposit

Funds Transfer
Transaction

This check box is used to turn on Funds Transfer Transaction.

DATA

The F8 key, or the List option in the File menu will bring up a list of all the available

codes when the cursor is placed in the Code data field.

Can-Pay Computer Software
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Save The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Esc (exit) The ESC key, CANCEL button, or the Exit option in the File menu will exit the dialog

box without saving any changes.

Funds Transfer EFT Settings

When the Funds Transfer EFT Settings option is selected a dialog box similar to the
following will appear:

k4 Funds Transfer EFT Settings ﬂg

File Help

[l Generate Funds Transfer

Days Prior to Pay:

—Bank
Account: |12345—E?B—901234
Hame: |The Bank ‘

Address: |123 Street ‘

City: |Winnipeg ‘
Province: Postal: |R4T5YE ‘
~Payee

Name: IPAYROLL SERVICE BUREAU \

Reference: |PAYROLL \

| 0K I ‘ Cancel |

The following table describes the fields available:

Field Description
Generate Funds This field is used to turn on the Funds Transfer Option.
Transfer

Days Prior to Pay This field is used to indicate the number of days prior to the pay date
by which payroll funds must be in banking institutions

Bank
Account This field contains the bank account number from which to obtain
funds.
Name This field contains the bank account name.
Address This field contains the address of the bank.
City This field contains the city of the bank.
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Field Description
Province This field contains the province of the bank.
Postal This field contains the postal code of the bank.
Payee
Name This field contains the name of the payee for the transfer.
Reference This field contains the reference for the transfer.
Save The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
Esc (exit) The ESC key, CANCEL button, or the Exit option in the File menu will exit the dialog

DATA

box without saving any changes.
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Revenue Canada EFT Settings

Save

Esc (exit)

20

When the Revenue Canada EFT Settings option is selected a dialog box similar to
the following will appear:

Raiyarie |

Fila Help

Camada EF T Settings

W] Genarate Revanues Canada Payment

Accounk; 12348 -GFH-981 734

Hame; Bank of Hanireal
Address: Stradbraak and Oslborne
Citp Winmipeng

Prowvince:  MB Postal: |[H4T5YE

o Regular (Under 15.000)
J Thresheld 1 {15,008 1o 49 9993)
1 Threshold 2 (50,0888+)

|_I:|P-E!-| Cancel |

The following table describes the fields available:

Field Description
Generate Revenue | This option is used to turn on the transfer.
Canada Payment
Account This field contains the bank account number from which funds will be
drawn.
Name This field contains the name of the bank.
Address This field contains the address of the bank.
City This field contains the city of the bank.
Province This field contains the province of the bank.
Postal This field contains the postal code of the bank.
Regular This field contains the payment threshold.
Threshold 1 This field is used to determine how often funds must be remitted.
Threshold 2 This field is used to determine how often funds must be remitted.

The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.

The ESC key, CANCEL button, or the Exit option in the File menu, will exit the dialog
box without saving any changes.
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Quebec EFT Settings

When the Quebec EFT Settings option is selected a dialog box similar to the
following will appear:

k4 Province of Quebec EFT Settings = |0

File Help

[¥| Generate P. Quebec Payment

Account: |12345—E?B—9012345

Hame: |The Bank |
Address: | |
City: | |

Province: |:| Postal: | |

{J Regular (Under 15,000)
() Threshold 1 (15,000 to 49,999)
[ Threshold 2 (50,000+)

DATA

| 0K I | Cancel |

The following table describes the fields available:

Field Description
Generate P. Quebec | This field is used to turn on the transfer option.
Payment
Account This field contains the bank account number from which funds will be
drawn.
Name This field contains the name of the bank.
Address This field contains the address of the bank.
City This field contains the city of the bank.
Province This field contains the province of the bank.
Postal This field contains the postal code of the bank.
Regular This field is used to determine the payment threshold.
Threshold 1 This field is used to determine how often funds must be remitted.
Threshold 2 This field is used to determine how often funds must be remitted.
Save The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
Esc (exit) The ESC key, CANCEL button, or the Exit option in the File menu, will exit the dialog

box without saving any changes.

Can-Pay Computer Software 21




3 - Data

EFT Processing Overview

The GrandMaster Suite EFT Processing Module is used to generate the funds transfer
data files that are transmitted to your bank for processing.

When you undertake the agreement with your bank for Electronic Funds Transfer, you
will be supplied with information that is required to generate your EFT funds transfer
file.

This information is entered into the Bank Profile Update screen. You must complete
the screen before you can generate the funds transfer files.

The generation of a funds transfer file can only take place after you have closed the
payroll. Closing the payroll allows access to data used by the Electronic Funds
Transfer Module.

The Actual transmission of the data file to the bank computer requires the use of a
third-party communications package. You may acquire this package through the bank
or it may be purchased through your local computer software supplier.

Re-Creating a Funds Transfer File

When a payroll is selected for processing by the EFT module, the List screen shows the
starting and ending sequence numbers that will be processed.

You can change the sequence numbers by double clicking on the list item for the
payroll. This will display a dialog box that allows you to change the starting and
ending sequence numbers that will be processed.

Use this option carefully. You can easily double pay employees if you do this.

X

This option allows you to re-create a funds transfer file. It will be assigned the next
available batch number.
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Workers Compensation Settings

When the Workers Compensation settings menu is selected a screen will appear as
follows:

e Worker's Compensation Settings List ﬂg

File Help

From: eeee/ee/00 To: 0000/00/00

1996401401 1996/12431 SK - Saskatchewan [~

1997101401 1997712131 SK - Saskatchewan
1996409/01 SK - Saskatchewan
1996701401 1996712131 MB - Manitoba
1996/01/01 1996/12131 MB - Manitoba

DATA

| I i

| 0K I | Cancel | | Insert |

Update | | Delete |

The following table gives a description of the dialog box:

Field Description

From The starting date of the date range selected is displayed in this field.

To The ending date of the date range selected is displayed in this field.

List of Workers |The list will only contain those workers compensation settings that fall
Compensation |within the selected date range. Shown in the list from left to right are:
Settings starting date for the setting, ending date for the setting, province code, and
province.

Set Date Range The Set Date Range option under the File menu will allow you set the date range to
delimit the range of the selection list.

OK The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
Cancel The CANCEL button, or the Exit option in the File menu, will exit the dialog box

without saving any changes.

Insert The INSERT button is used to insert a new workers compensation setting.
Update The UPDATE button is used to update an existing workers compensation setting.
Delete The DELETE button is used to delete an existing workers compensation setting.
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Insert New Workers Compensation Setting

To insert a new workers compensation setting, do the following:

1. Select the Workers Compensation Settings option from the Data menu. The
Workers Compensation Settings List will appear.

2. Select the INSERT button. The following screen will appear:

Insert Hew Province

Province: |:|

| 0K | ‘ Cancel |

3. Type in the 2 letter province code and select the OK button. A dialog box will
appear as follows:

= I N -

Era  Hitp

Prosintic Dniano

Simet Npic S00HETHAE Cref Deabe; IRV LR
Heqwiriim

Huln 1. Hale ki

e Hala r.

Aaia & Feara H

Alate 4 Faira 4

Ao 5

(N —

The following table gives a description of the data fields:

Field Description

Province The selected province will appear at the top of the dialog box. This field is for
display only.

Start Date | This ficld contains the starting date of WCB rates.
End Date | This ficld contains the ending date for the WCB rates.

Maximum | This field contains the maximum assessable amount for the WCB rates.

Rates This field contains the 9 rate levels that may be entered for the given province
for WCB.

4. Enter the appropriate information into the data fields.

5. Select the OK button to save the changes.
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Update an Existing Workers Compensation Setting

The UPDATE button is used to make changes to the setting currently selected within the
selection bar. The following dialog box will appear:

 WCB Settings = O]

File Help

Province: Ontario

Start Date: | §000/00/00 End Date: |0000/00/00

Maximum: | | «
Rate 1: | | Rate B: | | E
Rate 2: | | Rate 7: | |

Rate 3: | | Rate &: | |

Rate 4: | | Rate 9: | |

Rate 5: | |

| 0K | | Cancel |

The following table gives a description of the data fields:

Field Description

Province The selected province will appear at the top of the dialog box. This field is for
display only.

Start Date | This ficld contains the starting date of WCB rates.
End Date | This ficld contains the ending date for the WCB rates.

Maximum | This field contains the maximum assessable amount for the WCB rates.

Rates This field contains the 9 rate levels that may be entered for the given province
for WCB.
OK The OK button, or the save option in the File Menu, will save any concerns that have

been made to any of the input fields.

Cancel The Cancel button, or Exit option in the File menu, willexit the dialog box without
saving any changes.
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Delete an Existing Workers Compensation Setting

To delete an existing Workers Compensation Setting highlight the item to be deleted
and select delete. A screen will appear asking you to confirm the deletion. You may
select “Yes” to confirm and proceed with the deletion to the record. Selecting “No”
will exit from the deletion process.

B4 ‘worker's Compensation Settings List |2 B Nl
File Help

From: o0oo00/00/00 To: oooo/s00/00

1997/02/02 1997/05/05 MB - Manitoba

Delete Confirmation

Are You Sure You Want To Delete That ?

ves
| ﬁl | Cancel | | Insert | | Update | | Qelete§|
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Provincial Health Settings

When the Provincial Health settings menu is selected a screen will appear as follows:

w4 Provincial Health Settings List g E'
File Help

From: oooo/s00/00 To: oooo/s00/00

199609701 SK - Saskatchewan [~

1996/01/01 1996/06/01 MB - Manitoba

DATA

I | ]
| 0K I | Cancel | | Insert | | Update | | Delete |

The following table gives a description of the dialog box:

Field Description

From The starting date of the date range selected is displayed in this field.

To The ending date of the date range selected is displayed in this field.

List of Provincial | The list will only contain those provincial health settings that fall within the
Health Settings |sclected date range. Shown in the list from left to right are: starting date
for the setting, ending date for the setting, province code, and province.

Set Date Range The Set Date Range option under the File menu will allow you set the date range to
delimit the range of the selection list.

OK The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Cancel The CANCEL button, or the Exit option in the File menu will exit the dialog box

without saving any changes.

Insert The INSERT button is used to insert a new provincial health setting.
Update The UPDATE button is used to update an existing provincial health setting.
Delete The DELETE button is used to delete an existing provincial health setting.
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Insert New Provincial Health Setting

To insert a new provincial health setting, do the following:

1. Select the Provincial Health Settings option from the Data menu. The
Provincial Health Settings List will appear.

2. Select the INSERT button. The following screen will appear:

Insert Hew Province

Province: |:|

| 0K | ‘ Cancel |

3. Type in the 2 letter province code and select the OK button. A dialog box will
appear as follows:

Frovincial Health Settings
Elle  Help
Frovince: Saskatchewan
Suart Date: 15959001 Emvtl Drane: 000/ 0/ e
Rate 1: 4. 5040 Rate f:
Fate 2 Hate ¥
Rate 3: Rata B
Rate Rata O
Fate 5

ok | gancel

The following table gives a description of the data fields:

Field Description

Province The selected province will appear at the top of the dialog box. This field is for
display only.

Start Date | This ficld contains the starting date of the rates.
End Date | This ficld contains the ending dates of the rates.

Rates This field contains 9 rate levels that may be entered for a given province for
Provincial Health.

4. Enter the appropriate information into the data fields.

5. Select the OK button to save the changes.
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Update an Existing Provincial Health Setting

The UPDATE button is used to make changes to the setting currently selected with the
selection bar.

.4 Provincial Health Settings ﬂg

File Help

Province: Saskatchewan

Start Date: |1996/09/01 End Date: [0000/00/00

Rate 1: | 45000 | Rate 6B | |

Rate 2: | | Rate T ‘ ‘ é
Rate 3 | | Rate & | | A
Rate 4 | | Rate O ‘ ‘

Rate 5 | |

| 0K I | Cancel |

The following table gives a description of the data fields:

Field Description

Province The selected province will appear at the top of the dialog box. This field is for
display only.

Start Date | This ficld contains the starting date of the rates.

End Date | This ficld contains the ending dates of the rates.

Rates This field contains 9 rate levels that may be entered for a given province for
Provincial Health.
OK The OK button saves any changes made in the dialog box.
Esc (exit) The ESC key, CANCEL button, or Exit option in the File menu, will exit the dialog

box without saving any changes.
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Delete Existing Provincial Health Setting

To delete an existing Provincial Health Setting highlight the item to be deleted and
select delete. A screen will appear asking you to confirm the deletion. You may select
“Yes” to confirm and proceed with the deletion to the record. Selecting “No” will exit
from the deletion process.

B Provincial Health Seffingstist___________ [EENN
File Help

From: gooo/s00/00 To: oooo/s00/00
1997/05/05 1997/06/06 MB - Manitoba ﬂ

Delete Confirmation

Are You Sure You Want To Delete That ?

ves

| 0K | | Cancel | | Insert | | Update | Qeleteé

=
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Rate Tables

The Rate Tables option contains the following sub menu:

& Grandraster Payroll (DED-TEST) 2| el (=]
File Employee Calculation Reports Year-End Help

Payroll Information

EET Setfings F
waorker's Comp Settings
Provincial Health Seftings

ded ._ -
bl =
Earnings y  Deduction Tables <QC
Deductions Accumulator Tables

Accumulators

Distribution Tables
Employee Model Definition

caLender Update

standard Work Week
standard Earnings Use

Import Functions k

The options available to the user in the Rate Tables sub menu are:
m Earning Tables
m Deduction Tables

m Accumulator Tables
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Earning Rate Tables

OK

ESC (exit)

Insert

Additional

Update

Delete

32

Rate Tables set up in the Earning Rate Tables option will apply to all payrolls in the
GrandMaster Suite system.

When the Global Earning Rate Tables option is selected the following dialog box will
appear:

| Glokal Cavving Tibles |
File  toelp

oy salary

dk | Cancel | imsert | Additional Delete

Ifno global ratetable codes have been previously defined the list will appear empty.

The list contains the global earning code and a description of the code to the right.
The OK button will save any changes made in the dialog box.

The ESC key, CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.

The INSERT button allows the user to insert a new global earning rate.
The ADDITIONAL button allows the user to insert another global earning rate for the
currently selected code. This allows for a copy to be made of an existing rate table with

different effective dates being assigned.

The UPDATE button allows the user to update the global earning rate currently
selected by the selection n bar.

The DELETE button allows the user to delete the global earning rate currently selected
by the selection bar.
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Insert/Update Earning Rate Table

When the user inserts a new rate table or updates an existing rate table the following
screen will appear:

E4 Global Earning Table Entry Z = F
File Help

Code: [o2

Description: |Salarg

~Effective Date Range
From: |1998!I]1.’I]2 To: [1998/01/30

[Zi Table Overrides Base Rates
~Rate Table

E
Row
Row
Row
Row
Row

= "
| OK I | Cancel |

DATA

A= B - g ==

The following table contains a description of the data fields in the dialog box:

Field Description

Code The rate code is entered in this ficld.

Description | A description of the rate code must be entered into this field.

Date Range |This field is used to indicate the effective start date of the rate table.
From

Date Range To |This field is used to indicate the effective end date of the rate table.

Table Overrides | If this field is checked the rate table entries will override an existing employee rate
Base Rate if the coordinates of the rate table also exist on the employee record.

Rate Table List |Up to 200 rows can be set up. To the right of each row number may be up to 10
rates. Highlight the row to be completed or updated and double click to call up the
entry screen for the insertion of rates.
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Setting Up Rate Tables

Up to 200 different rows can be set up for each type of pay rate.

When the user double clicks on a row the rate table lists the following screen will
appear:

Step Entry 5creen

=
File Help

P1 Rate Limit

Step 1:
Step 2:
Step 3:
Step 4:
Step O:

!
|
!
!
|
Step 6: |
!
!
|
!

Step 7:
Step 8:
Step 9:
Step 10:

| Ok I | Cancel | Table Row ii: 1

The following table describes the data fields within the dialog box:

Field Description

P1 This field is reserved for future development.

Rate This field is used to input the hourly rate.

Limit This field is used in conjunction with a value from an
accumulator that has been assigned to an earning type definition.
When the limit is matched to a value in a specified accumulator
the corresponding rate of pay will be used.

Step # This field is used to indicate the column number that the rate will
appear in on the rate table.

Table Row # | The number in the bottom right hand corner indicates the table
row currently selected. This number is for display only.
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Deduction Rate Tables

Rate Tables set up in the Deduction Rate Tables option will apply to all payrolls in the
GrandMaster Suite system.

When the Deduction Rate Tables option is selected the following dialog box will

appear:
E4 Global Dedudtion Tables Z o =
File Help

Benefits

DATA

&

| 0K | | Cancel | | Insert I | Additional | | Update || Delete |

&~ Ifnoglobal ratetable codes have been previously defined the list will appear empty.

Thelist contains the global deduction code and a description of the code to the right.

OK The OK button will save any changes made in the dialog box.

ESC (exit) The ESC key, CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.

Insert The INSERT button allows the user to insert a new global deduction rate.

Additional The ADDITIONAL button allows the user to insert another global deduction rate for

the currently selected code. This allows for a copy to be made of an existing rate table
with different effective dates being assigned.

Update The UPDATE button allows the user to update the global deduction rate currently
selected by the selection bar.

Delete The DELETE button allows the user to delete the global deduction rate currently
selected by the selection bar.
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Insert/Update Deduction Rate Tables

When the user inserts a new rate table or updates an existing rate table the following

screen will appear:

~Effective Date Range

E4 Global Deduction Table Entry [z RN
File Help

Code: [03

Description: |Benefits

From: I1993!I]1f|]1 To:

1998/01/15

[_] Tahle Overrides Base Rates

~Rate Table

Row
Row
Row
Row
Row
Row

N L Ld O =t

o .
<] 1

[ok]| | Cancet|

The following table contains a description of the data fields in the dialog box:

Field

Description

Code The rate code is entered in this ficld.

Description | A description of the rate code must be entered into this field.

From

Date Range |This field is used to indicate the effective start date of the rate table.

Date Range To |This field is used to indicate the effective end date of the rate table.

Base Rate

Table Overrides | This field does not apply to deductions and has no effect if checked.

Rate Table List |Up to 200 rows can be set up. To the right of each row number may be up to 10
rates. Highlight the row to be completed or updated and double click to call up the
entry screen for the insertion of rates.
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Up to 200 different rows can be set up for each type of deduction.

When the user double clicks on a row the rate table lists the following screen will

appear:

=
File Help

Step Entry 5creen

Step 1:
Step 2:
Step 3:
Step 4:
Step O:
Step b:
Step 7:
Step 8:
Step 9:
Step 10:

P1 Rate Limit

| Ok I | Cancel | Table Row ii: 1

The following table describes the data fields within the dialog box:

Field

Description

P1

This field is reserved for future development.

Rate

This field is used to input the deduction amount.

Limit

This field is not used in the processing of a deduction rate table.

Step #

This field is used to indicate the column number that the rate will
appear in on the rate table.

Table Row #

The number in the bottom right hand corner indicates the table
row currently selected. This number is for display only.
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Accumulator Rate Tables

OK

ESC (exit)

Insert

Additional

Update

Delete

38

Rate Tables set up in the Accumulator Rate Tables option will apply to all payrolls in
the GrandMaster Suite system.

When the Accumulator Rate Tables option is selected the following dialog box will
appear:

&4 Global Accumulator Tables 7 el [

File Help

Vacation

hd

Ok Cancel Insert Additional Update Delete

Ifno global ratetable codes have been previously defined the list will appear empty.

Thelist contains the global accumulator code and a description of the code to the right.
The OK button will save any changes made in the dialog box.

The ESC key, CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.

The INSERT button allows the user to insert a new global accumulator rate.
The ADDITIONAL button allows the user to insert another global accumulator rate
for the currently selected code. This allows for a copy to be made of an existing rate

table with different effective dates being assigned.

The UPDATE button allows the user to update the global accumulator rate currently
selected by the selection bar.

The DELETE button allows the user to delete the global accumulator rate currently
selected by the selection bar.
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Insert/Update Accumulator Rate Tables

When the user inserts a new rate table or update an existing rate table the following
screen will appear:

B4 Global Accumulator Table Enfry [z N |
File Help
Code: |05
Description: |‘Jacatiun
~Effective Date Range
From: |199?.’I]5.'I]E To: [EELFIIRFAIE]
[Z] Table Overrides Base Rates
-Rate Table
Row 1: =
Row 2: =
Row  3:
Row q:
Row 5:
Row 6:
il“ = LLLLLT

| 0K I | Cancel |

The following table contains a description of the data fields in the dialog box:

Field Description
Code The rate code is entered in this field.

Description | A description of the rate code must be entered into this field.

Date Range |This field is used to indicate the effective start date of the rate table.
From

Date Range To |This field is used to indicate the effective end date of the rate table.

Table Overrides This field does not apply to accumulators and has no effect if checked.
Base Rate

Rate Table List |Up to 200 rows can be set up. To the right of each row number may be up to 10
rates. Highlight the row to be completed or updated and double click to call up the
entry screen for the insertion of rates.
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Setting Up Rate Tables

Up to 200 different rows can be set up for each type of accumulator.

When the user double clicks on a row the rate table lists the following screen will
appear:

Step Entry 5creen

=
File Help

P1 Rate Limit

Step 1:
Step 2:
Step 3:
Step 4:
Step O:

!
|
!
!
|
Step 6: |
!
!
|
!

Step 7:
Step 8:
Step 9:
Step 10:

| Ok I | Cancel | Table Row ii: 1

The following table describes the data fields within the dialog box:

Field Description

P1 This field does not apply to accumulators.
Rate This field is used to input the rate for the accumulator.
Limit This field does not apply to accumulators.

Step # This field is to indicate the column number that the rate will
appear on the rate table.

Table Row # | The number in the bottom right hand corner indicates the table
row currently selected. This number is for display only.
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Earnings

The Earnings option contains the following sub menu:

>
File

Grandtaster Payroll (DED-TEST) Z| el =

m Employee Calculation Reports Year-End Help

Payroll Information

EFT settings 3
Waorker's Comp Settings
Provincial Health Setfings

ded
Rate Tables b
Dedudions

Accumulators

Overall

By Position

Distribution Tables
Emplovee Hodel Definition

calender Update

standard Work Week
Standard Earnings Use

Import Fundions b

DATA

Earnings are entered as one of either:

m Overall - Overall Earnings are earning types that are available for use by all
employees.

m Position - Position Earnings are restricted to a particular position class. These
earnings are used for special settings that are applicable to a given position
class.
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Payroll Earning Types

Payroll Earning Types are used to define the categories of earnings that will be
reported for employees. Up to 200 earning types can be accommodated by the system.

The earning categories defined must adhere to the Revenue Canada and Human
Resources Canada requirements for assessment of employee source deductions.

An earning type sets the normal rate of pay for the hours worked in that category.
Earning types will have to be present to provide pay rates for regular time, overtime,
and double time.

Earning types also have to be defined for those amounts that are paid out as a result of
Accumulator Type processing.

The following table outlines some common earning types:

Earning Type Description

Regular Hours | Earning type used for hours worked at the employee’s regular rate of pay. This
earning is subject to taxes, CPP and EI

Overtime Hours |Earning type used for hours worked at the employee’s overtime rate of pay. This
earning is subject to taxes, CPP and EI

Double Time Earning type used for hours worked at the employee’s double time rate. This
Hours earning is subject to taxes, CPP and EI

Vacation Taken |Earning type used for earnings that occur when an employee takes vacation. This
earning has insurable dollars and hours for EI purposes, as well as being subject to

taxes and CPP.
Vacation Paid Earning type used for earnings that occur when an employee has vacation paid
Out out. This earning has insurable dollars only for EI purposes, as well as being

subject to taxes and CPP.

Travel Expense | Earning type used for reimbursement of travel expenses for an employee. This
earning is not subject to taxes, CPP or EIL

Sick Pay Earning type used for payment of sick pay. This earning is subject to taxes, CPP
and EL
Advance Earning type used for processing employee advances. This earning is not subject

to taxes, CPP or EI.

Salary Earning type used for processing salary amounts paid. This earning is subject to
taxes, CPP and EI pre-set hours and dollars.
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Earning Types and Effective Dates

The Suite Payroll provides support for effective dates on earning types. This allows
the changes made to earning type definitions to have a start date and an end date that
specify the effective date range for the earning type occurrence.

An example of this would be the overall overtime rate for the company is being
changed from a rate thatis 1.4 times the employee’s regular rate of pay to 1.5 times the
employee’s regular rate of pay, effective June 17, 1997. A new occurrence of the
over-time earning type would be set up with an effective date of June 17, 1997, with
the new multiplier for the over timerate. If this date falls in the middle of a pay period
the overtime hours worked prior to June 17, 1997 would be paid at the 1.4 times rate,
while the overtime hours worked on and after June 17 would be paid at the 1.5 times
rate.

DATA

The effective date range for the different occurrences of an earning type may not
overlap. Theupdate process will not allow the entry of a date range that will result in
an overlap.

Creating the Master Earning Types

Earning types are set up through the Earnings choice on the Payroll Data menu. The
Earnings choice displays a sub menu with the options Overall and By Position.
Using the latter, the GrandMaster Suite Payroll supports the definition of earning types
that have special rates for certain position classes.
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Earnings Overall

The Overall choice is used to define the master payroll earning types. Selecting this
choice causes the Payroll Earning List screen to appear, as shown below. This screen
displays a list of existing earning types defined in the payroll. The File menu on the
screen has menu choices that allow you to display the earnings by effective date range,
and to display any earnings that are marked for deletion.

B royoitamngstst [
File Help

& i

| OK I | Cancel I | Insert | | Update | | Delete |

The window title may be either payroll earnings list or global earnings lists depending
on whether you are sharing the earnings with other payrolls or not. (Global earnings
are shared between payrolls, payroll earnings are not shared)

OK The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
Cancel The CANCEL button, or the Exit option in the File menu, will exit the dialog box

without saving any changes.

Insert The INSERT button is used to insert a new earning.
Update The UPDATE button is used to update an existing earning.
Delete The DELETE button is used to delete an existing earning.
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The INSERT button is used to insert new earnings in the payroll. The insert button
will display a dialog box that requests the new earning type number. If the number of
an existing earning type is entered in the Earning Type field, the function will retrieve
the latest version of that earning type for update.

The Insert New Earning screen appears as follows:

4 Insert Hew Earning

Earning Type: | B

DATA

OK Cancel

Enter a number for the Earning Type, and press the OK button. Itis recommended that
the earning codes be assigned in numeric sequence beginning at number 1. This will
improve processing and display time. Once you have selected OK the payroll earnings
update notebook will be presented.

Payroll Earnings Update

The Earnings Update screen contains a notebook with four pages. Each of these
pages contains information that is used for processing the earnings. The payroll level
earnings data is used in conjunction with the employee earnings rates and hours
worked to determine the employees’ pay.

The values set in the Master Earning Rate page can be used as the default values for the
employee level earning rates for all employees with this earning type assigned or
actual pay rates can be set at the individual employee level.
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The Desc(Description) page contains fields for describing the earnings, and for setting
the effective date range for the earning type.

When you select the Desc tab on the Payroll Earning Update the following screen

will appear:

Eile  Help

: Eatring: I .

3 [maziptioc . -
E Ehart [
¥ Py Cohic (Fm Pay Elasermeats] Flags

Cifssciiveg Duals . Cerfrel
F iy | Uil |

¥ Emmisg ks Conliol

- Lmrenyg Enasled  Emvoreg (D saadabrd

Fage 1 al 4 - -
[ Lnzel

The following table gives a description of the data fields:

Field Description

Earning This field contains the code number of the earning.

Description The description field is used for describing the earning on
pop-up lists and on reports.

Short The short description field is used for printing a description on
pay statements.

Pay Code The pay code field is used for printing a description on pay
statements.

Date From This field is used to set the starting date of the effective date
range for the earning.

Date Until This field is used to set the ending date of the effective date
range for the earning.

Earning usage This field determines whether the earning is enabled or

Control disabled.

& Normally only the starting date is entered when entering an earning. The function
automatically sets the end date of the earning type when a new entry for the earning
typeis made with a start date thatis later than the start date on an existing earning entry.
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The Rate page contains data fields that are used to set the default rate treatments.
These values may be changed for the individual employee when setting up the
Employee Pay Rates.

When you select the Rate tab on the Payroll Earning Update the following screen
will appear:

| PasalEaindags Upeaie |
File  elp

Rate Easlusd ion Hefhod
Las Sl Rats Lkse Hudtipler | Ui Fealn Tabile

Fain Uniis J
Paij Period & Howr 7 Aniial ! Ploce Rata

Haln L Ll pm

Hudviplioe P mnartirs

Madliiplian [ B

Llas: | wm

Dt

Flans:

TR LT

Conlral

DATA

Ratn Tehle Parsmetes

Tabde: [
Riw. [ cowee [T
—

~Page £ ol o e

LN LRI L

When rate values are set at the payroll level they are used as the default for the earning
when the earning is established for an employee. The values may be changed when
setting-up the earning for a particular employee.
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The following table gives a description of the data fields:

Field

Description

Rate Evaluation Method :

Use Set Rate

When use set rate is selected as an evaluation method the system will assume
a rate value will be used to determine the pay calculation. A rate value can be
set at the payroll level as a default rate or at the individual employee level.

Use Multiplier

When this option is selected as an evaluation method. The system will
perform the pay calculation based on the parameters set in the “multiple
parameters”, where pay calculation is given the values to be used in
determining a pay rate which is dependent on a different earning type.

Use Rate Table

When this option is selected as an evaluation method the system will search
for a “rate table” being assigned at the payroll level as a default or at the
individual employee level to determine the rate of pay to be used.

Rate Units:

Pay Period

When this option is selected the system,using a previously selected evaluation
method of “Use set rate”, determines the rate values given at either the payroll
or employee level are to be calculated per each pay period.

Hour

When this option is selected the system, using one of the previously selected
evaluation methods, determines the rate values given at either the payroll or
employee level are to be calculated per each hour input.

Annual

When this option is selected the system, using a previously selected
evaluation method “Use set Rate”, determines the rate values given at either
the payroll or employee level are to be divided by the company’s pay
frequency type to establish a current pay gross earning. Note: When the
annual pay period rate unit type is selected in order for the system to correctly
resolve another pay rate using the annual earning amount as the base earning
amount. The annual rate amount must be accompanied by the annual number
of work hours represented.

Piece

When this option is selected the system, using one of the previously selected
evaluation methods determines the rate values given at either the payroll or
the employee level are to be calculated per each piece work unit input.

Payroll Level Default Rate and Unit Settings:

Rate

This field may be used to input a payroll level default rate for all employees
assigned this earning type depending on the evaluation and rate period units
previously selected.

Units

This field may be used to input a payroll level default unit that the default rate
may apply to, again, depending on the evaluation and rate period unit
previously selected. This field may be either hours or piece work units.

E.I. Parameters

This field may be used to input a payroll level default employment insurance
insurable hours equivalency when units is a piece work unit. Eg: 1 piece
work unit takes 15 minutes to complete, therefore the “EI parm” would be .25
of an insurable hour.

Multiple Parameters:

Multiplier

This field is used to enter a factor that is used to multiply the rate value of the
base earning to calculate the rate of this earning being defined.
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Field Description

Base Earning By pressing the base earning box a list of previously defined earning types
will be presented to select the appropriate earning to be considered as a base
earning to be multiplied by above factor to determine the new earning rate

value.
Rate Table Parameters:

Table This field is used to input the rate table code number where individual rates
are set up.

Row This field is used to enter the appropriate row number of the rate table for the
rate value.

Column This field is used to enter the column/step number of the rate table for the rate
value.

Accumulator This field is used to enter the appropriate accumulator code number that will

determine the corresponding rate of pay when the value in the accumulator
matches the value in the “limit” field of the rate table.

The Flags page contains fields that indicate whether or not the earning type is subject
to the various payroll source deductions and taxes.

When you select the Flags tab on the Payroll Earning Update the following screen will
appear:

Payroll Earnings Update =l o F

Help

=
o

~Earnings Dollars and Hours Subject to

D
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[Z] Federal Tax [ Federal Tax Rate
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Page 3 of 4

I Ok || Cancel
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The following table gives a description of the data fields:

Field

Description

Earning Dollars

If the box is checked the earnings will be subject to one or
more of: federal tax, CPP, EI, Quebec tax, QPP, and WCB.

Earning Hours

If the box is checked the earning hours will be subject to one
or more of: federal tax, CPP, EI, Quebec tax, QPP, and
WCB.

Pay Period Allocation
(ED

The Pay Period Allocation buttons affect the treatment of the
hours in the earning when preparing Record of Employment
forms. Please refer to the Human Resource Canada
documents to determine the treatment for the pay period
allocation of insurable hours.

Process for Statutory
Holiday Only

If this box is checked the earning will be processed for
statutory holidays only.

The system will default settings to turn on:

Under Dollars - Federal Tax, C_P.P, E1, WCB

Under Hours - E.1.

since this would be be the most common earning settings
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The Control page contains a number of options for the processing of the earning type.

When you select the Control tab on the Payroll Earning Update, the following screen
will appear:

| PayrollEamingstpdate . [HE
ile Help
~Earning Usage Control
Desc
@) Must Turn On for Employee
(J Always On for Employee Rate <
(7 May Turn Off for Employee Flags z
[ Allow Modification at Employee Level : A
Control |

2 Use Bonus Tax Calculation

~Contra Settings
(# No Contra () Other Earning

() Employee Base () Deduction

Contra Type: I

A A AAAAAAAA A A &

el
w
=
@
L
o
=~
I

~Tax Calculation Control m
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The following table gives a description of the data fields:

Field

Description

Earning Usage Control:

Must Turn On for
Employee

When this field is selected, the earning will only be used for an
employee when the earning is specifically set for that employee.

Always On for
Employee

When this field is selected, the earning will always be available for all
employees. This button will always prevent employee level
modifications of the earning rate settings.

May Turn Off for
Employee

When this field is selected, the earning is normally available for all
employees. In order for an employee not to have access to the earning
type it must be specifically disabled for the employee.

Allow Modification at
Employee Level

This field is used to determine if a rate setting can be modified for the
employee. When this box is checked the employee may have
modifications to the rate settings. Note - this check box has no effect
when the “Always on for Employee” button is selected.

Tax Calculation

Use Bonus Tax
Calculation

When this check box is ticked the amounts input for this earning will be
treated as a bonus for the tax calculation.

Contra Earning Setting:

No Contra

This button turns off any automatic processing.

Employee Base

This button will result in the employee’s declared base carning (please
refer to the Employee Payroll Specific information settings) being used
for the automatic processing.

Other Earning

This button uses the earning specified in the “Other Earning * field for
the automatic processing.

Deduction

When this button is selected a specified deductions type will be the
contra rather than another earning type resulting in an automatic pay
deduction transaction being processed on the next normal pay
calculation. This is intended to be used in the case of an advance
earning type where an auto deduction of the advance amount is to be
deducted from a subsequent normal pay.

Contra Type

This field is used to input the appropriate earning or deduction code to
be used as the contra automatic processing recipient for this earning

type.
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Earning by Position

When you select earnings By Position a dialog box will be displayed to ask what
position you would like to see the earnings set up for.

& PositionlistScreen  [dENs
File Help
Hurses Aide
COOK, Cook
DIR Director

EXECDIR Executive Director
FULLWORK Full Time Worker
LABOURER General Labour
MPV2

NURSE 1 Nurse 1

HIIRSF 2 A Nursae

Cancel I

After you have selected a position the earnings for the position will be displayed.

E4 Payroll Eamings for AIDE {2z N |

File Help

—

< i

| 0Ok I | Cancel | | Insert | | Update | | Delete |

The OK button, or the Save option in the File menu will save any changes made in the
dialog box.

The CANCEL button, or the Exit option in the File menu will exit the dialog box
without saving any changes.

The INSERT button is used to insert a new position.
The UPDATE button is used to update an existing position.

The DELETE button is used to delete an existing position.

&~ After selecting a position from an existing list or inserting a new position type, the
system will ask for an earning code to be inserted or updated and will then present the
standard payroll earnings update notebook. Please refer to Earnings - Overall for a full
description of the earnings notebook.

Can-Pay Computer Software 53

DATA




3 - Data

Contra Processing Options

The Contra Processing options are used when a payment to an employee through an
earning should automatically create a transaction to reduce a payment through another
earning, or automatically create a deduction.

The most common uses of the contra processing options are:
1. Reduce the amount of salary paid to an employee when sick pay is paid.
2. Reduce the amount of salary paid to an employee when leave time is paid.
3. Automatically create a deduction for a salary advance paid to an employee.
4. Automatically create a deduction for an expense advance paid to an employee.

Contra Processing Settings

The Contra Processing settings are set for an earning at the payroll level.

An earning may be set to generate a contra transaction for one of three items:
1. Contra to the employee’s designated base earning
2. Contra to a specific earning
3. Contra to a specific deduction

This allows the contra option to reduce an employee’s salary when unpaid leave is
taken.

An example of using the contra processing for unpaid leave is:

Earning 1 (base salary)/ 800.00 per pay (40 hour)
Earning 12 (unpaid leave)/ 0.00 per hour

Set to contra Earning 1

When a transaction is entered for Earning 12 for 6 hours.

Entered: Earning 12= 6 hours @ $0.00

This processing generates a transaction that will subtract 6 hours pay from the
employee’s salary (Earning 1)

Generated Earning 1 is 6 hours (@ $20.00 =120.00
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The Employee will receive gross pay of:
Earning 1 (Base Salary)
40 Hours @ 20.00 = $800.00
-6 Hours @ 20.00 = -$120.00
Earning 2 (unpaid leave)
6 hours @ 0.00= $ 0.00
Total Gross $680.00

An example of using the contra processing for sick leave is:

Earning 1(base salary) /$800.00 per pay (40 hours week)

DATA

Earning 11 (sick pay)rate 1 times base pay per hours set to contra Earning

If an earning is a multiple of another the system will automatically convert from “per
pay” rates to hourly rates using the number of hours in the employee work week.

When a transaction is entered for Earning 11 for (4) hours
Entered: Earning 11=4 hours @ 20.00

The processing generates a transaction that will subtract four hours from the
employee’s salary (Earning 1)

Generated Earning 1 is - 4 hours @$20.00 =$80.00

The Employee will receive a Gross pay of:

Earning 1 (per pay) $800.00
-4 hours @ $20.00 -$ 80.00
Earning 11 4 hours @ 20.00 $ 80.00

Total Gross $800.00
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Special Processing for Advance Pay Run

Earnings that are set to contra to a deduction will be evaluated during an advance pay
run.

When this earning has a number of units, and a pay rate, and it is set to contra to a
deduction, the earning is processed during an advance pay run.

The amount specified by the earning (units times rate) is paid out to the employee.
A transaction is generated for the contra deduction for the same amount.

Because the advance pay run does not evaluate deductions, the net cheque to the
employee will be the amount of the earning.

The contra deduction transaction will be included in the next normal pay run. This will
reduce the employee’s net pay by the amount of the advance.
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Deductions

Payroll Deduction Types

What Deduction Types do I need?

Payroll Deduction Types are used to define the categories of company deductions and
benefits that will be included in the calculation of an employee’s pay.

A Deduction Type defines the calculation that will be used to determine the
deduction and benefit amounts that apply to the deduction. The Deduction Type can
also define the list of earnings, other deductions, or benefits that will be included in
the calculation.

DATA

What decides how the calculation is done?

The Suite Payroll module provides over a hundred calculation formulas that can be
used to calculate a deduction and/or benefit. Each deduction formula provides a
number of parameters that can be used to determine the results of the calculation.

Alternatively, the deduction and/or benefit can be setup as a fixed amount to deduct for
each pay. This method can be used when the actual amount is decided independently
of the values processed in the pay calculation.

Examples of Deduction Types

Field Description

Union Dues This deduction is used to calculate union dues. Normally this deduction
type will require a calculation code that will calculate some percentage
of the employee carnings that are subject to the union dues deduction.
Calculation would be a percentage of earnings. The list of earnings
would include regular and overtime wages but would not include
expense reimbursement.

Registered Pension This deduction is used to calculate the employee contributionto a
Plan pension plan. The deduction type will require a calculation code that
uses a list of earnings that are subject to the deduction. The calculation
code used may also calculate a benefit for the employee that is the
company portion of the contribution.

Health Insurance Plan | This deduction is used to calculate the employee Heath Insurance
premium. The calculation may be based on a base rate depending on
the employee’s age and additional premiums based on the number of
dependents that the employee has.

The employee’s earnings do not have to be entered into a deduction
calculation.
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Creating The Master Deduction Types

Grand Master Suite Payroll allows you to have up to 200 different deduction types.
Each type determines a category of deductions for an employee. The Deductions
choice on the Data menu is used to access the deduction update function.

Because the GrandMaster Suite Payroll supports date-sensitive processing, several
deductions of each type may be present. Each one will cover a particular date range.
When you insert a new deduction with the same number as an existing one you must
specify a date range for the new deduction that is later than the date range in use for the
existing deduction.

The Deduction List screen is displayed when you select the menu choice. The screen
appears as follows:

(] | wwd | jeeet|  Upete | et

The window title may be either Payroll Deduction List or Global Deduction List,
depending on whether or not you are sharing the deduction with other payrolls.
(Global Deductions are shared between payrolls, Payroll Deductions are not shared).

OK The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
Cancel The CANCEL button, or the Exit option in the File menu, will exit the dialog box

without saving any changes.

Insert The INSERT button is used to insert a new deduction to the list.
Update The UPDATE button is used to update an existing deduction.
Delete The DELETE button is used to delete an existing deduction.
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The INSERT button is used to add a new deduction type to the list. When this button is
pressed a dialog box will appear that asks for the deduction type number. The Insert

New Deduction screen appears as follows:

Humber:

g4 Insert Hew Deduction

[ P

0K

| Cancel |

Ifyou enter the number of an existing deduction type, that deduction will be retrieved

to be updated.

<
<
A

It is recommended that the deduction codes be assigned in numeric sequence

beginning at number 1. This will improve processing and display times.

The Deduction Update screen contains a notebook with eight pages. Each of these

pages contains information that is used for processing deductions.
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The General page contains fields for describing the deduction and setting the effective
date range of the deduction type.

When you select the General tab on the Deduction Update the following screen will

appear:
E4 Payioll Deduction Update 7 o
File Help
T
3 Deduction: 1
G |
=2 Description: |FIHED AMT enera
3 Short: Fized ‘
3 Calculate
:[-Zl -Effective Date
= . - Flags
:[_3 From: I Until: I
= Control
=7 _Deduction Usage Control
- . . EFT Ded
:ﬁ (@) Deduction Enabled () Deduction Disabled
3 EFT Ben
3 Selections
=“Page 1 of 8 L
| 0K I | Cancel |

The following table gives a description of the screen:

Field Description
Deduction This field displays the code number of the deduction.
Description | The long description is used for reporting, and for descriptions on
screen displays.
Short The short description is used on pay statements.
From This field is used to set the starting date of the effective date range
for the deduction.
Until This field is used to set the end date of the effective date range for

the deduction.

Deduction Usage

Control

This field contains two buttons that are used to Enable or Disable
the uses of the deduction type. When the deduction type is disabled
the deduction will not be used for pay processing.
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The Fixed page contains fields that are used to input fixed amount that are used to
input fixed amounts for the deduction processing. When you select the Fixed tab on
the Deduction Update the following screen will appear:

R .
File Help

2:3 Fixed Deduction Fixed Benefit——————————

3 Amount: Amount: General

E Units: [ o000 | | Units: 0.0000 " Fixed

% [ Use Fixed Values Calculate

T Evaluate

3 @ Per Pay Month: I— Control

3 ) Per Month Day: I— EFT Ded <
3 () Per Quarter () Pay Day of Month z
:|El (J Per Year [ Pay Period of Month EFT Ben Q
:|El Selections

:?Page 2of 8

ok || Cancel |

The following table gives a description of the screen:

Field ‘ Description

Fixed Deduction

Amount This field contains the values that could be deducted for employee
for each periodor it can be set at an employees level for individually
applicable amounts.

Unit This field contains the corresponding unit values if applicable.
Fixed Benefit
Amount This field contains the values that could be recorded as a benefit to

the employee for each period. These can be set at an employee
level for individually applicable amounts.

Units This field contains the corresponding unit values if applicable.

Use Fixed Values: This field contains the override “use fixed values” check boc.
When this box is checked only those amounts appearing in the deductions and/or
benefit field at wither the payroll or employee level will be used.

Evaluate: The Evaluate box allows for a selection of periods when the deduction
processing is to take place. The evaluation periods apply whether you use fixed
amounts or the result ofa calculation for the deduction.

Per Pay When this option is selected the deduction processing will occur for
every pay. This is the system default setting.

Per Month When this option is selected the deduction processing will occur
once a month. The month that this evaluation method is to begin
must be inserted in the “Month” box. A “day” of the month can
also be inserted but if it is not the system will default to the first day
of the month.
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Field

Description

Per Quarter

When this option is selected the deduction processing will occur
once every 3 months. The month that begins the first quarter of the
fiscal or calendar year must be inserted in the “month” box. The
day will default to the first day of each new quarter period.

Per Year

When this option is selected the deduction processing will occur
once ayear. The annual “month” and “day” must be specified in
the appropriate boxes.

Pay Day of Month

When this option is selected the deduction processing will occur on
the pay day of the month as specified in the “day” insert box. Pay
day is the actual pay cheque day in this case. Eg) Deduction Type-
Union Dues payable on the first of the month. Pay period was:
Start: December 15, 1997; End: December 28, 1997; Pay Day:
January 2, 1998. If the evaluate method is pay day of month with
day =1 the union deduction processing would take place and be
deducted from the January 2, 1998 cheque.

Pay Period of
Month

When this option is selected the deduction processing will occur on
the pay day falling within the pay period specified in the “day”
insert box. Eg) Deduction Type - Union Dues, payable on the first
of the month. Pay period was: Start: December 29, 1997; End.:
January 11, 1998; Pay Day: January 16, 1998. If the evaluate
method is pay period of month with day =1 the union deduction
processing would take place and be deducted from the January 16,
1998 pay cheque since this is the first pay period of January 1998.
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The Calculate page is used to set the values for the calculation that will be done to
determine the amount of the deduction. When you select the Calculate tab on the
Deduction Update, the following screen will appear:

&4 Payioll Deduction Update i RN |
File Help
T
2[‘3 Calculation Code: I 1 Fixed dollar amount
3 Parameter Table: I m
3 Parameter Group: I 0 1 Custom Parameters Fixed
3 Ded Amount 12.0000 L Cllt
$ Table Parameters | Ben Amount 13.0000 < i Lacuwate
= Flags
3 | Item Parameters | g
- - Control
% # Farning O Tmdundion O Acnwraladny O Haam ’ EFT Ded
3 [ Exclude List H EFT Ben
=2 | Selection I = _>Ij [
“
iPage 3of 8 I
0K I | Cancel
The following table gives a description of the screen:
Field Description

Calculation Code

This field is used to enter the number of the calculation code that will
be used to calculate the value of the deduction. A list of calculation
codes can be displayed by pressing the F8 key when the Calculation
Code field is selected.

Parameter Table

This field is used to enter the name of a parameter table. A list of the
tables already defined can be obtained by pressing the F8 key when
the Parameter Table field is selected.

Parameter Group

This field is used to enter the default group (row) for the deduction
type.

Custom Parameters

This field is used to determine if a Named Table or a Custom
Parameter table will be used in the calculation for the deduction type.

Table Parameters

This field is used to call up a screen that is used to enter the custom
table parameters.

Item Parameters

This field is used to update item parameters required by the
deduction code selected.

Exclude List

This field can be used to indicate those earnings, deductions or
benefits that should be excluded from a calculation.

Selection

This field is used to call up a screen that can be used to select the
earnings, deductions, or benefits that will be summarized for this
calculation code.
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The TABLE PARAMETERS button is used to call up a screen that is used to enter the
custom table parameters. The screen shows a list of the values in the parameter table.
The Custom Deduction Parameter Table appears as follows:

B4 Custom Deduction Parameter Table = = =
File

Calculation Code: 1 Fixed dollar amount

Parameters used: 2

Ded AmountBen Amount
12.0000 13.0000
14.0000 15.0000
16.0000 17.0000
18.0000 19.0000
20.0000 21.0000
0.0000 0.0000

el

[ok] | cancel |

The values in a row of the list are updated by double-clicking on the row. This will
display a screen that is used to update the individual parameters in the row. The
employee deduction set up will select a particular row in the table to use for the
employee calculation.

The SELECTION button is used to call up a screen that can be used to select the
earnings, deductions, or benefits that will be summarized for this calculation code.
The Payroll Earnings Selection screen appears as follows:

&4 Payroll Earnings Selection - NEW Z| el [
File Help
. 0001 Reqular (4

0011 Sick Pay from regular

-

0K ‘Qancell |Clear §elections| (@ Include ([ Exclude

The calculation code requirements decides the type of list that will be displayed. Items
in the list are selected by single-clicking on them with the mouse. Any number of
items can be selected from the list. You may also use the Include/Exclude buttons to
indicate an exclude list rather than an include list. An exclude list selects only the
items that are NOT to be included for the calculation.
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The Flags page contains settings that are used to control the use of the deduction type.
When you select the Flags tab on the Deduction Update the following screen will

DATA

appear:
E4 Payroll Deduction Update = o
File Help
[
=
=2 -Benefit Subject To Deduction Class
3 [ Tax @ Hot Applicable
3 [+ C.P.P. () Register Pension
3 [+ E.l. {2 Union Deduction Calculate
3 5 WeB 5 Alimony Deduction f—
3 & Q.P.P. 1 Distribute Benefit Control }
3 EFT Ded ‘
en
3 EFT B
3 Selections
Page 4 of 8 =l
| 0K I | Cancel |
The following table gives a description of the screen:
Field Description
Benefit Subject To These fields are used to indicate what statutory deductions

that the benefit calculated by this deduction type is subject
to.

Deduction Class

These ficlds are used to indicate the class of the deduction
for Revenue Canada tax treatment.

Distribute Benefit

This field is used to specify that the benefit calculated is
included in the Journal Entry file prepared from the
payroll.
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The Control Page is used to set the conditions for the use of the deduction type by
employees. When you select the Control tab on the following screen will appear:

&8 Payroll Deduction Update |z |
File Help
T

3 :

E Deduction Usage Control General

3 (@ Must Turn On for Employee Fixed

3 () Always On for Employee Calculate

3 (J May Turn Off for Employee Flags

3 P Control ‘
¥l Allow Modification at Employee Level :

:ﬁ

3 EFT Ded ‘

3 EFT Ben

3 Selections ‘

~9Page 5 of 8 |l ‘

| 0K I | Cancel |

The following table gives a description of the screen:

Field Description

Deduction Usage Control This dialog box contains three buttons that determine the
default processing of the deduction for the employee.

Must Tarn On for This field sets the option that requires that the deduction
Employee be enabled at the employee level before the deduction will
affect the employee’s pay.

Always On for Employee |This field sets the option that the deduction will always
affect all employees pay. This option prevents the
deduction from being turned off for an employee.

May Turn Off for This field sets the option that the deduction will affect the

Employee employee’s pay unless the deduction is disabled at the
employee level.

Allow Modification at This field allows the selection of or changes to parameter

Employee Level values for the calculation of the deduction. If this is not

turned on no changes to the default parameters are allowed
at the employee level.
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The EFT Ded(EFT Deduction) page allows the entry of data used for processing of the
deduction amounts by the Electronic Funds Transfer module. When you select the
EFT Ded tab on the Deduction Update the following screen will appear:

e [eip
= ] Dupdwr niss Pagable
: Immadiae ey of Mo mey [ BTl
T UEnd of mont Ty fimr oy Flsasd
! IL::-;-:-MI. | Fa
=] ! rulnia
5 - : Flags
i fufidrann: |
4| i | Crartrel
S| Proviees [ Pwia [ e
i .
2 B [ BT Ban
= | Ralerono | tislerbimma
JIF'-.gu Boal =22 |
] o

The following table gives a description of the screen:

Field

Description

Deduction
Payable

This field is used to indicate that the deduction amount may be processed with
the Electronic Funds Transfer module. If this box is not checked no EFT
processing will occur for the deduction.

Immediate

This field is used to determine the date to pay out the amounts.

End of Month

This field is used to determine the date to pay out the amounts.

Day of Month

This field is used to determine the date to pay out the amounts. When the
Day of Month button is selected the day field must contain a value to use for
the number of days or the day of the month.

Days after Pay

This field is used to determine the date to pay out the amounts. When the
Days after Pay button is selected the day field must contain a value to use for
the number of days or the day of the month.

Bank

These fields contain the bank account number and the name and address of
the bank that the deductions payable is drawn from. If these fields are not
present no deposit will be prepared.

Payee

These fields contain the name of the payee for the amount, and a reference for
the deposit.
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The EFT Ben(EFT Benefit) Page allows the entry of data used for the processing of
the benefit amounts by the Electronic Funds Transfer Module. When you select the
EFT Ben tab on the Deduction Update the following screen will appear:

Payroll Deduction Update [z N

Help
[] Benefit Payable
) Immediate (7 Day of month Day:

{J End of month (7 Days after pay
~Bank
Account:

- I~
o

Calculate

Hame:
Address:
City:

|
|
Province: I Postal: I EFT Ded

~Payee ; 7
Hame: | i EFT Ben |

Reference: I Selections

A A A A A

Page 7 of 8 |l

OK I | Cancel |

The following table gives a description of the screen:

Field Description

Benefit Payable | This field is used to indicate that the benefit amount may be processed with
the Electronic Funds Transfer module. If this box is not checked no EFT
processing will occur for the benefit.

Immediate This field is used to determine the date to pay out the amounts.

End of Month This field is used to determine the date to pay out the amounts.

Day of Month This field is used to determine the date to pay out the amounts. When the
Day of Month button is selected the day field must contain a value to use for
the number of days or the day of the month.

Days after Pay This field is used to determine the date to pay out the amounts. When the
Days after Pay button is selected the day field must contain a value to use for
the number of days or the day of the month.

Bank These fields contain the bank account number and the name and address of
the bank that the benefits payable is drawn from. If these fields are not
present no deposit will be prepared.

Payee These fields contain the name of the payee for the amount and a reference for
the deposit.

&~ When the benefit bank account and payee information is blank the benefit deposit will
be made using the information from the EFT Ded page.
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When you choose the Selections tab on the Deduction Update, the following screen
will appear:

&4 Pavioll Deduction Update |z N |

File Help

::5 ~Position Selections

:|EI

2 | Select Positions General

3 (7 Include (J Exclude

:Ia ~Category Selections

:? Calculate

= | Select Categories

= {7 Include J Exclude

E ~Province Selections <

S | Select Provinces >

=2 EFT Ded <
nclude xclude

= {7 Includ ) Exclud )

i EFT Ben

=

:?F'age 8 of 8 |

| Ok I | Cancel |

The following table gives a description of the screen:

Field Description
Select Positions This button is used to select positions for the deduction update.
Select Categories This button is used to select categories for the deduction update.
Select Province This button is used to select provinces for the deduction update.
Include When this check box is checked the position, category or province will

be included in the update.

Exclude When this check box is checked the position, category or province will
be excluded in the update.
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The following table outlines available deduction/benefit calculation codes:

Calculation Parameters Description

1 Fixed Dollar Ded. Amount The default deduction code. A fixed amount
amount Ben. Amount would be entered for the deduction and/or

benefit.

2 % of Selected Ded. Percent A calculation based on a percentage of
Earnings Ben. Percent selected earnings for the deduction and/or

benefit.

3 Rate * Sclected |Ded. Rate A calculation based on a rate times hours of
Hours Ben. Rate selected earnings for the deduction and/or

benefit.

4 Rate * Sclected |Ded. Rate A calculation based on a rate times hourly
Hourly Rate Ben. Rate base rate of selected earnings for the

deduction and/or benefit.

Not Enabled
% of Selected Ded. Percent A calculation based on a percentage of
Earnings to Ben. Percent selected earnings for the deduction and/or
deduction Ded. YTD Max. |benefit. The deduction is subjectto a YTD
maximum deduction maximum.

9 % of Selected Ded. Percent A calculation based on a percentage of
Earnings to Ded. YTD Max  |selected earnings for the deduction only to a
deduction maximum YTD deduction.
maximum
(Ded Only)

10 Not Enabled
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Code Calculation Parameters Description

1 Rate * Selected Ded. Rate A calculation based on a rate times the
Multiple Hourly Value hourly base value of selected earnings
(Ded. only) for the deduction only. The hourly base

value is the multiple hourly rate.

12 Rate * Selected Ben. Rate A calculation based on a rate times the
Multiple Hourly Value hourly base value of selected earnings
(Ben. only) for the benefit only. The hourly base

value is the multiple hourly rate.

13 Fixed Dollar Amount |Ded. Amount A fixed amount up to a year-to-date
up to YTD maximum |Ded. YTD Max maximum deduction.

(Ded. Only) Can have employee parameters

14 % <YMPE + % <YMPE A calculation done on a pay period
% >YMPE % >YMPE basis ona percentage of carnings less
On selected earnings | Ben. rate of ded. than YMPE + a percentage greater than

YMPE. The benefit is taken as a rate
times the deductions. The YMPE
amount and the number of pay periods
are used in the calculation.

15 Rate * Selected Ded. Rate A calculation based on a rate times
Multiple Hourly Value |Ben. Rate hourly base value of selected earnings

for deduction and/or benefits. The
hourly base value is the multiple hourly
rate.

20 Life Insurance Ded. Rate The premium is calculated as a rate per
Plan on |Ben. Rate thousand on the annual salary times the
selected earnings Multiplier multiplier (rounded up to the next

Maximum per 1000 |thousand). The annual salary is

Minimum per 1000 | determined by the selected earnings
times the number of pay periods in a
year. A minimum and a maximum
annual salary can be entered to limit the
range of the calculation.

21 % of Selected Ded. Percent A calculation based on a percentage of
Earnings less Ben. % of Ded selected pensionable earnings less CPP
CPP/QPP paid and QPP paid. The benefitis a

percentage of the deduction.

22 % of selected Ded. Percent A calculation based on a percentage of
Earnings less (CPP + |% of CPP + QPP selected earnings less a percentage of
QPP paid CPP Rate) |paid/CPP Rate CPP + QPP paid divided by CPP rate.

Ben. % of Ded. The benefit is a percentage of the
deduction.

24 % of Selected Ded. Percent A calculation based on a percentage of
Earnings (Tax, CPP, |Ded. Max YTD selected earnings then subtracts tax,
QPP, UIC QUE Tax) CPP, UIC, QPP, Que tax to a year to
(Ded. Only) date deduction maximum. The

deduction cannot be negative.
Can have employee parameters.

25 % <YMPE +

% > YMPE(Ded)
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Code Calculation Parameters Description

26 % <YMPE + % <YMPE Deduction code developed for Sask
% >YMPE % >YMPE Teachers Superannuation Plan.
on selected hours A calculation is done on a per day basis
(Ded. only) on a percentage of the hourly rate (

selected earnings divided by hours) less
than YMPE + a percentage above
YMPE. The number of days worked in
vear are 197. The YMPE amount and
the number of pay periods are used in
the calculation.

27 % NetPaytoa YTD |% of net pay A calculation based on a percentage
Maximum Ded. maximum (not more than 100%) of the
(Ded. only) employee's net payroll to a YTD

maximum deduction value. Normally
used for garnishee orders. The
deduction cannot be negative.

Can have employee parameters.

28 CPP/UIC NONE A calculation to charge the company's
Company cost charge cost of CPP and QPP paid as well as
back UIC paid times the UIC rate back to the
(Ded. only) employee.

29 % >YMPE + % <YMPE Deduction code developed for Ontario
% >YMPE % >YMPE Hospital Pension Plan. A calculation is
on sclected earnings | Ben. % of ded. done on an annual basis on a

percentage of selected earnings less
than YMPE + a percentage greater then
YMPE. The benefit is a percent of the
deduction. The YMPE amount and the
number of pay periods are used in the
calculations.

30 % <YMPE + Ded % <YMPE Deduction code developed for Alberta
% >YMPE Ded % >YMPE Lap Municipal employees. A
on selected earnings | Ben % <YMPE calculation is done on a per pay period

Ben % >YMPE basis as a percentage of selected
earnings less then YMPE + a
percentage greater than YMPE. The
benefit has separate percentages for
above and below YMPE. The YMPE
amount and the number of pay periods
are used in the calculation.

31 % <YMPE + % of <YMPE Deduction code developed for Alberta
% >YMPE % of >YMPE Teachers Retirement.

on selected earnings
and FTE

Ben. rate of ded.

A calculation is done on a per pay
period basis as a percentage of full time
equivalent selected earnings less than
YMPE + a percentage greater than
YMPE. The benefit is a rate times the
deduction. The YMPE amount and the
number of pay periods are used in the
calculation.
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Code

Calculation

Parameters

Description

32

Indemnity Calculation

default earnings

Ded. Rate

Ded. Percent
Weekly Maximum
Ben. % of Ded

Deduction code developed for custom
use.

A calculation is done on a percentage
of weekly salary to a weekly maximum
amount. The weekly salary is
calculated as the default earnings times
the number of pay periods divided by
52. The deduction rate is calculated on
1/10th of the weekly salary. The
benefit is up to 100% of the deduction.
If a benefit has been calculated reduce
the deduction by the amount of the
benefit.

33

Life Insurance on base

earnings

Ded. Rate

Ben. Rate

Ded. Multiplier
Ben. Multiplier
Ded. Maximum per
1000

Deduction code is used for custom use
only. The
premium is calculated as a rate per
thousand on the annual salary times the
multiplier at a separate deduction and
benefit multiplier (rounded up to the
next thousand). The annual salary is
determined by the selected earnings
times the number of pay periods in
year. A deduction maximum annual
salary can be entered to limit the range
of the deduction only. If the earning is
a multiple then only the base rate times
the hours for earnings amounts.

34

% of selected base
earnings

Ded. Percent
Ben. Percent

Deduction code developed for custom
use.

A deduction and or benefit calculation
based on a percentage of selected base
earnings. If the earning is a multiple
then only use base rate times hours for
earning amounts.
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Code

Calculation

Parameters

Description

35

% <YMPE +
% >YMPE
(on base carnings)

% <YMPE
% >YMPE
Ben. rate of ded.

Deduction code developed for custom
use.

A calculation done on a pay period
basis on a percentage of selected base
earnings less than YMPE + a
percentage greater than YMPE. The
benefit is taken as a rate times the
deduction. The YMPE amount and the
number of pay periods are used in the
calculation. If an earning is a multiple
then only use base rate times hours for
earning amounts.

36

% of previous,
deductions and
benefits

(Sales tax)

Ded. Percent
Ben. Percent

Deduction code developed for custom
use.

A deduction and or benefit calculation
based on a percentage of previously
calculated deductions and benefits,
excluding statutory deductions.
Normally used for Ontario/Quebec
sales tax.

37

Pay Back of 5/12
UIC Rebate

Rebate Factor

Deduction code developed for custom
use. A
benefit calculation based on a rebate
factor times (UIC paid times 1.4 less
UIC paid times UIC rate). Then the
deduction is the benefit times -1.

38

Weekly Indemnity on
selected hourly rate

Pay frequency
Weekly maximum
earnings

Premium

Ben % of ded

Deduction code developed for custom
use.

A calculation that takes the hourly base
rate of selecled earnings limes the
hours worked to get a weekly salary up
to a weekly maximum. Then multiplies
it by the pay periods to get the annual
salary. The calculation takes 2/3 of the
annual salary divided by the pay
frequency to get the weekly salary. The
deduction is then taken on 1/10th of the
weekly salary times the deduction rate.
The benefit is a percent of the
deduction.

39

Monthly Indemnity on
selected earnings

Maximum monthly
earnings

Ded. Percent

Ben %of Ded

Deduction code developed for custom
use.

A calculation that takes the selected
earnings up to the monthly maximum
then multiples it by the pay periods to
get the annual salary. The calculation
takes 2/3 of the annual salary divided
by 12 to get the monthly salary. The
deduction is then taken as a percent of
the monthly salary. The benefit is a
percent of the deduction.
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Code

Calculation

Parameters

Description

40

Rate * Sclected Hours
to Maximum hours

Ded. Rate
Ben. Rate
Maximum hours

A calculationbased on the deduction or
benefit rate times the hours of selected
earnings to maximum hours for the
deduction and benefits.

Can have employee parameters.

41

(Factor * Selected
Hourly Rate) + Fixed
Amount

Factor

Fixed amount
Rounding parameter
Ben % of ded

A calculation based on a factor times
the base hourly rate of selected
earnings rounded up if specified, plus a
fixed amount. The benefit is a percent
of the deduction. The rounding is up to
the nearest dollar if the rounding
parameter is 1 and no rounding if the
parameter is 0.

42

Life Insurance
Plan
on sclected hourly rate

Ded. Rate
Ben. Rate
Multiple
Maximum per
1000
Minimum per
1000

Deduction code developed for custom
use.

The premium is calculated as a rate per
thousand on the annual salary times the
multiplier. The annual salary is
determined by the hourly rate times
hours worked times the number of pay
periods in a year. A minimum and a
maximum annual salary can be entered
to limit the calculation.

Can have employee parameters.

43

% of Monthly Salary
on sclected hourly rate

Ded. Percent
Ben. Percent

Deduction code developed for custom
use.

A calculation is done on a monthly
basis done as a percentage of the hourly
rate of selected earnings for the
deduction and benefit. The monthly
earnings are calculated as the hourly
rate times the pay periods divided by
12.

Can have employee parameters.

44

% <YMPE +
% >YMPE
on sclected hourly rate

% <YMPE
% >YMPE
Ben % of ded

Deduction code developed for Ontario
Hospitals.

This calculation is done on a yearly
basis on a percentage of selected
earnings less than YMPE + a
percentage greater then YMPE. The
benefit is a percentage of the deduction.
The earnings are calculated by the
hourly rate times hours worked times
the pay periods. The YMPE amount
and the number of pay periods are used
in the calculation.

Can have employee parameters.
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Code

Calculation

Parameters

Description

45

Life Insurance Plan on
selected earnings

Ded. Rate

Ben. Rate
Multiplier
Maximum per 1000
Minimum per

1000

Deduction code developed for custom
use.

The premium is calculated as a rate per
thousand on the annual salary times the
multiplier (rounded up to the next
thousand). The annual salary is
determined by the selected earnings
times the number of pay period in a
year. A minimum and a maximum
annual salary can be entered to limit the
range of the calculation.

46

Fixed Deduction
(Benefit=% of ded.)

Fixed Ded.
Ben. % of ded

Deduction code developed for custom
use.

This calculation has the deduction as a
fixed amount and the benefit as a
percent of the deduction. Note: You
may enter custom parameters, i.c.,
Employee stock purchase - employees
can buy a fixed amount of stock in the
company and the employer will split
45, 55% of the purchase as a benefit. If
the employee purchases $200 worth of
stock, the company's benefit would be
calculated as $90 (45% of $200). The
employee's deduction would be entered
as a fixed $110 amount.

Can have employee parameters.

47

% <YMPE +

% >YMPE
pensionable earnings
+ pensionable benefits

% <YMPE
% >YMPE
Ben % ded

This calculation is done on a yearly
basis on a percentage of pensionable
earnings plus any pensionable benefits
at a percentage less than YMPE + a
percentage greater than YMPE. The
benefit is a percent of the deduction.

48

Life Insurance
(on default annual

salary)

Rate Maximum per
1000

Deduction code developed for custom
use.

The premium is calculated as a rate per
1000 on the default annual salary from
optional numeric field 1 times a
multiplier of 5 (rounded up to the next
thousand). A maximum annual salary
can be entered to limit the range of the
calculation. The benefit is equal to the
deduction.

Can have employee parameters.

76
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Code

Calculation

Parameters

Description

49

Long Term Disability
on default annual

salary
(Ded. Only)

Ded. Rate

Deduction code developed for custom
use.

A calculation that takes the default
annual salary from optional numeric
field 1, divided by 12 for monthly
salary. The calculation takes 2/3 of the
monthly salary up to 3000 then only 1/2
of the amount above 3000. This
amount is then rounded up to the next
dollar and then multiplied by the
deduction rate divided by 200.

Can have employee parameters.

50

Short Term Disability
on default annual

salary

Ded. Rate
Weekly Maximum

Deduction code developed for custom
use.

A calculation that takes the default
annual salary for the optional numeric
field 1, divided by 52 for the weekly
salary. The calculation takes 3/4 of the
weekly salary rounded up to the next
dollar, taken only to the weekly
maximum amount entered then
multiplied by the deduction rate divided
by 40 for both the deduction and
benefit. Can have
employee parameters.

51

Rate * Sclected hours
(rounded up)

Ded. Rate
Ben. Rate

Similar to calculation code 3 except
that total hours from selected earnings
are rounded up to the next highest hour
before multiplying it by the deduction
or benefit rate.

Can have employee parameters.

52

Union Deduction on
selected hours

% Gross

% Avg. Hours

Ben rate of ded Min.
Ded.

A calculation that is done if total gross
pay is greater than zero. The lesser of
a percentage of total gross pay or total
gross pay/selected hours times avg.
hours percentage. A benefit can be
calculated as a rate times the deduction.
The deduction has a minimum
deduction to limit the range of the
calculation.
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Code Calculation Parameters Description
53 Rate * FTE Ded. Rate A calculation of a deduction and/or
Ben. Rate benefit rate times Full Time
Equivalency for the deduction and
benefit.
54 Fixed Amount on Ded. Amount A calculation takes a fixed amount for
selected earnings Ben. Amount the deduction and the benefit, if
(over minimum) Min. Earnings selected earnings are greater than the
minimum earning.
55 Life Insurance on Ded. Rate A premium is calculated as a rate per
selected earnings Ben. Rate thousand on the annual salary times the
Multiplier multiplier. The annual salary is
Maximum per 1000 | determined by the selected earnings
Minimum per 1000 |times the number of pay periods in a
year. A minimum and maximum
annual salary can be entered to limit the
range of the calculation.
57 Rate * number of Ded. Rate The calculation takes the unit pointer
units Ben. Rate and uses numeric field 1 or 2, which is
Unit Pointer (1,2) multiplied by the rate for the deduction
and/or benefit
56 % <YMPE % <YMPE A calculation done on a pay period
% >YMPE % >YMPE basis on a percentage of full time
on sclected earnings | Ben Rate of ded. equivalent selected earnings less than
(entered YMPE YMPE amount YMPE + a percentage greater than
amount + FTE) YMPE. YMPE can be entered as a
parameter. The benefit is taken as a
rate times the deduction. Note: Used
on Filmon Fridays. If YMPE is not
entered then it uses the standard
YMPE.
58 % of selected earnings | Ded. Percent A percentage of selected earnings for
(to a YTD Max.) Ded. YTD Max the deduction and/or benefit to a
Ben. Percent maximum deduction and/or benefit.
Ben. YTD Max Can have employee parameters
59 % of selected earnings | Ded. Percent A percentage of selected earnings for
(to pay period max) |Ded. Max per PP the deduction and/or benefit to a
Ben. Percent maximum deduction and/or benefit per
Ben. Max per PP pay period.
Can have employee parameters
60 % <YMPE + % <YMPE Deduction code developed for custom
% >YMPE % >YMPE use.
(on selected YTD Ben. % of Ded This calculation is done on an annual
earnings) basis and takes the selected year-to-date

earnings + current earnings to
determine the annual salary. The
deduction is based on a percentage less
than YMPE + percentage greater than
YMPE. The benefit is entered as a
percentage of the deduction
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Code

Calculation

Parameters

Description

61

Life Insurance on
selected earnings

Ded. Rate
Ben. Rate
Multiplier
Maximum per 1000

The premium is calculated as a rate per
thousand on the annual salary times the
multiplier (rounded up to the next
thousand). The annual salary is
determined by the selected earnings
times the number of pay periods in a
year. The deduction is taken at the
deduction rate on the amount above the
maximum salary and the benefit is
taken on the benefit rate on the amount
below the maximum salary. If the
annual salary is below the maximum
the deduction will be zero.

62

% <YMPE +

% >YMPE (on
selected earnings and
selected hourly rates)

% <YMPE

% >YMPE
Ben. % of Ded
Vac. Percent

Deduction code is used for Ontario
Hospitals.

This calculation is done on an hourly
basis using the selected carning rate
and hours from the selected earnings to
do an hourly calculation when
available, or else it is done on a yearly
basis on earnings from the selected
earnings. If the calculation is hourly
you multiply the hourly rate by the
vacation percent, adding it to the hourly
rate. The deduction is based on a
percentage less than YMPE + a
percentage greater than YMPE. The
benefit is a percentage of the deduction.

63

Long Term Disability
on default annual

salary

Numeric Pointer
Ded. Percent
Ben. Percent
Factor

This calculation gets the default annual
salary from an optional numeric fields
and calculates the deduction and/or
benefit as a percent of the annual salary
divided by the factor.

64

% of an average rate
to a max per pay (on
selected non-zero
hours)

Ded. Percent
Ded. Maximum
Ben. Percent
Ben. Maximum

This calculation takes the total of all the
rates from the selected earnings and
divides it by the number of rates to get
the average rate. The deduction and/or
benefit is a percentage of the average
rate to a maximum deduction and/or
benefit.

Can-Pay Computer Software

79

DATA




3 - Data

80

Code Calculation Parameters Description
65 Life Insurance on Ded. Rate The premium is calculated as a rate per
default annual salary |Ben. Rate thousand on the annual salary times the

Multiplier multiplier (rounded up to the next

Maximum per 1000 |thousand). The annual salary is from

Numeric Pointer the optional numeric fields. If the
annual salary is <100 and the hours of
pay are not zero, then calculate the
annual salary times the hours worked
times the pay periods. A maximum
annual salary can be entered to limit the
range of the calculation. The deduction
and benefit are calculated and divided
by 2.

66 Long Term Disability |Ded. Rate This calculation gets the default annual
on default annual Ben. Rate salary from the optional number fields.
salary Weekly Max If the annual salary is <100 and the

Numeric Pointer hours of pay are not zero, then calculate
annual salary times the hours of pay
times the pay periods. The annual
salary is divided by 52 for a weekly
salary then taken at 2/3 of the weekly
max. (that should already be 2/3). The
deduction and benefit are calculated as
the rate times the weekly salary then
taken at 1/10 and divided by 4.

67 Long Term Disability |Ded. Percent The default annual salary is taken from
on default annual Ben. Percent the optional numeric fields. If the
salary Monthly annual amount is <100 and the hours of

Maximum pay are not zero, then calculate annual

Numeric Pointer salary times the hours of pay times the
pay periods. The annual salary is
divided by 12 for a monthly salary up
to the monthly maximum then taken at
2/3. The deduction and benefit are
calculated as a percent of the monthly
amount divided by 4.

68 % of Net pay to YTD |Ded. Percent This calculation takes the deduction
MAX (Ded. Only) Ded. YTD Max percent up to 100% and calculates the

Min. Net Pay percentage of the net pay for a positive

deduction only. If a minimum amount
of net pay is required the deduction can
only reduce the net pay to this amount.
The deduction must not exceed the
maximum YTD deduction.

Can have employee parameters.
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Code

Calculation

Parameters

Description

69

% <YMPE +

% >YMPE

on selected hours
(Ded. Only)

% <YMPE
% >YMPE

Deduction code developed for Sask
Teachers substitutes.

A calculation done on a daily basis on a
percentage of selected earnings below
YMPE + a percentage above YMPE.
The daily rate is calculated as earning
divided by hours worked. The number
of days worked in a year is 197.

70

Fixed Union
Deduction on selected
hours (Ded. only)

Fixed Amt Below
Fixed Amt Above
Threshold Hours

This calculation is a fixed amount
deduction for hours below or equal to
the threshold and another fixed amount
deduction for hours above. The
deduction is zero if there are no hours.
Can have employee parameters.

71

Life Insurance on
hourly rate

Ded. Rate
Ben. Rate
Multiplier
Maximum per
1000
Minimum per
1000

The premium is calculated as a rate per
thousand on the annual salary times a
multiplier (rounded up to the next
thousand). The annual salary is
determined by the hourly rate of the
selected earnings times the hours
worked times the pay periods. A
minimum and maximum annual salary
can be entered to limit the range of the
calculation.

Can have employee parameters.

72

% <YMPE +

% >YMPE

on selected earnings
(and FTE)

% CPP Earnings
% CPP Exempt
Earnings

Ben. % of ded

Deduction code developed for Sask
Teachers.

This calculation is done on a daily basis
on a percentage of full time equivalent
selected earnings that are pensionable +
a percentage that are not pensionable.
The benefit is a percentage of the
deduction. The ecarnings are taken at a
full time equivalency. The YMPE
amount and the number of pay periods
are used in the calculation. The
number of days worked in a year is

197.

73

% <YMPE +
% >YMPE
on sclected hours

% CPP Earnings
% CPP Exempt
earnings

Ben % of Ded

Deduction code developed for Sask
Teachers.

This calculation is done on a daily basis
on a percentage of selected earnings
that are pensionable + a percentage that
are not pensionable. The earnings are
divided by the hours to get the average
daily rate. The benefit is a percent of
the deduction The YMPE amount and
the number pay period are used in the
calculation. The number of days
worked in a year is 197.
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82

Code Calculation Parameters Description
74 Long Term Disability |Ded. Percent Deduction code developed for custom
on default annual Ben. Percent use.
salary Annual Maximum | This calculation uses the default annual
Numeric Pointer salary from the optional numeric fields.
If the annual salary is <100 and the
hours of pay are not zero, then calculate
annual salary times the hours of pay
times the pay periods taken to the
maximum annual earnings. This
amount is divided by 12 to a monthly
salary then taken at 2/3. The deduction
and benefit are taken as a percentage of
that amount.
75 Life Insurance on Ded. Rate The premium is calculated as a rate per
default annual salary |Ben. Rate thousand of the annual salary times the
Multiplier multiplier (rounded up to the next
Maximum per thousand). The annual salary is from
1000 the optional numeric fields. If the
Numeric Pointer annual salary is <100 and the hours of
pay are not zero, then calculate the
annual salary times hours worked times
the pay periods. A maximum annual
salary can be entered to limit the range
of the calculation.
76 Life Insurance on Ded. Rate The premium is calculated as a rate per
selected earnings Ben. Rate thousand of the annual salary times the
Multiplier multiplier (rounded up to the next
Maximum per 1000 |thousand). The rounding is on earnings
Minimum per greater than 750 rounded up to the next
1000 thousand and greater 250 to the next
five hundred. The annual salary is
determined by the selected earnings
times the number of pay periods in a
year. A minimum and maximum
annual salary can be entered to limit the
range of the calculation.
77 % <YMPE + % <YMPE Deduction code developed for custom
% >YMPE % >YMPE use.
(on selected hours) Ben % of Ded This calculation is done on a pay period
(prorated YMPE) basis as a percentage of selected

carning below prorated YMPE + a
percentage above the prorated YMPE.
The benefit is a percent of the
deduction. The YMPE amount and the
number of pay periods are used in the
calculation. The prorated YMPE is
taken as the hours worked divided by
the pay hours multiplied by the YMPE
divided by the pay periods.
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Code Calculation Parameters Description

78 % of Net Pay to a max | Ded. Percent This calculation takes the deduction
per pay period Ded, Max per pay  |percent up to 100% and calculates the
(Ded. Only) Min. Net Pay percentage on the net pay for a positive

deduction only. If a minimum amount
of net pay is required the deduction can
only reduce the net pay to this amount.
The deduction must not exceed the
maximum deduction per pay.

79 Rate * selected rate of |Ded. Rate This calculation takes the deduction
selected hours if over |Ben. Rate and/or benefit rate times the earning
minimum hours Min. Hours rate times the earning rate from the

selected rates if the hours from the
selected earnings are greater than or
equal to minimum hours.

80 % of (selected Ded. Percent A calculation based on a percentage of
earnings less Ded. Maximum selected earnings less Income Tax, CPP,
CPP/QPP/Tax/QUE EI, QPP, Que Tax to a deduction
tax/EI) maximum. Can have
(Ded. Only) employee parameters.

81 Rate * (selected Ded. Rate A calculation based on a deduction rate
deductions + of previously calculated deductions
QPP/QUE Tax, plus CPP, QPP, Tax, Que Tax and EI
CPP/EI/TAX) paid for the deduction only.

(Ded. Only) Can have employee parameters
82 Fixed Amount to a Ded. Amount A calculation that uses a fixed amount
YTD Max Ded. YTD Max for the deduction and/or benefit to the
Ben. Amount maximum YTD deduction and/or
Ben. YTD Max benefit amount. If no maximums are
specified it uses YMPE. The deduction
and/or benefit can be zero.
Can have employee parameters.

83 % <YMPE + % <YMPE This calculation is done on a yearly
% >YMPE % >YMPE basis of pensionable earnings plus any
(Ben only) pensionable benefits at a percentage
On YTD pensionable less than YMPE + a percent are greater
earnings + than YMPE. For the benefit only.
pensionable benefits

84 % <YMPE + % <YMPE This calculation is done on a per pay
% >YMPE % >YMPE period basis on a percentage of selected
on selected earnings earnings less than YMPE + a
(Ben. only) percentage greater than YMPE for

benefit only.
The YMPE amount and the number of
pay periods are used in the calculation.

85 Rate * Selected Ded. Rate This calculation takes a rate times the
Earnings divided by  |Ben. Rate selected earning divided by the selected
UIC Hours UIC hours.
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Code Calculation Parameters Description

86 Steel Workers Union |Ded. Percent Deduction code developed for custom
on selected earnings | Ded. Rate use.
and Non Selected % If selected earnings or non-selected
EI Hours Ben. rate of Ded hourly earnings are greater then zero

the calculation takes the lessor of a
percentage of selected earnings or a
deduction rate of selected earnings
divided by EI hours. The calculation
adds a percentage of non-selected
hourly earnings. The benefit is a rate of
the deduction make the first sentence.

87 % of selected earnings | Ded. Percent This calculates a deduction and/or
(to a minimum) Ded. Minimum benefit percent on selected earnings and

Ben. Percent will use the minimum deduction and/or
Ben. Minimum benefit if specified.

88 Fixed Amount on Min. Hours (8) The calculation searches the table for
selected hours (table |Ded. Amount (8) when the selected hours are less than
of hours) Ben. Amount (8) the minimum hours in that table row,

the deduction and/or benefit are the
table item fixed amounts for that row.

89 % of taxable income |Ded. Percent Deduction code developed for
and taxable benefit Ben. Percent Northwest Territory special tax. This

calculation takes a percentage of the
total income and taxable benefits for
the deduction and benefit.

90 % <YMPE + % CPP Earnings A calculation done on a pay period
% >YMPE % CPP Exempt basis on a percentage of selected
(on selected earning) |Earnings earnings that are pensionable + a

Ben. Rate * Ded percent that are not pensionable. The
benefit is a rate times the deduction.
The YMPE amount, the basic CPP
exempt amount and the number of pay
periods are used in the calculation.

91 Group Insurance on | Ben. Percent Deduction code developed for custom
selected earnings Ben. Maximum use.

This calculation takes the benefit
percent times the selected earnings to a
maximum benefit. If the benefit is less
than the benefit maximum the
deduction will be the benefit maximum
less the benefit calculated.
Can have employee parameters.

92 Group Insurance on | Ben. Percent Deduction code developed for custom

selected earnings

Ben. Minimum

use.
This calculation takes the benefit
percent times the selected earnings. If
the benefit is less than the benefit
minimum the deduction will be benefit
minimum less the benefit calculated.
Can have employee parameters.
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Code Calculation Parameters Description
93 Equalize Dedution This calculation adds up the deduction
and Benefit amount and benefit amounts for the deductions
list of Deductions in the list and creates compensating
entries to ensure the total deduction and
total benefit amount are equal.
101 Indemnity Calculation |Deduction Rate This code calculates a weekly salary by
Deduction multiplying the standard per pay hours
Percentage percentage in parameter 2. The value
Maximum Earnings in Parameter 3 is used as a maximum
Benefi for the weekly salary. The deduction is
enefit Percentage .
of Deduction calculated as 1/10 of the percentage in

parameter 1 the benefit is calculated as
a percentage of the deduction using
parameter 4.

&~ Codes not appearing in the preceding list are currently disabled. If an additional
deduction calculation code is required, please contact Can-Pay technical support.

Pension deduction/benefit codes: 14, 25, 26, 29, 30, 31, 35, 44, 47, 56, 60, 62, 69, 72,
73, 77, 83, 84, 90.

Indemnity deduction/benefit codes: 32, 38, 39
Disability deduction/benefit codes: 49, 50, 63, 66, 67, 74, 91, 92
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Deduction and Benefit Examples

Field

Description

Deduction Calculation Code No. 1
1) Ded = Ded. Amount
2) Ben = Ben. Amount

Ded. Amount =5
Ben. Amount =3
1) Ded=5
2) Ben=3

Deduction Calculation Code No. 2
1) Ded = Earnings * Ded. Rate
2) Ben= Earnings * Ben. Rate

Ded. Percent = 5
Ben. Percent = 3
1) Ded = 1,000 * 5/100 = 50
2) Ben= 1,000 * 3/100 = 30

Deduction Calculation Code No. 3
1) Ded = Total-Hours * Ded. Rate
2) Ben = Total-Hours * Ben. Rate

Ded. Rate = .50
Ben. Rate = .30
1) Ded =80 * .50 = 40.
2) Ben=80 * 30 =24.

Deduction Calculation Code No. 4
1) Ded = Hourly Rate * Ded. Rate
2) Ben = Hourly Rate * Ben. Rate

Ded. Rate = .10
Ben. Rate = .15
1) Ded =5.40 * .10= .54
2) Ben=540%* 15= 81

Deduction Calculation Code No. 8

1) Ded = Earning * Ded. Percent

If Ded+YTD-Ded> Ded-Max-YTD
Ded + Ded-Max-YTD less YTD-DED
2) Ben = Earning * Ben-Max-Percent
If Ben=YTD - BEN > Ben-Max-YTD
Ben = Ben. Percent less YTD - BEN

YTD-DED = 90

YTD-BEN = 50

Ded. Percent =2

Ben. Percent =1

Ded Max YTD = 12

Ben Max YTD =75

Ded = 1000 * 2/100 = 20

If 20 + 90 >100 Then Ded = (100-90)
Ben = 1000 * 1/100 = 10

If 10+ 50 > 75 Then Ben = (75-50)

Deduction Calculation Code No.9

1) Ded= Earnings * Deduction Percent

If Ded + YTD-Ded > Deduction Max YTD
Ded = Ded-Max-YTD less YTD-Ded

2) Ben=0

YTD-DED = 20

Ded. Percent = 1

Ded. Max YTD = 50

Ded = 1000 * 1/100 = 10

If 10+20 >50 Then Ded = (50-20)
2) Ben=0

Deduction Calculation Code No. 11 Ded. Rate = .10

1) DED = MULT-HOURS * Ded. Rate 1) Ded =85 * .10 =8.50
2) Ben=0 2) Ben=0

Deduction Calculation Code No. 12 Ben. Rate = .10

1) Ded=0 1) Ded=0

2) Ben = Mult-Hours * Ben. Rate

2) Ben=85*.10=8.50

Deduction Calculation Code No. 13

1) Ded = Deduction Amount

If Ded + YTD=DED > DED-YTD-MAX
Ded = DED-MAX-YTD less YTD-DED

YTD-DED=15.00

Ded. Amount = 7.50

Ded. Max YTD = .75

1) Ded =7.50

If 7.50 + 15.00> Then Ded = 75-15
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Deduction Calculation Code No. 14

If Curr- Earn > (CPP-CONST/PP)
Move (CPP-CONST/PP) to below
Move CURR-EARN-BELOW to above
else move 0 to above

Move Curr-Earn to below

Ded=(below * param (1)/100) +

(above * Param (2)/100)

Ben = Ded * Param (3)

Param (1) =5

Param (2) =7

Param (3) =2

35,400 /26 = 1361.54

Above =0

Below = 1000

Ded = (1000 * 5/100) + (0 * 7/100) = 50
Ben =2 *50 = 100
CPP-CONST=35400

PP= 26
Deduction Calculation Code No. 15 Param (1) = .10
Ded= Mult-Hours * Param (1) Param (2) = .20

Ben + Mult-Hours * Param (2)

Ded =85 *.10=8.50
Ben=285*.20=17.00

Deduction Calculation Code No. 20
Annual = Curr-Earn * PP * Param (3)
Rounded up to next thousand

If annual < Param (s) * 1000 Then
Annual = Param (5) * 1000

If Annual > Prama (4) * 1000 Then
Annual = Param (4) * 1000

Ded = Annual * Param (1) /1000

Ben = Annual * Param (2) /1000

Param (1) =.15

Param (2) =.25

Param (3) =2

Param (4) =55

Param (5) = 25

Annual = 1000 * 26 * 2 = 52000

If 52000 < 15000 Then annual = 15000
If 5200 > 15000 then annual = 55000
Ded = 52000 * .15/10000 = 7.8

Ben = 52000 * 25/1000 = 13.00
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Accumulators

Payroll Accumulator Types

What is an Accumulator used For?

Accumulator types are used to define the method used to accumulate values based on
other values processed during the payroll calculation.

Examples of Accumulator Types

Value to Accumulate Description

Vacation Entitlements Vacation entitlements are commonly calculated at a percentage of
the earnings that are subject to vacation pay. Different base rates
apply in different provinces. For example: in Manitoba vacation
entitlements are accumulated at a rate of 4% on regular carnings.

Sick Pay Sick pay entitlements may be calculated as a percentage of the
total amount of a selected list of earnings.

Seniority Seniority is commonly calculated as the total hours worked for a
selected list of earning types.

Creating the Master Accumulator Types

GrandMaster Suite Payroll allows you to have up to 200 different accumulator types.
Each type determines a category of accumulator for an employee. The
ACCUMULATORS choice on the DATA menu is used to access the accumulator
update function.

Because the GrandMaster Suite payroll supports date sensitive processing, several
accumulators of each type may be present. Each one will cover a particular date range.
When you insert a new accumulator with the same number as an existing one you must
specify a date range for the new accumulator that is later than the date range in use for
the existing accumulator.
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The Accumulator List screen is displayed when you select the Accumulators option
from the Data menu. The Accumulator list screen appears as follows:

B8 Payioll Accumulators List [z N
File Help

DATA

4] (1]

| OK | | Cancel | | Insert | I_deate I | Delete |

The window title may be either Payroll Accumulators List or Global Accumulators
List depending on whether or not you are sharing the accumulators with other payrolls.
(Global Accumulators are shared between payrolls, Payroll Accumulators are not

shared).

OK The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.

CANCEL The CANCEL button, or the Exit option in the File menu, will exit the dialog box
without saving any changes.

INSERT The INSERT button is used to insert a new accumulator to the list.

UPDATE The UPDATE button is used to update an existing accumulator in the list.

DELETE The DELETE button is used to delete an existing accumulator in the list.

Can-Pay Computer Software 89




3 - Data

The INSERT button is used to add a new accumulator type to the list. When this button
is pressed a dialog box will appear that asks for the accumulator type number. The
Insert New Accumulator screen appears as follows:

fa Insert Hew Accumulator
Number: | I

| 0K I ‘ Cancel |

If you enter the number of an existing accumulator type, that accumulator will be
retrieved for update.

It is recommended that the accumulator codes be assigned in numeric sequence
beginning at number 1. This will improve processing and display times.

The Accumulator Update screen contains a notebook with seven pages. Each of these
pages contains information that is used for the processing of accumulators.
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The General page contains fields for describing the accumulator and setting the
effective date range of the accumulator type.

When you select the General tab on the Accumulator Update the following screen
will appear:

E4 Payroll Accumulator Update

File Help

[
<2 Accumulator: 1
:ﬁ
:|El Description: VAC
i Short: Fixed
3 Calculate ‘

~Effective Date <
T =
Fl
:ﬁ From: I Until: I s <C
3 Control Q
=|EI ~Accumulator Usage Control
Earnings |

3 ® Enabled {0 Disabled arnings
- Selections
:ﬁ
:ﬁ
ZF'Page 1of 7 il

| OK I | Cancel |

The following table gives a description of the screen:

Field Description

Accumulator This field displays the code number of the accumulator.

Description The long description is used for reporting, and for descriptions on
screen displays.

Short The short description is used on pay statements.

From This field is used to set the starting date of the effective date range
for the accumulator.

Until This field is used to set the end date of the effective date range for
the accumulator,

Accumulator This field contains two buttons that are used to Enable or Disable

Usage Control the uses of the accumulator type. When the accumulator type is
disabled the accumulator will not be used for pay processing.
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The Fixed page contains fields that are used to input fixed amounts for the
accumulator processing. When you select the Fixed tab on the Accumulator Update
the following screen will appear:

| Pavwol boowmudobon Updobe |
Fila Help
5 - Fload Walses
S | Amomt | Units: | General
S | [ Uk Fioeeel Vidises Fissadd
. Caloulwie
'-: Mazximimm Yalms _ Flage
S ML | Unitx | Conirid
' _YTD Maschmmms Exmeniege
j Ampunt: | Umitz | Bl Liorrs
FPage £ o 7 .
<
[ ] Comen
The following table gives a description of the screen:
Field ‘ Description
Fixed Values
Amount This field contains the values that should be accumulated for an
employee for each period based on the values in the Evaluation
box.
Units This field contains the values that should be accumulated for an
employee for each period based on the values in the Evaluation
box.

Use Fixed Values |If this box is checked the amount/units in the fixed value fields
will be processed according to the parameters set for the evaluation
period and will disregard any calculation results.

Maximum Values

Amount This field restricts the amounts accumulated to the maximum value
in the field. If the field contains zero(blank) the accumulator is not
restricted to a maximum value.

Units This field restricts the units accumulated to the maximum value in
the field. If the field contains zero (blank) the accumulator is not
restricted to a maximum value.

YTD Maximums

Amount This field restricts the amounts accumulated to the YTD maximum
in the field. If the field contains zero(blank) the accumulator is not
restricted to a maximum YTD value.

Units This field restricts the units accumulated to the YTD maximums in
the field. If the field contains zero (blank) the accumulator is not
restricted to a maximum YTD value
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The Calculate page is used to set the values for the calculation to determine the
amounts to be added to the accumulator. When you select the Calculate tab on the
Accumulator Update, the following screen will appear:

Payioll fucuislatei Dpdale
Ede  Help
S Calolation Code 77 % ol Esnings T
1 Pmameser Tables | l R
=I Pt imvitsad G blig: I 1] o i biim Pt v Fizanl
% Pwmmeter List: % Rale FRCT] 4 | Colcslwe
: A
: ® FoaniE redun-| Frrrres afe [BE L Comteal <
i x L H
W e 3
= Gelertion | 7] — I _._.-I Bl i Ui
'"Page 1 0l J -
| e I -
The following table gives a description of the screen:
Field Description
Calculation Code This field is used to enter the number of the calculation code that will

be used to calculate the value to add to the accumulator. A list of
calculation codes can be displayed by pressing the F8 key when the
Calculation Code field is selected.

Parameter Table This field is used to enter the name of a parameter table. A list of the
tables already defined can be obtained by pressing the F8 key when
the Parameter field is selected.

Parameter Group This field is used to enter the default group (row) for the accumulator
type.

Custom Parameters |This ficld is used to determine if a Named Table or a Custom
Parameter table will be used in the calculation for the accumulator

type.

Parameters This area contains fields used to call up a screen that is used to enter
the custom parameters.

Selection This arca contains fields used to select the earnings, deductions, or
benefits that will be used for this calculation code.
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The PARAMETERS button is used to call up a screen that is used to enter the custom
table parameters. The screen shows a list of the values in the parameter table. The
Custom Accumulators Parameter Table appears as follows:

B4 Custom Deduction Parameter Table = = =
File

Calculation Code: 1 Fixed dollar amount

Parameters used: 2

Ded AmountBen Amount
12.0000 13.0000
14.0000 15.0000
16.0000 17.0000
18.0000 19.0000
20.0000 21.0000
0.0000 0.0000

el

[ok] | cancel |

The values in a row of the list are updated by double-clicking on the row. This will
display a screen that is used to update the individual parameters in the row. The
employee accumulator set up will select a particular row in the table to use for the
employee calculation.

The SELECTION button is used to call up a screen that can be used to select the
earnings, deductions, or benefits that will be summarized for this calculation code.
The Payroll Earnings Selection screen appears as follows:

Payroll Earnings Selection - NEW [z =
File Help
0001 Reqular (4

0011 Sick Pay from regular

M

0K ‘Qancell |Clear §electi0ns| @ Include J Exclude

The calculation code requirements decides the type of list that will be displayed. Items
inthe list are selected by clicking on them with the mouse. Any number of items can be
selected from the list. You may also use the Include/Exclude buttons to indicate an
exclude list rather than an include list. An exclude list selects only the items that are
NOT to be included for the calculation.
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The Flags page contains settings that are used to control the use of the accumulator
type. When you select the Flags tab on the Accumulator Update the following
screen will appear:

T
Fila  chop
i Py iy Flags
+ Jogrrl irn Arcummdste Ganmal
i _ Pl fcpamdsin @ Tegs i
: Bukwaabs Fnpl
[§
T e ———— it
Tl Cparirg Nulwas in Heaali g
, b sk Las = <
W iy Floh Py ul el iy HAL H
i Emnlsp <C
Pk i Q
:
P o ol T -
k 1

The following table gives a description of the screen:

Field Description

Journalize Accumulator This field is used to indicate that you want the values
added to or subtracted from the accumulator type to be
included in the payroll journal entry.

Print Accumulator on Cheque |This field is used to indicate that you want the value of
the accumulator to be printed on the cheque stub.

Automatic Payout This field is used to indicate that you want any amounts
added to the accumulator during the pay calculation to
be immediately paid out using the prime earning set on
the Earnings Page.

Allow Negative Accumulator |This field indicates that you want the accumulator to be
allowed to be negative when subtracting amounts from
that accumulator.

Set Opening Balance to Result | This field is used to indicate that the opening value of
the accumulator at the beginning of an evaluation
period is set to either the results of a calculation or the
fixed values established clearing any previous balances.

Accumulator Use This field indicates the type of accumulator being setup.
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The Control Page is used to set the conditions for the use of the deduction type by
employees. When you select the Control tab on the Accumulator Update the
following screen will appear:

Fila  Help
— - Buctmiml st Uhisge Central :

L Ml Tan On for Evpdoges vl
= | [ iwags On for Emploges -
m ey Tyew THE e Ermployges '

o Bl Meds icallon 58 Cepleges Level | Fontie

_: Frvlunion Fizge
= | Mo [ DewFay semben [ —

* Fer P Fer (aowier .
Hur Haalh Fer few Esmings

o [ Pay Perisd si Haaih iay [y o Festh Flarians
': CEnpliegew Annerem sy JComgany Amnboenaey

Page 5wl T = -

[ ] g

The following table gives a description of the screen:

Field Description

Accumulator Usage Control: This box contains four buttons that determine the
default processing of the accumulator for the employee.

Must Tarn On for This field sets the option that requires that the deduction
Employee be enabled at the employee level before the accumulator
will affect the employee’s pay.

Always On for Employee |This field sets the option that the accumulator will always
affect all employees’ pay. This option prevents the
accumulator from being turned off for an employee.

May Turn Off for This field sets the option that the accumulator will affect

Employee the employees pay unless the accumulator is disabled at
the employee level.

Allow Modification at This field allows the selection of or changes to parameter

Employee Level values for the calculation of the accumulator. If this is not

turned on no changes to the default parameters are allowed
at the employee level.

Evaluation: this box provides for several different types of evaluations periods
which can be selected from for determining when an accumulator will calculate.

Per Pay When this option is selected the accumulator processing
will occur for each pay period. The system automatically
defaults to this option.

Per Month When this option is selected the accumulator processing
will occur once for each month. The “month” box must
have the first month that this evaluation period will begin
entered. If no day is input to the “day/pay number box™
the system defaults to the first day of the month.
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Description

Pay Period of Month

When this option is selected the accumulator processing
will occur on the specified “day/pay number” that has
been input.

Employee Anniversary

When this option is selected the accumulator processing
will occur on the annual anniversary of each employee
according to their payroll specific dates. This is also
dependent on the accumulator usage being set accurately.

Per Quarter

When this option is selected the accumulator processing
will occur once every three months. The first month of the
first quarter of the fiscal or calendar year must be specified
in the “month” box. If no “day/pay number” is specified
the system will default to the first day of the quarter.

Per Year

When this option is selected the accumulator processing
will occur once a year. The first month of the fiscal or
calendar year must be specified in the “month” box. If no
“day/pay number” is specified the system will default to
the first day of the year month.

Pay Day of Month

When this option is selected the accumulator processing
will occur on each specified pay day of each month. The
“day/pay number” must be input.

Company Anniversary

When this option is selected the accumulator processing
will occur on the company specified anniversary date from
the payroll date notebook. This is also dependent on the
accumulator usage being set accurately.
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The Earnings page contains fields that are used to set the Prime Earning for an
accumulator type and to set up a list of additional earnings for an accumulator type.
When you select the Earnings tab on the Accumulator Update the following screen
will appear:

[ rarod sttt ]
Flla s
5 Prina Eavig [ B WAL HHS I d
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-. il
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i LI, LX)
] _fmem |
The following table gives a description of the screen:
Field Description
Prime Earning This field contains the earning type that will be used to pay out
values from the accumulator in most circumstances.
Additional This field contains a list of additional earnings that can beselected
Earnings/Update from to reduce an accumulator once the update button is pressed.
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When you choose the Selections tab on the Accumulator Update the following
screen will appear:

File  Help
i - Pozitign Selections
5 Ganaral
= Subarc! Pusilism i
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The following table gives a description of the screen:

Field Description

Select Positions | This button is used to select positions for the accumulator update.

Select Categories | This button is used to select categories for the accumulator update.

Select Provinces | This button is used to select provinces for the accumulator update.

Include When this box is checked the position, category or province will be
included in the update.
Exclude When this box is checked the position, category or province will be

excluded from the update.
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Accumulator Calculation Codes

No.

Option Code

Description

% of Earnings

Calculation will be performed based on selected
earnings times the employee’s rate, and the resulting
answer will be added to the accumulating balance.

% of Earnings (Taxed)

Calculation will be performed based on selected
earnings times the employee's rate, and the resulting
answer is taxed in the current pay period, then
added to the accumulating balance.

% of Hours

Calculation will be performed based on selected
hours times the employee's rate, and the resulting
answer will be added to the accumulating balance.

Fixed Amount

This calculation code allows for a fixed dollar
amount to be added to the accumulator balance.

No Calculation

No calculation is performed.

Fixed Hours

This calculation code allows for a fixed number of
hours to be added to the accumulator balance.

Rate * Hrs/Norm Hrs
(Rate of Hourly Rate)

Calculation will be performed based on selected rate
times the total hours divided by normal hours, and
the resulting answer will be added to the
accumulating balance.

% of Earnings (Taxed, WCB)

Calculation will be performed based on selected
earnings times the employee's rate, and the resulting
answer is taxed in the current pay period, subject to
WCB, then added to the accumulating balance.
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Accumulator Processing

Accumulator Treatments

Vacation Accumulator

m Vacation accumulators will track a ten (10) year history of vacation
entitlements plus the current year.

m If'the vacation is not taken within a 10 year period the vacation entitlement is
retained as if it occurred for the tenth year.

DATA

m When vacation is taken the oldest vacation entitlement is reduced first.

m Vacation taken or paid out is always paid at the current rate of pay for the
employee. The rate is based on the pay rate specified for the accumulator’s
prime earning.

Re-valuation of vacation dollar amounts.

m When the vacation accumulator is processed during a pay calculation the value
of the vacation entitlement hours is calculated using the accumulator prime
earning rate. If this valuation results in a different dollar value for the vacation
entitlements in prior years, a transaction will be generated for the journal entry
that contains the dollar value change for the entitlement. The value of the
change will be allocated to the accumulators expense & liability accounts.

m When vacation entitlements is acquired as a dollar % of earnings, the hour
entitlements will be calculated based on the accumulator prime earning.

Paying out Vacation

Three transactions are available that will pay out vacation entitlements.

1. Payout all of an accumulator balance. This transaction pays out the entire
balance of an accumulator.

2. Payout part of an accumulator balance. This transaction pays out a specified
number of hours & dollars of an accumulator.

&~ Ifthe dollar value paid out does not reflect the number of hours at the current rate of
pay the accumulator dollar balance will be subject to revaluation.
3. Earnings transaction for the prime earning or one of the additional earnings
specified for an accumulator.

&~  Method 1 or Method 3 are the preferred techniques for paying out vacation
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Paying out Vacation for Salaried Personnel

When an employee has a “permanent” number of hours set for regular wages, the
earning used for vacation taken should be set up to “contra” the regular wages earning.

<

When vacation is “contra” to regular wages, the amounts for vacation taken is
subtracted from regular wages.
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Distribution Tables

INSERT

COPY

UPDATE

DELETE

Distribution tables are used to define the relationship between payroll earnings,
deductions, benefits, accumulators, and statutory deductions and your general ledger
package.

A distribution table contains the general ledger codes that are associated with the
payroll earnings, deductions, benefits, and statutory deductions. These general ledger
codes are used when the payroll prepares the journal entry file for export to your
general ledger.

Each payroll has a default distribution table that is used when no other distribution
table specification is available. Distribution tables can be associated with individual
employees or with positions. The Employee Hours Entry data entry functions can
specify a distribution table code with each entry line.

DATA

When the pay calculation is done the amounts for earnings, deductions, benefits, and
statutory deductions are summarized by the distribution table used for the amount.
These summaries are then used to produce the journal entry file.

Distribution tables are used so that the person processing employee hours does not
have to be familiar with the company general ledger coding structure. The entry work
only requires that the name of a distribution table be associated with the hours worked.

The DISTRIBUTION TABLES choice under the DATA menu on the payroll menu is
used to display a list of the existing distribution tables. The distribution tables screen
appears as follows:

Elle Help
| ADHIH Miminfstration wages dist bl ion =
FRACTORY Factory Wages Al locatlon

SALES Sales depariment wages al locat ion

Caneel | Insert chpy | _Update | Delete |

The INSERT button is used to insert a new distribution table.
The COPY button is used to make a copy of an existing table.
The UPDATE button is used to update the distribution table that is selected

The DELETE button is used to delete a distribution table.
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When the INSERT button is pressed a dialog box is displayed that requests the name
of the table to insert. The Insert New Table screen appears as follows:

Ta

g8 Insert New Table

ble Code: |

OK Cancel

The Distribution Table Update screen displays the existing statutory deductions,
earnings, deductions and accumulatorsin alistbox. This screen appears as follows:

File Help

Cadle; L‘,""'_',. il

[escriprion |.|!|d|||I|i:-IraEir.I|1 waged disirbulion

E

From |I}E|[II}.|'[II}.|'[IB To: |00 0606

Ganeral Ledger Distribution Table

[ok] cance Update |

Payroll 1 Hel Payroll 1234, . . &
Fayroll Z Arreanrs - . . .

Statutary 1 Federal Tax i 5 il
Statutory Z Prowincial Tax - 1234, . .

Statutory A |
Statutary i C.P.F.

Statutory 3 O.F.F. - &l
1{--..|.._|ﬂ;|. [ L - - |

Distribution Table Updatea

tfactive Date Ranga

The following table gives a description of the screen:

Field Description

Code This field contains the code of the distribution table. Several distribution
tables may be present with the same code as long as they have different
effective date ranges.

Description This field contains a description of the distribution table.

Effective Date This field allows you to enter the start and end date of the date range for

Range which the distribution table record will be in effect.

General Ledger | This field displays the different earnings, deductions and accumulators

Distribution present in the payroll. Beside the description of the item the general

Table ledger codes associated are listed.
These fields are grouped by class. The classes used are: Payroll,
Statutory, Earnings, Deductions and Accumulators.
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OK The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.
CANCEL The CANCEL button, or the Exit option in the File menu, will exit the dialog box

without saving any changes.
UPDATE The UPDATE button will update the distribution table.

An item on the list can be updated by double-clicking on the item, or by selecting the
item and then pressing the UPDATE button. The following screen will appear:

T R | - <
File Help <QC
Entry for: 1 Het Payroll

Payroll
’VExpense: 119993919

| 0K I | Cancel |

A dialog box is displayed to update the general ledger codes for each item. The
number of general ledger codes requested depends on the type of the item. Payroll
items require the entry of only a single general ledger code. Statutory items require
two general ledger codes, one for the liability, the second for the expense. Earnings
require the entry of a single general ledger code. Deductions require the entry of up to
four general ledger codes, a liability and expense for the deduction and a liability and
expense for the benefit. Accumulators require the entry of up to four general ledger
codes, aliability and expense for the accrual of the accumulator amounts and a liability
and expense for the pay out of the accumulator amounts.
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The following sub menu is available under the Employee Model Definition option in

the Data menu:

File m Employee Calculation Reports Year-End Help

&4 Grandidaster Payroll |z N |

Payroll Information

EFT Settings 3
worker's Comp Settings
Provincial Health Settings

Rate Tables 3

Eamnings b
Deductions
Accumulators

Distribution Tables

Employee Model Definition ) ™ fmployee Model Definition

calender Update Update Employees with Model

Standard Work Week
Standard Earnings Use

Import Functions 3

Two functions are available to you here. You may:
m Define an employee model

m Update employees with a model
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Employee Model Definition

OK

CANCEL

INSERT

COPY

UPDATE

DELETE

Employee Models are used to simplify the set up of employee earnings, deductions
and accumulators, and to allow the mass update of the employees in a particular class
when changes are made to the earnings, deductions and accumulators for a class of
employees.

An Employee Model contains a list of earnings, deductions, and accumulators that
have been set up for the employees in the class. When a new employee is added to the
payroll, specify the class for the employee and the employees earnings, deductions
and accumulators will be automatically set up according to the model as previously
defined.

The Employee Model Definition choice in the Data menu is used to set up and
maintain the employee model definitions. This choice displays alist of the employee
models that have been defined. The Employee Model List screen appears as
follows:

= 7 o [
File Help
R === 1 e EEE— 3
WORKER General Labour
&
| 0K I | Cancel | | Insert | | cOpy | | Update | | Delete |

The OK button, or the Save option in the File menu, will save any changes made in the
dialog box.

The CANCEL button, or the Exit option in the File menu, will exit the dialog box
without saving any changes.

The INSERT button is used to insert a new employee model.
The COPY button is used to make a copy of an existing employee model.
The UPDATE button is used to update the employee model that is selected.

The DELETE button is used to delete an employee model.
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When the INSERT button is pressed the following screen will appear:

g4 Insert New Model

Model Code: |

| 0K I ‘ Cancel |

The Employee Model Update screen is used to mark the earnings, deductions, and
accumulators that are assigned to employees in the model. The screen contains a
notebook with four pages. Three of the pages contain lists of the earnings, deductions
and accumulators that are used for the Employee Model. The fourth page contains
settings for several of the payroll specific information fields.

When you select the Earnings tab on the Employee Model Update, the following
screen will appear:

£ Employee Model Update |z RNl
File Help

Code: DIHG

Description: |General Labour

From: II]I]I]I]II]I]!I]I] To: II]I]I]I]:’I]I]!I]I]

Earnings

1 new one
2 one more

3 old one Deduct

5 [T

Earnings I

I
=
=
=
=
=
3
3
=

Cancel |

The following table gives a description of the data fields.

Field Description

Code This field contains a code name or number of the model
update

Description | This field contains a description of the model update.

From This field contains the starting date of the Employee model

update.
To This field contains the ending date of the employee model

update.

The EARNINGS button brings up a list of existing earnings tp choose from. Select
one or more earnings that apply to the Employee Model being defined.
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Selecting the Deduct(deductions) tab will cause the following screen to appear:

Filn  tinlp

Cades Ok

Drevscoringd i oms General Labour

Froe: ooonsonson  Teo  [DOO0SO0S00

1 [ "

= Eanings

= { " Decact
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0 Deductions | <

[ L z
A

Gancel |

The DEDUCTIONS button brings up a list of existing deductions to chose from.
Select one or more deductions that may apply to the model being defined.

Selecting the Accum(accumulators) tab will cause the following screen to appear:

E4 Employee Model Update = o E
File Help

Code: DING

Description: General Labour

From: 0000700400 To: II]I]I]I]!I]I]!I]I]

[

% B

= f W

:ﬁ

:ﬁ ﬂ ....... 5
3 x| =] Setting
=9 gccumulatursl

:lil

Cancel I

The ACCUMULATORS button brings up a list of existing accumulators to choose
from. Select one or more accumulators that may apply to the model being defined.
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Selecting the SETTING tab will cause the following screen to appear:

= Z)\< Fl
File Help

Code: DING

Description: General Labour

From: [oooos00700 | Ta lm
::_;l Rev Can: FULL RATE =l
T Base Earning: 1 new one @
3 Position AIDE Hurses Aide Deduct
3 Distribution: [SALES | Sales department wage
= WCB Code: 3 WCB Province: IW | Setting ;
3 Stats Can: L] II]_

Cancel I

The following table gives a description of the data fields:

Field Description
Code This field contains a code name or number of the model
update
Description | This field contains a description of the model update.
From This field contains the starting date of the model update.
To This field contains the ending date of the model update.
Rev Can This field indicates whether Revenue Canada full rate or

reduced rate applies.

Base Earning

This field contains the base carning code. If you press the
F8 key while in this field, a list of existing earnings will
appear.

Position This field contains the position of the employee. If you
press the F8 key while in this field, a list of existing
positions will appear.

Distribution | This field contains the name of the distribution table. If you
press the F8 key while in this field, a list of existing
distribution tables will appear.

WCB This field contains the WCB code.
WCB Province |This ficld contains the WCB province. If you press the F8
key in this field a list of existing provinces will appear.
Stats Can These fields contains the Statistics Canada codes.
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Update Employees with Model

This screen is used to update the employee settings for earnings, deductions, and
accumulators used with any changes made in the employee model. Only employees
set up with the model are affected.

&4 Update Employees with Hodel = o =
File Help
Model: 0222 General Labour

DATA

[Zi Remove Types that are not in model

| 0K I | Cancel |

The following table gives a description of the screen:

Field Description
Model This field is used to enter the model name.
Remove Types This check box is used to remove earnings, deductions and
accumulators that are not in the employee model.

(&~  The option to Remove Types will delete types set up for the employee that are not
present in the model.
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Calendar Update

The Payroll module allows the use of special processing for specific dates through a
system calendar. This calendar may be used to specify statutory and special company
holidays. When the organization chart position requirements are used the calendar
may also be used to control the inclusion or exclusion of positions for scheduling.

The Calendar Update option brings up the following dialog box when selected:

v Calendar Update Date Selection ﬂg

File Help

Date: |1994/01/01

OK | | Exit |

The date can be entered by typing it in or by selecting a defined calendar date from a
list.

F8(list) A list of all the defined calendar dates will appear if the F8 key is pressed, or by
selecting the List option from the File menu. The list will appear as follows:

w4 Calendar List Screen ﬂg

File Help
1994101/01 H H YYYYY NNNNN ]
1995/01/01 H

199503401 H
1995/04/14 HH
1995405422 HH
1995408413 H
1995/09/26
1995112125

0K Cancel H Insert | | Update | | Delete |

&~ If no dates have been previously defined then the list will appear empty.

The list contains the following information from left to right: date, stat holiday code,
company holiday code, excludes (a 1 character code, up to 100 of which can be
entered), and includes (a 1 character code, up to 100 of which can be entered).
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From this screen the user can insert new calendar dates (using the INSERT button),
update defined calendar dates (using the UPDATE button), or delete defined calendar
dates (using the DELETE button).

Update The OK button, or the Update option in the File menu, will allow the user to change
the data for the currently entered date. A date must be entered into the Calendar
Update Date Selection dialog box for this function to work. A dialog box will appear
as follows:

B4 calendar Update _________________Ljs]

File Help
Date: 1994/01/01 =
<
Includes: HNNNN | a
Excludes: YYYYY |

Stat Holiday: E

Company Holiday: E

0K ‘ Cancel |

The following data fields require input:

Field Description

Includes This field may hold up to 100 one character codes to be flagged as included in
the schedule processing.

Excludes This field may hold up to 100 one character codes to be flagged as excluded
from the schedule processing.

Stat Holiday |This ficld holds the code to define the date as a statutory holiday.

Company | This field holds the code to define the date as a company holiday.
Holiday

Esc (exit) The ESC key, the CANCEL button or the Exit option from the File menu will exit the
dialog box without saving changes.
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Defining a New Calendar Date

To define a new calendar date do the following:

1. Select the Calendar Update option from the Setup menu. The Calendar
Update Date Selection dialog box will appear as follows:

14 Calendar Update Date Selection ﬂg

File Help

Date: [1994/01/01

OK | | Exit |

&~ If the date to be defined is already known without checking which dates have been
previously defined in the system, then enter the date directly into the Calendar Update
Date Selection dialog box, and select the OK button, or the Update option from the
Filemenu. This action will bypass the Calendar List Screen and bring up the Calendar
Update dialog box, therefore skip to step five. Otherwise, carry on with step two.

2. When the Calendar Update Date Selection dialog box appears select the F8
key, or the List option from the File menu to obtain a list of all defined
calendar dates. The Calendar List Screen will appear as follows:

w4 Calendar List Screen ﬂg

File Help

199401701 H H YYYYY NNNNN ]
1995¢01/01 H
1995403701
199504714 H
1995{057/22 H
1995408713
1995409726
1995412125

H
H
H
H

0K Cancel H Insert | | Update | ‘ Delete |

For information about the contents of this screen, refer to Calendar Update section of
this manual on the previous page.
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3. Select the INSERT button at the bottom of the Calendar List Screen to enter in a
new calendar date. A dialog box will appear as follows:

Insert Hew Date

Date:  0000/00/00 |

| 0Ok I | Cancel |

4. Enter the date in the Insert New Date dialog box, and select the OK button.
The Calendar Update dialog box will appear as follows:

Bd CalendarUpdate NN}
File Help JD :Hg
a
Date: 1994701701
Includes: INNNNN |
Excludes: YYYyy |

Stat Holiday: El

Company Holiday: E

0K | Cancel |

5. Within the Calendar Update dialog box enter the required information to
define the calendar date.

For information about the data fields within this dialog box see the previous
description of this dialog box in the Calendar Update section of this manual, page 113.

6. Select the OK button, or the Save option from the File menu, when all the
information has been entered correctly.
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Deleting an Existing Calendar Date

To delete a previously defined calendar date follow these steps:

1. Select the Calendar Update option in the Data menu.

2. When the Calendar Update Date Selection dialog box appears press the F8 key,
or the List option from the File menu to obtain a list of all defined calendar
dates.

3. Move the selection bar to the calendar date to delete.
4. Select the DELETE button at the bottom of the Calendar List Screen.

5. A message will appear asking you to confirm the deletion. Select the YES
button to delete, the NO button to cancel the deletion process.
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Standard Work Week

Selecting the Standard Work Week option from the Data menu will bring up the

following dialog box:
Ed Payroll Standard Work Week ____________________ IS

File Help

Days of Week: | |

Hours in Week: | .00 |

~Hours by Day <
Sunday: Thursday: g
Monday: Friday:
Tuesday: Saturday:
Wednesday:

Cancel

The following table contains descriptions of the data fields within the dialog box:

Field

Description

Days of Week

Monday - 2 etc.

This field contains the days represented by the day of the week. Sunday - 1

Hours in Week | This field contains the total number of hours worked in a week.

Hours by Day |This table breaks out the hours worked per day. If you change the hours in a
day the total hours in the week will be updated.
OK The OK button, or the Save option from the File menu, will save any changes made in
the dialog box.
Cancel The ESC key, CANCEL button, or the Exit option from the File menu will exit the dialog
box.
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Selecting the Standard Earnings Use option will bring up the following dialog box:

&4 Standard Earnings Update HE'
File Help

Payroll: LORHE Lorne's Test Payroll

Yacation: Regular

Stat Holiday: Overtime Earnings

Sick Leave: Regular
Training: Regular
Time Off In Lieu: Reqular
On Call: Double Time

Other Leave:

| Type Earnings |

ualalulslsfs

The following table contains descriptions of the data fields in the dialog box:

Field Description

Payroll This field contains the name of the currently selected payroll.

Vacation This field is used to enter the earning that will be used for vacation pay.

Stat Holiday |This field is used to enter the earning that will be used for statutory holiday
pay.
Sick Leave |This field is used to enter the earning that will be used for sick leave pay.

Training This field is used to enter the carning that will be used for training pay.

Time Off in | This ficld is used to enter the earning that will be used for time off in licu pay.
Lieu
On Call This field is used to enter the carning that will be used for on call pay.

Other Leave |This ficld is used to enter the earning that will be used for other leave pay.
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The F8 key, or the List option from the File menu, will bring up a list of earning types,
as follows:

Grandmaster Earnings Listing Z| =

R
File Help

1 Reqular
2 Overtime Earnings
3 Double Time

| OK I | Cancel |

The fields shown in the list box are:

Field Description

Earning Code This code is used to identify the earning.

Earning Description | This code is the description used to describe the
earning.

The OK button, or the Save option from the File menu, will save any changes made in
the dialog box.

The ESC key, CANCEL button, or Exit option from the File menu, will exit the dialog
box without saving any changes.
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When the TYPE EARNINGS button is selected the following screen will appear:

4 Leave Type Earnings

| ¥acation Type Earnings

| Sick Leave Type Earnings

| Training Type Earnings

| In Lieu Type Earnings

| On Call Type Earnings

| Other Leave Type Earnings |

This screen is used to set up different earnings for each type of leave. When payout of
different types must be differentiated by earning type, an earning is assigned to the
leave type.

For Example: Sick leave may be paid out as personal or family sick leave.

Other Leave types may require different earning types for union leave, unpaid leave of
absence, or paid leave.
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Import

When the user selects the Import Functions option from the Data menu, the following
screen will appear:

Grandtdaster Payroll (DED - TEST) [z N |

”
File m Groups Employee Calculation Reports Year-End Help

Payroll Information

EET Settings |
worker's Comp Settings

ded Provincial Health Settings

Rate Tables I

Earmnings |
Deductions
Accumulators

Distiibution Tables
Employee Model Definition |

calender Update

standard Work Week
Standard Eamnings Use

Impori/Export Functions  » I import Pay Hours

Import Overrides
Import Employee Hames

DATA

Export Employee Hames
Export Pay Hours

The following options are available to the user:
= Import Pay Hours
m Import Overrides
» Import Employee Names
m Export Employee Names
m Export Pay Hours
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Import Pay Hours

When the user selects Import Pay Hours from the Data menu, the following screen
will appear:

File Help

&4 Payhour Import - Fixed or Delimited - DED-TEST = = =

i

~Filename to Import
|| Import ]
Dat
(J Fixed Length @ Delimited File ates
Delimited
~Import Options
. . . Fixed ]
[Z] Skip Records with no Earning Code

[Zi Print Valid Imports on Verify
[Z] Skip Records with no Import Values

Default Date [If not in file]

Il]l]l]l]fl]l]fl]l]

A A A A A A

| Process |

| Cancel |

The following table gives a description of the data fields.

Field Description
Filename to Import This field contains the filename you want to import.
Delimited File Choosing the “Delimited” file button will use the field
position numbers on the “Delimited” tab to interpret the file
data.
Fixed Length Choosing the “Fixed Length” file button will use the field
offset and lengths on the “Fixed™ tab to interpret the file data.
Skip Records with no When this field is checked the pay hour import will skip
Earning Code records with no earning codes.
Print Valid Imports on | When this field is checked the pay hour import will print a list
Verify of valid imports to verify.
Skip Records with no When this field is checked the pay hour import will skip
Import Values records with no import value.
Default Date This field contains the default date if it is not on file.
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When the user selects the Dates tab from the Import Pay Hours, the following screen

will appear:

Flim

| Parduas bt - Foed o el fepot |
Hip
Tises Tramesi Vem Opiles g
by WY Wi e
L Llas L]
Nstirvd resl
W] Huwrtbag Cirdidy F
e oy Dok F Fiued
L
Frocsan Conerl

The following table gives a description of the data fields.

Field

Description

Date Format

This field contains a list of date formats for the Payhour
Import.

Year Option

The year option box contains options that specify the
handling of the year for dates in imported data.

YYYY Year

The “YYYY Year” check box indicates that the import data
contains a full four digit year in any date fields.

Starting Century

The “Starting Century” field is used to insert a value for
the first two digits of a four digit year.

Century Break

The “Century Break™ is used to set the year that will be
used to advance the century. For example a value of “20”
would make years of 1921 to 1999 and years of 2000 to
2020.
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When the user selects the Delimited tab from the Data menu, the following screen will
appear:
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The following table gives a description of the screen.
Field Description
Field Position The field position is the number of ficlds starting

from the left-most data ficld in the file.

Example:
4798”,10,19971001,”Plant”,7.95,42.5

Position 1 This field contains the employee number.
Position 2 This field contains the earning number.
Position 3 This field contains the date number.
Position 4 This field contains the distribution code.
Position 5 This field contains the pay rate

Position 6 This field contains the hours.

This example would be represented by the Payhour Import screen shown above.
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When the user selects the Fixed tab the following screen will appear:
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Field Description
Field Position The field position is the number of bytes (characters) from the left-most

length is the number of bytes for the data.

byte in the record, up to and including the first byte of the data. The

File Data -
4798001019971001PLANTO00007.9500042.50
n N ] ] ]

1 5 9 17 22 30
Field Description
Employee Number This field is Position 1 Length 4.
Earning This field is Position 5 Length 4.
Date This field is Position 9 Length 8.
Distribution Code This field is Position 17 Length 5.
Rate This field is Position 22 Length 8.
Hours This field is Position 30 Length 8.

This example would be represented by the Payhour Import screen shown above.
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Import Overrides

When the user selects the Import Overrides option from the Data menu, the
following screen will appear:

E4 Payhour Override - Fixed or Delimited - DED-TEST {2z BN |
File Help
I ~Filename to Import
p
; port
B || |
:? (® Delimited File () Fized Length Dates
=
2 - Type of Override to Import Delimited ]
:l_:' () Earnings (@] Deductions (7 Accumulators .
- Fixed
:I-:I
=2 -lImport Options
5 |21 Skip Records with no Transaction Code
:ﬁ
; [Zi Print Valid Imports on Verify
== | [d3kip Records with no Import Values
:I-:I
== ]
| Process | | Cancel I

The following table gives a description of the data fields.

Field Description
Filename to Import This field contains the filename you want to import.
Delimited File Choosing the “Delimited” file button will use the field
position numbers on the “Delimited” tab to interpret the file
data.
Fixed Length Choosing the “Fixed Length” file button will use the field

offset and lengths on the “Fixed” tab to interpret the file data.

Type of Override to Import |This allows you to select whether to import earning,
deduction, or accumulator overrides.

Skip Records with no When this field is checked the pay hour import will skip
Transaction Code records with no transaction codes.

Print Valid Imports to When this field is checked the pay hour import will print a list
Verify of valid imports to verify.

Skip Records with no When this field is checked the pay hour import will skip
Import Values records with no import value.
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When the user selects the Dates tab from the Payhour Override, the following screen

will appear:
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The following table gives a description of the data fields.

Field

Description

Date Format

This field contains a list of date formats for the Payhour
Import.

Year Option

The year option box contains options that specify the
handling of the year for dates in imported data.

YYYY Year

The “YYYY Year” check box indicates that the import data
contains a full four digit year in any date fields.

Starting Century

The “Starting Century” field is used to insert a value for
the first two digits of a four digit year.

Century Break

The “Century Break™ is used to set the year that will be
used to advance the century. For example a value of “20”
would make years of 1921 to 1999 and years of 2000 to
2020.
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When the user selects the Delimited tab from the Payhour Override, the following

screen will appear:

le Help

Payhour Dverride - Fized or Delimited - DED-TEST

Z| = F

Date
Unit
Rate

Amount

~Field Positions

EEEE

Employee Il]_
Mumber II]_
Reference II]_
Distribution Il]_

Import

Dates

_ Delimited |

Fixed ]

iy 'n i gty it i g g i i g g 5 A

Enter the position of the field in the input record
Use zero to turn off the field for import

[

| Process

| | Cancel |

The following table gives a description of the screen.

Field Description
Field Position The field position is the number of fields starting
from the left most data field in the file.
File Data -

4798”,10,19971001,”Plant”,7.95,104.5

Position 1 This field contains the employee number.
Position 2 This field contains the number of units.
Position 3 This field contains the date number.
Position 4 This field contains the distribution code.
Position 5 This field contains the pay rate

Position 6 This field contains the amount.

This example would be represented by the Payhour Override screen shown above.
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When the user selects the Fixed tab, the following screen will appear:
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| Process | | Cancel |

The following table gives a description of the screen:

Field Description

Field Position |The field position is the number of byte from the left most byte in the
record up to and including the first byte of the data. The length is the
number of bytes for the data.

File Data
4798001019971001PLANTO00007.9500104.50

Yy N T n N

1 5 9 17 22 30
Field Description
Employee Number This field is Position 1 Length 4.
Units This field is Position 5 Length 4.
Date This field is Position 9 Length 8.
Distribution Code This field is Position 17 Length 5.
Rate This field is Position 22 Length 8.
Amount This field is Position 30 Length 8.
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Import Employee Names

When the user selects import employee names from the Data menu the following
screen will appear:

&8 Employee Master File Import - Fixed or Delimited 7 = =
File Help
3 ~Filename to Import
- Import
=1
Delimited
3 (U Fixed Length (¢) Delimited File
T Fixed
=
3 ~Date Format ~Year Option
3 () DDMMYY [IYYYY Year
ms J MMDDYY Or
=
= | O YYMMDD Starting Century IW
3 () DDMMMY'Y Century Break  [00
=3
=
=3
=3
=
T )
| Process | | Cancel |

The following table gives a description of the data fields:

Field

Description

Filename to
Import

This field contains the filename you want to import.

Fixed Length

Choosing the “Fixed Length” file button will use the field offset and lengths on the
“fixed” tab to interpret the file data.

Delimited File

Choosing the “Delimited” file button will used the field position numbers on the
“Delimited” tab to interpret the file data.

Date Format

This field contains a list of date formats for the Payhour Import.

Year Option

This year option box contains options that specify the handling for the year for dates in
imported data.

Starting
Century

The “Starting Century” field issued to insert a value for the first two digits of a four
digit year.

Century
Break

The “Century Break™ is used to set the year that will be used to advance the century.
For Example a value of “20” would make years of 1921 to 1999 and years of 2000 to
2020.
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When the user selects the delimited tab from the file menu the following screen will

appear:
B crupioyee Hoster File nport - Fixed orbelimited [N
File Help
= ~Field Positions
-2 | Badge | 0 Address 1 |T Department |T
=2
i Name IT Address 2 IT Account IT D
=2 | Surname |0  City IT Subaccount |0 :
3 Given IT Province IT Home Phone |0
fa SIN.  [6 Postal Code [0 Alt. Phone [0
T . :
Treat 0 Birth 0 Medical ]
= y [0 [0 [0 <
-5 | Band IT Sex Code IT Family Med. IT <QC
3 Reference IT
=3
? Enter the position of the field in the input record
=2 Use zero to turn off the field for import
=3
2
a
=2 |
| Process | ‘ Cancel |
The following table gives a description of the screen:
Field Description
Field Position This field position is the number of fields starting from the left most
data field in the file.

File Data - “4798”,10,19971001,”Plant”,7.95,42 5

Position 1 This field contains the employee number.
Position 2 This field contains the earning number,
Position 3 This field contains the data number.
Position 4 This field contains the distribution code.
Position 5 This field contains the pay rate.

Position 6 This field contains the hours.
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When the user selects the Fixed tab the following screen ill appear:

Employee Master File Import - Fixed or Delimited Z e

le Help

~Field Record Position and Length E
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SurnamelT |T City IT IT Subacct. IT IT L Fi
Given IT IT Prov IT |T Home Ph. IT |T
sIN. [0 [o Postal| 8 [0 AwPh [ 0 [6
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| Process | |Qancel|

The following dialog box gives a description of the screen:

Field Description

Field Position This field position is the number of byte from the left most byte in the
record up to and including the first byte of the data. The length is the
number of bytes for the data.
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Export Employee Names

When the user selects the export employee names from the Data menu the following
screen will appear:
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The following table gives a description of the data fields:

Field Description
Filename to Export This field contains the file name you want to export.
Date format This field contains a list of date formats for the Employece
Master Export.
Date Separator This option allows for a selection of a character type to
break a date field into its components.
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When the user selects the field tab from the data menu the following screen will

appear:
8 Lmployee Masher Experl - U%Y Formal
file  Help
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3
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= Birth I:lmElT Crepar tomend F Trealy
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]
=
]
= Enter the position of the fleld in the outpat record
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1

Process Cancel |

The following table gives a description of the data fields:

Field Description

Field Position | This field position is the number of fields starting from the left most data
field in the file.
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Payhour Export

When the user selects the Pay hour export from the data menu the following screen will

appear:
Payhour Export - CSY Format - DED-TEST 7 e =
ile  Help
—~Date Range
Start: |pmmmﬂmﬂ End: |0000m@m@ Export

~Filename for Export Fields

| =
~Date Format g
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The following table gives a description of the data fields:

Field Description
Start This field contains the starting date of the effective date range for the
Payhour export.
Filename for Export |This field contains the filename you want to export.
Date Format This field contains list of date formats for the Payhour Export.
YYYY Year The “YYYY Year” check box indicates that the export data contains a

full four digit year in any date field.

Date Separator This option allows for a selection on a character type to break a date
field into its components.
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When the user selects the field tab the following screen will appear:

Payhour Export - C5Y Format - DED-TEST 7 o =

le Help

~Field Positions

Badge [0 Employee [0  Area [o] | Ul — .
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The following table gives a description of the data fields:

Field Description

Field Position The field position is the number of fields starting from the left most data
field in the file.
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When the user selects the select tab from the Data menu the following screen will

appear:

le

Help

Payhour Exporf - CSV Format - DED-TEST 7 el =

AR A A A A Al i

—Select Export Objects

Areas |

Subareas

Activities

Earnings

|
|
|
‘ Subactivities
|
|
|

|
|
|
Positions |
|
|

Reasons

Process | ‘ Cancel
Select Export This box provides additional fields selection which may also be exported. In choosing
Objects one or more of these selection types, the system will present a screen listing of any

existing items set up in each selection type. One or more choices can be made from
each selection list presented. The selection permitted for export are:

1. Areas

. Subareas

. Activities

. Position
. Earnings

7. Reasons

2
3
4. Subactivities
5
6

The location of these export items has been defined on the fields tab.
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Groups

When the user selects the Groups menu the following screen will appear:

B4 Grandtdaster Payroll {DED-TEST) = = =

File Data Employee Calculation Reports Year-End Help

Select Employee Group

Load Employee Group
Refresh Selection Group
deduction | Podify Current Group
Sort Selection Group
Enable Employee Group
Disable Employee Group

GROUPS

The user has the following options:

m Select Employee Group
m Load Employee Group

m Refresh Selection Group
» Modity Current Group

m Sort Selection Group

m Enable Employee Group
m Disable Employee Group
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Selection Groups

A selection group is a list of employees that may be used to control processing in the
Payroll, Human Resources, Scheduling, and Time Keeping modules.

A selection group is created through the Groups option on the Payroll main menu.

A selection group may be a dynamic or a fixed group.

Dynamic Groups

A dynamic group is defined by a set of conditions that determine which employees that
the group will consist of.

Each time the group is loaded the load process scans the employee data to determine
eachmember’s eligibility. Onceloaded the group of employees is static until the group
is refreshed or loaded again.

When a dynamic group is saved only the data conditions for the list are stored.
One dynamic group definition utility is provided:

m Payroll Data Conditions - The Payroll Data condition is used to define a
selection group within a particular payroll. The definition uses a fixed set of
payroll data fields to determine membership in the group.

Fixed Groups

A fixed group is defined as a list of specific employees.
When the group is loaded the list is loaded from the storage area.

Fixed group definitions are determined by selecting employees from a list of eligible
employees. The list of employees may be from an existing group selection, all
employees, or employees in a particular payroll.
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Defining Employee Selection Groups

Employee Selection Groups may be defined in two ways:

Picking employees from a list of all employees known to a single payroll on
the system.

Selection of employees from a single payroll by setting conditions that payroll
data items for the employees must match.

The first type of selection group is a fixed list, thus the list must be maintained by the
user. A maximum of 1000 employees may be presentin a fixed list. The second type s
a dynamic list, therefore each time the list is loaded the employee data is compared to
the conditions that define the selection. A dynamic list may contain any number of
employees.

The system provides for saving and loading any number of the selection group types.
Only one selection group may be active at a time.

Selection Group Restrictions

GROUPS

A user ID may be restricted to the use of a single selection group. The restriction and
name of the selection group are set through the System Administration functions.

The selection group restriction feature allows the System Administrator to control
any user's access to employees to an arbitrary sub-set of all employees on the system.

When a user ID is restricted to a particular selection group only the employees in that
selection group are visible to him or her. When restricted, the user ID does not have
access to the functions that allow maintenance of the selection group definitions.

The user may remove employees from the selection group but this modification is
discarded the next time he or she refreshes the selection group orlogs off the system.
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Selection Group Processing

System functions that process more than one employee at a time will use the current
selection group (loaded and enabled) to determine the employee to process.

When a screen offers a next employee option, the next employeeis always provided in
the order of the current selection group. The sort order of the current selection group
may be changed through the sort selection option.

When a report is generated the employees included in the report are restricted to the
current selection group (loaded and enabled). This feature allows for easy production
of sub-set reports.

Mass update options are restricted to the employees in the current selection group
(loaded and enabled). This feature can be used to avoid repetitive data entry for
employees.

Data Conditions for Selection Groups

142

A dynamic selection group definition is composed of three parts:

m Include Conditions - these conditions describe the data values that the
employee must have to be considered in the selection group.

m Exclusive Conditions- these conditions describe the data values that will result
in the employee being dropped from the selection group if the included
conditions are satisfied.

m Sort Order - these data fields are used to provide the initial sort order of the
selection group.
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Selecting an Employee Group

This menu option will start up the Employee Group Selection screen. This screen
provides the user with the facilities to define and maintain Employee Groups. The
following dialog box will appear:

4 Employee Group Selection HE-

File Selection Method Help

Current Selection

Name: Ho Group Selection
Employees: 0 Type:

Status: Disabled

Once the Employee Group Selection dialog box appears, choose the method of
selection by clicking on the Selection Method option in the menu bar. The
following sub menu will appear:

= % d
File EEESHHESEUNLE Help
Fayroll Data Conditions  F5
Hame: {untitled} Employee Selection Group
Employees: 2 Type: Temporary

Status: Disabled

If you choose Employee List, an employee selection list will appear. Select all the
employees to be in the new selection group and press the OK button. The Employee
Group Selection screen now displays the number of employees in the group, and a
status of ‘enabled’.
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Next, select the Save Current Selection option from the File menu. The following

dialog box will appear:

File Help

Selection Group Save

Group Code:

Description:

B

“Ward B Employees

‘m Cancel |

Both the group code and the description must be entered into their respective fields to
save the group. Then, select the OK button.
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When you are defining and maintaining Employee Groups the following pull down
menu is available from the File option in the menu bar. It allows you to view, clear,
modify, save, enable and disable Employee Groups.

Employee Group Selection
File Selection Method Help

Exit

Load Selection Group
¥Yiew Current Selection
Clear Current Selection
Modify Current Selection
Save Current Selection
Enable Use of Selection
Disable Use of Selection

F8
F?

Fb
Fa

Esc

Employee Selection Group

Type:

Temporary

View - to view the employee in the current group select View Current Selection
from the File menu. The following dialog box will appear:

£ View Group: {untitled} Employee Selection Group = o =l
File Help
[ EVANS DALE 287 j
ROGERS ROY 236
|

Total Entries:

GROUPS

Clear - to clear the current group select Clear Current Selection from the File menu.

The Employee Group Selection screen will now show no current groups.

Modify - to add or delete an employee from your current group select Modify
Current Selection from the File menu.
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Employee Selection List

The Employee Selection List screen is presented when the selection of an employeeis
required. The employees thatappear inthe list are subject to anumber of conditions:

m Current Selection Group in Effect - When a selection group is loaded and
enabled only those employees in the selection group may appear in the list.

m Current Payroll Selected - When a payroll is selected only those employees that
are assigned to that payroll may appear in the list.

&~  When both a selection group is present and a payroll is selected only the employees
that are present in both the selection group and the payroll may appear in the list.

The order of the employees in the list is dependent on the search technique in effect for
the user.

m Search by name will present the employees in alphabetic sequence by surname
and given name.

m Search by employee number will present the employees in employee number
sequence.

m Search by badge will present the employees in badge number sequence.

&~ The employees without a badge number will not appear in the list when the search by
badge technique is in effect.

The employeesinthelistare restricted by the value entered to search for an employee.

m Name Search will restrict the list to those employees whose last name
corresponds to the last name portion entered for the search.

m Employee Number will restrict the list to those employees whose employee
number is equal to or greater than the employee number entered for the search.

m Badge Number will restrict the list to those employees whose badge number
corresponds to the badge number portion entered for the search.
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Loading an Employee Group

The Load Employee Group menu option will display a list of the Employee Groups

available to the user. One of these groups may be selected for further operations. The
list will appear similar to the following:

B scectionGopList O]
File Help

_ADMIN GRP F Adninistration staff . |8

| OK I | Cancel | | Insert | | Update | | Delete |

By double clicking on the name of a group, the user can load the group or click ok.

GROUPS

Inserting a new  If the INSERT button is selected a new dialog box will appear that allows the user to

group define a new employee selection group. The dialog box appears as follows:

Insert Hew Selection Group

Group Code:

il Cancel

Removing a Selecting the DELETE button will remove the highlighted employee group from the
group list.
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Refresh Selection Group

The Refresh Selection Group option reloads the last selection group loaded. This
option is used when the selection group has been modified and the user wants to reload
the group to eliminate any modifications.

To refresh a selection group the user simply selects the Refresh Selection Group
option under the Groups Menu.

Modifying the Current Group

An existing employee selection group may be temporarily modified by adding or
deleting employees in the group.

When the initial group is a dynamic group the modifications will be retained until the
group is loaded again or refreshed.

The Modify Current Group option will bring up the Employee Selection Group
Modification dialog box. This option can be found on two different menus but the
results are the same. It is available if the user selects the Select Employee Group
option in the Groups menu, and in the Employee Group Selection dialog box if the
user pulls down the File menu.

The screen will appear as follows when either option 1s selected:

B4 Employee Selection Group Modification = o |E
File Help
ROGERS ROY 236
&
| OK I | Cancel | | Add | | Remove
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The dialog box contains a list of the employees in the currently selected employee
group.

To delete an employee from the list, select the employee by single-clicking on that
employee, then select the REMOVE button.

Selecting the ADD button causes the Employee Name Selection screen to appear, as
shown:

If the user does not know the last name of the employee, then the user can:

m select the NEXT button to go to the following employee in the employee group
list, or

m select the PREVIOUS button to go to the previous employee on the employee
selection list, or

m select the List option from the File menu, which will create a list of all the
employees in the current employee group, from which the user can select an
employee.

GROUPS
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Enabling an Employee Group

The Enable Employee Group option will turn on the current employee selection
group for processing. If the group is not enabled the system will not use the group for
processing.

When the selection group is enabled the system will limit access to the employees in
the selection group. Thislimitapplies to both update functions and report functions.

The Enable Employee Group option is available in two different menus and thus can
be done either way. The user only needs to select the option to enable the current
selection group.

m The option is available in the Groups menu.

m It is also available in the File menu of the Employee Group Selection dialog
box, with the option name Enable Use of Selection.

Disabling an Employee Group

The Disable Employee Group option in the File menu will turn off the current
employee selection group. User ID's that are forced to use a selection group cannot
access this menu choice.

The Disable Employee Group option is available in two different menus and thus can
be done either way. The user only needs to select the option to disable the current
selection group.

m The option is available in the Groups menu.

m It is also available in the File menu of the Employee Group Selection dialog
box, with the option name Disable Use of Selection.
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Calculation

The Calculation menu from the main menu bar is used to perform the various payroll
calculation functions of the GrandMaster Suite Payroll system.

The Calculation sub menu appears as follows:

B4 Grandtdaster Payvioll {DED-TEST) = o
File Data Groups Employee [ETRTEGITY Reports  Year-End  Help

Set Calculation Type » I tiormal Calculation

Earning Selection ... Additional Calculation

. Deduction Selection ... Extra Calculation
deduction tes Accumulator Selection ... Reverse Previous Pay
— Advance Cheque Run
+ Calculate Payroll ... Month End Accrual

Close Pay Period ...

CALCULATION

The functions carried out by the Calculation menu options are:
m selection of the type of calculation to be run

m selection of the types of earnings, deductions, and accumulators to be included
in the payroll run

m calculation of the payroll

m closing of the payroll period
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How Do I Run a Payroll Calculation?

152

Before You Run A Payroll Calculation

Running a payroll calculation requires that you have already set up the information
required to define the payroll, the information for the individual employees in the
payroll, and have entered the transactions that apply to the pay run.

Information Description
Required
Payroll Employer | The kinds of payroll employer information that must be established are: the
Information  |pay frequency, Revenue Canada account numbers, WCB rates, Provincial
Health Rates, distribution tables, pay rate tables and electronic funds
transfer data.
Payroll Earning |The payroll earning types determine the categories of earnings that will be
Types reported for the employees. These categories determine if the earnings are
subject to tax, CPP, El, or other payroll taxes.
Payroll Company | The payroll company deduction types determine types of deductions that
Deduction Types |will be taken from the employee’s pay. These deduction types may include
union dues, insurance plan deductions, RRSP deductions, and garnishees.
The deduction types may also determine the benefits that may accrue to the
employee.
Payroll The payroll accumulator type determines values that you want to
Accumulator Type | accumulate for the employees on each pay run, These accumulator types
may include vacation pay, sick pay, and seniority.
Employees in the |Employees must be added to the payroll before they will be included in the
Payroll pay calculation.
Employee Payroll | Employees must have the values set for data that affects the pay calculation
Specific for the employee. This information includes: the taxation province,
Information personal exemption amount, the number of dependents that the employee
has, and additional tax amounts that the employee needs deducted.
Employee Pay |Each employee should have their pay rates set for each of the payroll
Rates earning types.
Employee Each employee should have rates set for company deductions that apply to
Deduction Rates |the employee.
Employee Each employee should have rates set for the company accumulators that
Accumulator |apply to the employee.
Rates
Employee Work |Each hourly paid employee will have to have the number of hours worked
Hours entered. Hours worked are entered for each of the earning types that apply
to the employee.
When employees always work a standard number of hours for each earning
type these values can be permanently set up in the Employee Earning Type
data.
Other Employee |Other transactions can be entered for the employees for the pay run. These
Transactions  |include adjustments for previous pay calculations or overrides to the normal
calculations of taxes and company deductions.
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Set Calculation Type

When the user selects Set Calculation Type from the Calculation menu, the following
screen will appear:

Ed Grandidaster Payroll {DED-TEST) 1z NN

File Data Groups Employee [EIRNEGINY Reports Year-End Help

Set Calculation Type » " Hormal Calculation
Earning Selection ... Additional [al_culaﬁnn
. Deduction Selection ... Extra Calculation
deduction tes Accumulator Selection ... Reverse Previous Pay
— Advance Cheque Run
+ Calculate Payroll ... tonth End Accrual
Close Pay Period ...

The following is a list of calculation types:

CALCULATION

m Normal Calculation

m Additional Calculation
m Extra Calculation

m Reverse Previous Pay

m Advance Cheque Run

= Month End Accrual
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Normal Pay Calculation

A normal pay run
Afterthistypeofp

is the normal calculation used to calculate the pay for employees.
ay runis closed the payroll period and the pay dates will advance.

When the user selects the Normal Calculation option from the Set Calculation Type

sub menu, the foll

| Pl Pay Calcubafion : vy |
Flle  Help
Pagrall Run Crmirol
Papoll e 19347
Paipoll Pariod |
Huli et i
Hay Frequesog EEMI - MOHTHLY 24
Pagrall Datus
st [[EEEFTEVRE]
Endmg  [1697700/00
Chegme Ilﬂﬂ]‘.l (T
T

owing screen will appear:

The following table gives a description of the data fields:

Field

Description

Payroll Year

This field contains the year of the payroll.

Payroll Period

This field contains the payroll period number within the current year.

Run Sequence

This field contains the payroll sequence number.

Pay Frequency

This field indicates how frequently the employees get paid, (weekly,
bi-weekly,semi-monthly or monthly).

Start

This field contain the starting date of the payroll.

Ending

This field contains the ending date of the payroll.

Cheque

This field contains the pay date.

The dates entered will be used for calculating the dates for the next pay run. The dates

are used to collect the transactions for the pay calculation, and to determine the
earning, deduction and accumulator settings that will be used in the pay calculation.

The payroll seque

nce number is a unique sequentially system assigned number that

increments for every pay calculation regardless of type.

154
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Additional Pay Calculation

An Additional pay run is used to calculate a pay run for employees where the values
from the pay must be combined with other pay runs in the same period to calculate
taxes.

When the user selects Additional Calculation from the Set Calculation Type, the
following screen will appear:

Aadiilasal Py Cabiulalion : ¥
File  Halp

Pagroll Fun Cantol
Payrell Yasr 199

Pagrell Pt

Ham Snquence:; 1o

Pay Frequency: BEMI-MOHTHLY 24
Fopgroll Darles

Hhart: EUU-"UU-’N
Ending |I15 7404530

Cheqe:  [1997/047 90

[ ] _pwen |

CALCULATION

The following table gives a description of the data fields:

Field Description

Payroll Year

This field contains the year of the payroll.

Payroll Period

This field contains the payroll period number that the additional run
will be cbined with in the current year.

Run Sequence

This field contains the payroll sequence number.

Pay Frequency

This field indicates how frequently the employees get paid, (weekly,
bi-weekly, semi-monthly or monthly).

Start

This field contains the starting date of the payroll.

Ending

This field contains the ending date of the payroll.

Cheque

This field contains the pay date.

(&~ The dates entered will be used for calculating the dates for the next pay run. The dates
are used to collect the transactions for the pay calculation, and to determine the
earning, deduction and accumulator settings that will be used in the pay calculation.
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Extra Pay Calculation

An Extra Pay run is used to calculate a pay run for the employees that does not include
any values from Normal or Additional pay runs in the same pay period as the extra pay.
This type of pay run would be used when the employee is receiving a vacation pay
cheque or other type of compensation that must be considered on its own for
calculation of taxes.

An extra pay run takes place in the current pay period.

When the user selects Extra Calculation from the Set Calculation Type, the following
screen will appear:

B oy Calcuation:yy [N
File Help
~Payroll Run Control
Payroll Year: 1997
Payroll Period: 1
Run Sequence: 10
Pay Frequency: SEMI- MONTHLY 24

~Payroll Dates
Start: 1997705701

Ending: |199HI]5!15
Cheque: I199?fl]5f15

0K I | Cancel |

The following table gives a description of the data fields:

Field Description

Payroll Year |This field contains the year of the payroll.

Payroll Period |This ficld contains the payroll number that the extra run will be
combined with in the curremt year.

Run Sequence |This field contains the payroll sequence number.

Pay Frequency |This ficld indicates how frequently the employees get paid, (weekly,
bi-weekly, semi-monthly or monthly).

Start This field contains the starting date of the payroll.

Ending This field contains the ending date of the payroll.

Cheque This field contains the pay date.

The dates entered will be used for calculating the dates for the next pay run. The dates
are used to collect the transactions for the pay calculation, and to determine the
earning, deduction and accumulator settings that will be used in the pay calculation.
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Reverse Pay Calculation

A Reverse Previous Pay run is used to reverse the effect of a pay run. This is normally
done for only one employee at a time. It can be used however,to reverse an entire pay
run if necessary.

When the user selects Reverse Previous Pay from the Set Calculation Type, the
following screen will appear:

: 2 = F|
File Help
~Payroll Run Control
Payroll ‘Year: aooo

Payroll Period:
Run Sequence: 1

Pay Frequency: SEMI-MONTHLY 24

~Payroll Dates

Start: IF]I]I]I]!I]I]!I]I]
Ending: I
Cheque: I

CALCULATION

I Ok I | Cancel |

The following table gives a description of the data fields:

Field Description

Payroll Year |This field contains the year of the payroll.

Payroll Period |This field contains the payroll period number within the current year.

Run Sequence |This field contains the payroll sequence number.

Pay Frequency |This ficld indicates how frequently the employees get paid.(weekly,
bi-weekly, semi-monthly or monthly).

Start This field contain the starting date of the payroll.

Ending This field contains the ending date of the payroll.

Cheque This field contains the pay date.

The dates entered will be used for calculating the dates for the next pay run. The dates
are used to collect the transactions for the pay calculation, and to determine the
earning, deduction and accumulator settings that will be used in the pay calculation.

&~ Toselecta single employee or a small sub set of all employees that require a previous
pay reversal please refer to the”Groups” section of this manual.
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Advance Cheque Run

When the user selects the Advance Cheque Run from the Set Calculation Type sub
menu, the following screen will appear:

| sdcawr b ibiabni vy ]
Ele Bely
FPaggull R Coadved
Pogad] Ve 1887
Pagodl Par kiwl 1
Hin S in
I'e] HogmeE B - BEDHTIE Y L]
Pl Luinn
Lot R 35 ]
Fialiing |1li||;'l'..l'1'.
Cheqos  [MRIAIR 13
|" o _I Cancsl Z,
@)
=
:
The following table gives a description of the data fields: O
Field Description o
Payroll Year |This field contains the year of the payroll.
Payroll Period |This field contains the payroll period number within the current year.

Run Sequence

This field contains the payroll sequence number.

Pay Frequency |This ficld indicates how frequently the employees get paid, (weekly,
bi-weekly ,semi-monthly or monthly).
Start This field contains the starting date of the payroll.
Ending This field contains the ending date of the payroll.
Cheque This field contains the pay date.

The dates entered will be used for calculating the dates for the next pay run. The dates
are used to collect the transactions for the pay calculation, and to determine the
earning, deduction and accumulator settings that will be used in the pay calculation.
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Month End Accrual

A Month End Accrual pay run is used to generate Journal Entry data only. Thistype of
pay run calculates the pay for a portion of a pay period and creates journal entry data
for the expenses and accrued expenses, as well as also creating journal entry data for
the reversal of those expenses in the next financial period.

When the user selects the Month End Accrual option, the following screen will
appear:

= Z e F|
File Help
~Payroll Run Control
Payroll Year: 1997
Payroll Period: 1
Run Sequence: 10
Pay Frequency: SEMI-MONTHLY 24

~Payroll Dates
Start: 1997705701

Ending: |199?.’l]5!15
Cheque: I199?!I]5!15

I Ok I | Cancel |

The following table gives a description of the data fields:

Field Description

Payroll Year |This field contains the year of the payroll.

Payroll Period |This field contains the payroll period number within the current year.

Run Sequence |This field contains the payroll sequence number.

Pay Frequency |This ficld indicates how frequently the employees get paid, (weekly,
bi-weekly, semi-monthly or monthly).

Start This field contains the starting date of the payroll.

Ending This field contains the ending date of the payroll.

Cheque This field contains the pay date.

The dates entered will be used for calculating the dates for the next pay run. The dates
are used to collect the transactions for the pay calculation, and to determine the
earning, deduction and accumulator settings that will be used in the pay calculation.
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Earning Selection

162

The Earning Selection... option allows the user to select, on a payroll level, which
previously defined earning types are to be paid on the current payroll run.

If the earning type selected contains no earnings within the specified date range then
that earning type will not be calculated when the payroll is run.

The earnings are defined through the Earnings (Payroll), or the Earnings (Global)
options within the Setup menu.

Any newly defined earnings will automatically be included in the Selected Earnings
list and calculated with the next payroll unless the earning has been de-selected by the
user.

When the Earning Selection... option is selected, a selection list similar to the
following will appear:

B4 Eamings Selection List : DED-TEST [z Nl
File Help

MOT Included in Calculation Included in Calculation

el | 1SALARY |
L A 2 BOHUS
""" 3 REG HRS

ST Ho Eniries S

Remove << | 4 O¥T HRS
3 ¥AC HRS

A AR

Remove All |
M |

| EK I | Cancel |

The system will default to include “ALL” in its selection list unless changed for the
particular calculation. The list will revert to the default setting after a “Close”. This
applies for earnings deductions and accumulators.
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The dialog box contains two lists:

List Description
Not Included in | This box contains the earnings not included in the calculation.
Calculation
Included in | This box contains the earnings included in the calculation.
Calculation
Add>> To select an earning type, move it from the Not Included in Calculation list to the

Included in Calculation list, by highlighting the name and pressing the ADD>>button.

Remove<< To deselect an earning type, move it from the Included in Calculation list to the Not
Included in Calculation list by highlighting the name and pressing the REMOVE<<
button.

Add All If all the earning types should be included in the calculation, press the ADD ALL =
button. @)

=

Remove All If all the earning types should be not included in the calculation, press the REMOVE 5
ALL BUTTON. Q

OK When the user exits this dialog box by selecting the OK button, the system will place a O

check mark beside the Earning Selection... menu item to indicate that earnings have
been selected for the current pay calculation.

Esc (exit) The ESC key, CANCEL button, or Exit option from the File menu, will exit the dialog
box without selecting any earnings for the current pay calculation.
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Deduction Selection

164

The Deduction Selection... option allows the user to select, on a payroll level, which
previously defined deduction types are to be deducted on the current payroll run.

If the deduction type selected contains no deductions within the specified date range
then that deduction type will not be calculated when the payroll is run.

The deductions are defined through the Deductions (Payroll), or the Deductions
(Global) options within the Setup menu.

Any newly defined deductions will automatically be included in the Selected
Deductions list and deducted with the next payroll unless the deduction has been
de-selected by the user.

When the Deduction Selection... option is selected, a selection list similar to the
following will appear:

7z N
File Help
HOT Included in Calculation Included in Calculation
-~ Ho Entries -- | 1FIREDAMT B
2 PERC H?
J RATE/HR #3
4 HRS X RATA
5 PERC-MAX & 5
6 % MAX EE 9
............. ;‘%gisééii .............. 8 RATE-HRS11
w 9 BEN-HRS 12
Remove All I 10 FIK-MAX13
ﬂ = 11 %<+% >YMP14
| i | i

Ok I | Cancel |
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The dialog box contains two lists:

List Description
Not Included in | This box contains the deductions not included in the calculation.
Selection
Included in | This box contains the deductions included in the calculation.
Selection
Add>> To select an deduction type, move it from the Not Included in Calculation list to the

Includedin Calculation list, by highlighting the name and pressing the ADD>>button.

Remove<< To deselect an deduction type, move it from the Included in Calculation list to the Not
Included in Calculation list, by highlighting the name and pressing the REMOVE<<
button.

Add All If all the deduction types should be included in the calculation, press the ADD ALL =
button. @)

=

Remove All If all the deduction types should be not included in the calculation, press the 5
REMOVE ALL BUTTON. O

OK When the user exits this dialog box by selecting the OK button, the system will place a O

check mark beside the Deduction Selection... menu item to indicate that deductions
have been selected for the current pay calculation.

Esc (exit) The ESC key, CANCEL button, or Exit option from the File menu, will exit the dialog
box without selecting any deductions for the current pay calculation.
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Accumulator Selection

The Accumulator Selection... option allows the user to select, on a payroll level,
which previously defined accumulator types are to be activated on the current payroll
run.

&~ If the accumulator type selected contains no accumulators within the specified date
range then that accumulator type will not be activated when the payroll is run.

The accumulators are defined through the Accumulators (Payroll), or the
Accumulators (Global) options within the Setup menu.

&~ Any newly defined accumulators will automatically be included in the Selected
Accumulators list and activated with the next payroll unless the accumulator has been
de-selected by the user.

When the Accumulator Selection... option is selected, a selection list similar to the
following will appear:

B Accumulators - Selection List : DED-TEST
File Help
HOT Included in Calculation Included in Calculation

R [ H H

 Add aH

Remove All |
#

4 1

4 1

0K I | Cancel I
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The dialog box contains two lists:

List Description
Not Included in | This box contains the accumulators not included in the calculation.
Selection
Included in | This box contains the accumulators included in the calculation.
Selection
Add>> To select an accumulator type, move it from the Not Included in Calculation list to the

Included in Calculation list, by highlighting the name and pressing the ADD>>button.

Remove<< To deselect an accumulator type, move it from the Included in Calculation list to the
Not Included in Calculation list, by highlighting the name and pressing the REMOVE<<
button.
Add All If all the accumulator types should be included in the calculation, press the ADD ALL =
button. @)
=
Remove All If all the accumulator types should be not included in the calculation, press the 5
REMOVE ALL BUTTON. O
OK When the user exits this dialog box by selecting the OK button, the system will place a O

check mark beside the Accumulator Selection... menu item to indicate that
accumulators have been selected for the current pay calculation.

Esc (exit) The ESC key, CANCEL button, or Exit option from the File menu, will exit the dialog
box without selecting any accumulators for the current pay calculation.
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Calculate Payroll

When you are doing a normal pay run you will usually do the calculation for all
employees on the payroll. The Calculate Payroll choice on the Calculation menu is
used to start a calculation for all employees in the payroll. Pay Calculations for a pay
sequence can be done any number of times. Each time the calculation is done the
results of the previous calculation are erased and replaced with the new calculation
results.

When this choice is selected the GrandMaster Suite Payroll Calculation screen is
displayed. This screen allows you to set some options for the pay calculation and start
the calculation. When you select Calculate Payroll, the following screen will appear:

£ Grandhaster Suite Payioll Calculation ﬂﬂﬂ
File Help
Run Type: HORMAL Period: 4 of 1997
Frequency: 26 Sequence: i |

Payroll Dates
{199?!02!12 to 1997702725 Pay Day: 1997/02/26

[l Distribute all company benefits
[l Distribute all statutory benefits

| 0K I | Cancel
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REPORTS

The Reports menu from the main menu bar is used to print reports containing the data
from the GrandMaster Suite payroll system.

The Reports menu appears as follows:

File

Data

Groups

Employee

Calculation

4 Grandtaster Payroll {7z NG

Year-End Help

Printer Setup

Payroll Entry Report
Calculation Total Report
Payroll Register

Employee Pay Statements )
Cheque Register
Transaction Report
Customized Payroll Report

Hame & Address
Employee Labels
Employee Payroll ProFile
Record Of Employment

Journal Entry

wWorkers' Compensation
Statistics CanaDa
Payroll Range Report

Distribution Report
paX¥roll Payrate Reports |
Global Payrate Report (]

cUstom Reports
Additional Report Modules

The report generation process will include those employees that are part of the
current employee group if one has been selected.

The Payroll Module provides two classes of reports: system defined reports and
custom reports.

The date ranges entered limit the range of the report to only those records that fall

within the selected date range.

System defined reports have a standard format. The data fields included in the report
may be modified by the user to eliminate any that are not being used.
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Standard Reports

Payroll Entry Report | This is a report by date range of transactions entered.
Calculation Total Page | This report prints the current pay period final totals pay register
page.
Payroll Register This report is used to print the payroll register.

Employee Pay Statements

This report is used to print the employee pay statements and/or
cheques.

Cheque Register

This report is used to print the cheque register.

Transaction Report

This report is used to print a report of transactions for a period or
create an export file.

Customized Payroll Report

This report type allows for printing of user selected non standard
additional reports.

Name & Address This report is used to print name & address report.

Employee Labels This report is used to print employee labels.

Employee Profiles This report is used to print employee profiles.
Record of Employment | This report is used to print records of employment.

Journal Entry

This report is used to print journal entries or to create export files.

Worker's Compensation

This report is used to print the Workers® Compensation Report.

Statistics Canada

This report is used to print the Statistics Canada reports.

Payroll Range Report | This report prints a summarized final totals pay register page for a
range of pay periods.
Distribution Report This report is used to print all distribution tables showing their
general ledger account allocations.
Payroll Payrate Report | This report is used to print the definitions of earnings, deductions
or accumulators within a payroll.
Global Payrate Report | This report is used to print the definitions of global earnings,
deductions or accumulators.
Custom Report This report type is currently disabled.
Additional Modules Reserved for future development.

General Operation

172

The report program presents the user with a data selection screen that shows the data

fields selected according to the default parameters saved for the report.

The user may change the data field selections for the report. These changes may be

saved as the default selection for the report with the Save Parameters menu choice.

The user may select a subset of the user defined items in the system for inclusion in the

report. A maximum of one hundred items may be included in the subset.

After the appropriate selections are made the user can print the report by pressing the

PRINT REPORT button.
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Printer Setup

The Printer Setup option allows the user to select a printer, select different fonts, and
select the orientation for the print job.

2 Gzl
File Help
~Printer and Font Setup

(® Use Default Printer [ Select Printer

(® Use Default Font [ Select Font

[Zi Use Report Viewer [ Direct to Epson Printer

2 Direct to HP Printer

~Default Print Settings

(® Portrait (J Landscape
Font: |Cnurier

Point Size: IB—

Printer:

Form:

| Use I | Cancel I

The following table gives a description of the screen:

Field Description

REPORTS

Printer and Font Setup

Use Default Printer |In most system setups there will be a printer designated as the default
printer for a particular user, commonly associated with LPT 1. When
this button is selected, GrandMaster Suite will route print jobs to the
designated default printer.

Use Default Font A default printer is most commonly set up with certain font types that
the physical printer can print. When this button is selected,
GrandMaster Suite will use one of the defaults fonts supported by the
system and the printer.

Use Report Viewer | When this button is selected all reports selected will print to the
screen only.

Select Printer There may be more than one printer available to the user. When this
button is selected every time a report is called for a new window will
appear presenting a list of available printers to select from.

Select Font Since all printers support their own list of fonts, when this button is
chosen and once a selected printer has also been chosen, a new
window will appear presenting a list of fonts and sizes supported by
the particular printer.
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Save

Use

Cancel

174

Field Description

Direct to Epson Printer |Due to the requirement to be able to print to some custom forms or
government documents that may need to be printed on a dot matrix
printer it may, at times, be necessary to by pass the Operating
Systems print functions and route the print job directly to the printer
without interference. This can be accomplished in most cases by

selecting this field.
Direct to HP Laser |When this field is chosen the print job will be directly routed to a
Printer laser printer by passing the Operating Systems print functions.
Default Print Settings
Portrait If this option is chosen and save,d all reports will print 84" wide by
117 long.
Landscape If this option is selected and saved, all reports will change the

orientation on the page to 8'4” long by 117 wide

Font A monospaced font is recommended for all printing, such as Courier,
Courier New or Lin printer. Courier is more commonly associated
with dot matrix printers and Courier New with laser printers . For a
list of fonts supported by your network and/or the physical printers
consult the printer properties in your printer icon.

Point Size It is recommended that a condensed print character size be used for
most reports such as 8. The cheques and/or pay statements and the
record of employment are two exceptions which may require a point
size of 12.

Printer The actual printer port location can be inserted here such as LPT 1:
In some printing setups it may be necessary to specify the physical
location of the printer. Commonly this is left blank but different
hardware configurations may require it. Consult with your
system/network specialist for assistance or information.

Form A physical printer can in some network set ups be set to print a
particular form type such as “cheques”. You may specify the form
type here for routing of your print jobs.

After experimentation for the best settings to suit your every day operational needs, the
save option will save the settings as defaults that will remain in effect regardless of the
report to be printed. The “Saved” setting may need to be reexamined if hardware or
network printer changes have occurred.

On occasion, you may find it necessary to change or adjust your saved settings to
produce a single report. The “Use” option allows you to make changes to your saved
settings but they will only be in effect during this currently logged on session. Upon
exiting from the system, the settings will revert to previously saved default settings.

The cancel option will exit without saving any changes.
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Payroll Entry Report

Print Report

Cancel

The Payroll Entry Report provides a report by date range of transaction entered within
that date range for earnings only. The report will provide totals of hours and dollars.
When the Payroll Entry Report is selected the following screen will appear:

Fin iy
Uile Bangs
Start: [ITSHMAE Do [1980M00
Hepari Firdcs
| Depamll Transscianes

Sori Trdsr

| Caingpary) et I

® Ermpl oiges Eaming
Frimd Repoat | Canoel|

The following table gives a description of the screen:

Field Description
Date Range wn
Start This field will default to the current period start date and can be overtyped E
for a different reporting start date. 8
End Date This field will default to the current period end date and can be overtyped E
for a different end date.
Report Fields

Detail Transaction |If this option is selected the report will list each entry line for each
transaction. By not choosing this option, the system will summarize into 1
report line for each earning type.

Sort Order

Category If this option is selected the report will sort files by payroll category with
an entry field provided to input the specific category type. If no category
number is input the system will default to category 1 (from Employee
Payroll Specific Information Notebook) The report will provide category
sub totals by hours and amounts in earning type order regardless of any
additional sort order selected.

Employee If this option is selected the report will list earnings, hours and amount, in
employee order with a sub-total by employee.

Earning If this option is selected the report will list earnings, hours and amount in
earning type order.

By pressing this button your report will be routed to your printer. You may also print
the report from the “File” Menu.

The Cancel option will exit the screen without producing the report.
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Calculation Total Report

The Calculation Total Report will print the current pay period results of the pay
calculation in a final total single page. No year to date amounts will appear.

When the user selects the Calculation Total Report the following screen will appear:

File

Help

8 FPayroll Calculation Totals - DED-TEST = el =

Payroll Date, Year, Period and Type
{Ending 1997/02/25 1997 0004 N 4

Print

Cancel

{

Print To
(@ Printer [ Screen

Payroll Date, Year, Period and Type:

The Pay Period End Date, Tax Year, Period Number and Type of Calculation will
appear in this box advising of the period that the report will be produced for.

Print By choosing this option the report will be prepared. You may also print from the File
menu.
Print To Printer - This option directs the output to a printer.

Screen - This option directs the output to the screen for review purposes.
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Payroll Register

The Payroll Register option provides a complete description of all calculations
performed for each employee, showing:

» Employee Name and Address

m Current and Year-to-Date values for Gross Wages, Deductions, Benefits,
Current Net Pay, Insurable Earnings

m Accumulators

When the user selects Payroll Register, the following dialog box appears:

Payroll Register - JOE'S = N
File Help

—Payroll Date, Year, Period and Type
Ending 1998/01/31 1998 0002 N 2

~Sort Order

® Name () Humber {7 Social Insurance
{JCity (JProvince (J Category No. I_

—~Report Field Selection Print To
[ Address [1S.IN. ® Printer

(J Screen

REPORTS

[] Print All Employee ¥TD's (History)
[L] Mo page break when printing the sub totals
[] Print Earnings Summary Subject to Stat's.

| Print Register | ‘ Cancel | ‘ Select Pay Run |

The current Pay Period Ending Date, Tax year, Period Number and type of Calculation
will appearin this box. This box will show only the “Not Closed” pay period. You may
choose to print a calculated but not finalized. Ie: “Closed” pay register by not
“selecting a payroll run.”

Sort Order The sort order options for the report allow for the following sort orders:
Selections
m Employee Name

m Employee Number
m Social Insurance
m City

m Province
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Report Field
Selection

Print To

Printer Register

File Menu

Cancel

178

m Category No.

A data field is selected for the report when the box to the left of the field has a check
mark.

The report field selection allows for inclusion of the following data fields:

Field Description
Address When this field is selected the address will be printed on the
report.
SIN When this field is selected the social insurance number will be

printed on the register.

Print All Employees YTD | When this option is selected all employees with earnings in the
current tax year regardless of payroll status will be printed on
the report. These may or may not have current earnings for
the pay run selected for the report.

No Page Break When | When this option is selected the print job will be continuous
Printing the Sub-Totals |with no page skips inserted when a subtotal page is produced
as in the case of a category sort, for example

Print Earnings Summary | When this option is selected additional lines will appear on the

Subject to Stats report showing, Taxable Earnings YTD, Canada Pensionable
Earnings YTD, Employment Insurance Earnings YTD,
Income subject to Workers Compensation YTD, Income
Subject to Payroll Tax YTD. Since these fields add additional
print lines to the report but are commonly the same it is
recommended that this option be selected only periodically for
ICVIEW purposes.

Select Pay Run When this option is selected a list box will appear displaying
all previously closed pay runs. This option allows for printing
a pay register at any time once a pay period has been closed.
When a pay period has been closed it becomes history and
may be printed and reprinted any number of times.

The Print To selection allows the user to print to either the printer or to the screen.

It is important to be aware of the pay period status that you wish to print a pay register
for. If the period has been closed you must use the “Select Pay Run” option to obtain
the desired results. If no pay run is selected the system will produce a report for a
current open pay run which may result in a blank Pay Register Report.

This option will cause the report to be prepared and printed either to the screen or a
printer.

You may also print from the File menu and you may choose to Save your report

selection parameters.

The Cancel option will exit without producing the report
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Sort Order

Print Options

Titles on Stubs

Select Employee

Payroll Statements - A pay statement is a current statement of a person’s pay for that
pay period. Each province has it’s own legislation related to the information required

on the pay statement.

When the user selects Employee Pay Statements with cheques the following screen

will appear:

| Papoliviserres 0070801}

Lile  Help
Payesll Ciatn, Yeur, Paviad, Type & Segunce Gplerin

" Emding 199707401 V53T @O0 M NE0MOnE Lnmpar
S Bt D Erplngee
- = Ham Hout e JELN Cn
; 1 Cing Pravincs [ st vt e ; s
= | Pagrudl Calmgary Faamba I_ ~ hosum.
- - Ttk
i B YT Vil Tifles On Shu g

Yo He Yo @ Fri i

", | Ealeci Emplojpe
; ) = =
EE Prisa Sampls | Befect Flag Fun |

The Payroll Statements lets the user sort by the following fields:
m Name
n City
m Payroll Category Number
m Employee Number
m Province
m Social Insurance Number

m Distribution Code

The YTD values can be turned on or off.

REPORTS

The Titles on the Stubs can be printed in the case of a blank statement form or not

printed for preprinted custom forms.

The Select Employee button allows the user to select a single employee.
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When the user selects the Company tab the following screen will appear:

| Faviol Stabemwnds-pECRTEST |
Fila Holg

= - Saeh Fisds, Of-Sat, Cotams, & Lasgih ,

L | Company Hame Iﬁ Iﬁ Iﬁ . Selncis
D Company Message [oir [oon fuer || Cemeeeu
5 | Pk Ending o3 [oro [oin _Empheyen
T | o Ohegue Date nn [oin [oin __Eam.

3 Died

m " hooem
" T Tatals
5 " Chegun
P " Preter
|

5

= Compasy Fighs 1 of 2 g

" Hiadeigi

[Prima] | Coscel | | Pt Samgle Bobect Pay Fus |

The following table gives a description of the printable fields available for the pay

statements section.

Field

Description

Company Name

When this field is checked it will appear on the stub. The boxes beside
the field are used to enter the row, column number and length of the
field.

Company Message

When this field is checked it will appear on the stub. The boxes beside
the field are used to enter the company message row, column number
and length of the field.

Period Ending

When this field is checked it will appear on the stub. The boxes beside
the field are used to enter the period ending date row, column number
and length of the field.

Cheque Date

When this field is checked it will appear on the stub. The boxes beside
the field are used to enter the cheque date row, column number and
length of the field.

Offset is the row number (up/down orientation)

Column is the starting column position number from left (side to side orientation)

Length is the number of characters to be printed for each field

The System has been preset with standard default settings at the time of installation
which may or may not apply in your circumstances. It is recommended that a sample
be printed and adjustments made prior to attempting to print your first pay statement.
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The Heading Sub-Menu tab provides a method of inputting titles and their position for
the fields selected for printing from the previous main tab.

The following screen will appear when the headings sub-menu tab is chosen:

[ Ponid su e |
File  Heip

~ 1}
o Headings (4F-Sen, Colume, & Leng Szl
] Cuarypary Fisrnn I | Crarapaagy
1 |  Emgoasa
=)

| | Paled Endling I [y s " ENR

= .

- [Porisd Ewing =)
-|_| & Clunpme [iale TR [ IH.I1 r.ll:l‘:l " Srrem
S g, D I ot
L Clanpm
-] Frininr
d

- |

» Compary Headisgs 2 of Bopm

W TN
Cwmcst | Peleh Segls | Select Py B |

The following table gives a description of the screen:

Field Description

Company Name When this field is checked it will appear on the stub. The
boxes beside the company name are used to enter the row,
column number and length of the field. The empty box at the
bottom of company name is used to enter the heading title.

Period Ending When this field is checked it will appear on the stub. The
boxes beside period ending are used to enter the row, column
number and length of the field. The empty box at the bottom
of period ending is used to enter the heading title.

Cheque Date When this field is checked it will appear on the stub. The
boxes beside the cheque date are used to enter the row,
column number and length of the field. The empty box at the
bottom of cheque date is used to enter the heading title.

REPORTS
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The following screen will appear when Employee Tab is chosen:

| Fupcl Sialwoents - EG-TRR |
Eila  Hulp

- By Frodibs, 00 Bt Codevin, & Losayh

o | g ke i fw [ s
| Enploges M T T T ey
b | G Eopligs Hara ME s fE Ermplege
[ Te— 0iE [ fn B

5| &R oiE [iin @i L
S| Erm e ois  fiin i .
= | [ e e b mE o o enizt
4| i Culugary T T IR Chayan
. J Emploges. AfSwas I_ I_ Frimia
# | |4 Fromifiion I |_

5 | 4 Chayus Duin T TR TR

- Ertjimgien Fiddids 1 o J g

| Hew -0 il -
[Brina]  Gowsl | Peiet Sawgle | Selert Py

The following table gives a description of the screen:

Field Description
Cheque Number | When this field is checked it will appear on the stub. The boxes beside the field
are used to enter the row, column number and length of the field.
Employee When this field is checked it will appear on the stub. The boxes beside the field
Number are used to enter the row, column number and length of the field.

Employee Name

When this field is checked it will appear on the stub. The boxes beside the field
are used to enter the row, column number and length of the field.

Employee When this field is checked it will appear on the stub. The boxes beside the field
Message are used to enter the row, column number and length of the field.
S.LN. When this field is checked it will appear on the stub. The boxes beside the field
are used to enter the row, column number and length of the field.
Birth Date When this field is checked it will appear on the stub. The boxes beside the field
are used to enter the row, column number and length of the field.
Distribution |When this field is checked it will appear on the stub. The boxes .beside the field
are used to enter the row, column number and length of the field.
Category When this field is checked it will appear on the stub. The boxes beside the field
are used to enter the row, column number and length of the field.
Employee When this field is checked it will appear on the stub. The boxes beside the field
Address are used to enter the row, column number and length of the field.
Position When this field is checked it will appear on the stub. The boxes beside the field
are used to enter the row, column number and length of the field.
Cheque Date | When this field is checked it will appear on the stub. The boxes beside the field

are used to enter the row, column number and length of the field.
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When the user selects the Heading 1 Sub-Menu tab from the Employee Tab of the
Payroll Statements Report the following screen will appear:
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The Headings 1 Sub-Menu tab provides a method of inputting titles and their position
for the fields selected for printing from the previous main Employee tab.

The following table gives a description of the screen:

Field Description
Cheque Number When this field is checked, this title will appear on the tﬁ
stub. The boxes beside the cheque number are used to %
enter the row, column number and length of the field. A,
The empty box below the check box is used to enter the E
heading title.
Employee Number When this field is checked, this title will appear on the

stub. The boxes beside the employee number are used
to enter the row, column number and length of the field.
The empty box below the check box is used to enter the
heading title.

Employee Name When this field is checked , this title will appear on the
stub. The boxes to the right of employee number are
used to enter the row, column number and length of the
field. The empty box below the check box is used to
enter the heading title.

Social Insurance Number |When this field is checked, this title will appear on the
stub. The boxes to the right of the social insurance
number are used to enter the row, column number and
length of the field. The empty box below the check box
is used to enter the heading title.

Birth Date When this field is checked, this title will appear on the
stub. The boxes to the right of birth date are used to
enter the row, column number and the length of the
field. The empty box below the check box is used to
enter the heading title.
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When the user selects the Heading 2 Sub-Menu tab from the Employee Tab of the
Payroll Statements Report the following screen will appear:

File Help
- Hasdings (H1-5el, Column, & Lengh s
| Clasr: Codde | | A | =
1M, Ersplrypa

% | (2] Prositias: Code - =
: l (=1
& Dimirisstion Code F W W ) ey
5 |D'.I: Turtuin

= [ Caluagmiij Codi Iﬁ W W it
' |l:'= [ Palbrrta
o Clinpin Diabi W W W I
1
4 |, D
2 Emphopss Hoadings 3 of D
v v - | rada -2

g

Pt Sagle | Sebect Py Rum |

The Heading 2 Sub-Menu tab provides a method of inputting titles and their position
for the fields selected for printing from the previous main Employee tab.

The following table gives a description of the screen:

Field

Description

Class Code

Not used

Position Code

When this field is checked, this title will appear on the stub. The
boxes to the right of position code are used to enter the row, column
number and length of the field. The empty box below the check box is
used to enter the heading title.

Distribution Code

When this field is checked, this title will appear on the stub. The
boxes to the right of distribution code are used to enter the row,
column number and length of the field. The empty box below the
check box is used to enter the heading title.

Category Code

When this field is checked, this title will appear on the stub. The
boxes to the right of category code are used to enter the row, column
number and length of the field. The empty box below the check box is
used to enter the heading title.

Cheque Date

When this field is checked, this title will appear on the stub. The
boxes to the right of the check date are used to enter the row, column
number and length of the field. The empty box below the check box is
used to enter the heading title.
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When the user selects the Earning tab from the Payroll Statements Report the
following screen will appear:
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The following table gives a description of the screen:

Field Description

Earning Row This field is used to indicate the row number location
where the earnings will begin printing.

REPORTS

Description When this field is checked the short name of each
earning will be printed on the stub. The boxes beside
the description are used to enter the column number
and length of the field.

Rate When this field is checked the rate that applies for
each earning will be printed on the stub. The boxes to
the right of the rate are used to enter the column
number and length of the field. Allow 5 decimal
places.

Hours When this field is checked the number of hours
associated with each earning will be printed on the
stub. The boxes to the right of hours are used to enter
column number and length of the field. Allow for 5
decimal places.

Current When this field is checked the current amount being
paid for each earning will be printed on the stub. The
boxes to the right of the current are used to enter
column number and length of the field.

Year to Date When this field is checked, the year to date amount for
each earning will be printed on the stub. The boxes to
the right of year to date are used to enter the column
number and length of the field.
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When the user selects the Heading 1 Sub-Menu tab from the Earning Tab of the
Payroll Statements Report the following screen will appear:
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The Heading 1 Sub -Menu tab provides a method of inputting titles and their position
for the fields selected for printing from the previous Earning tab.

The following table gives a description of the screen:

Field Description

Description When this field is checked, this title will appear on the stub.
The boxes to the right of the description are used to enter the
row, column number and length of the field. The empty box
below the check box is used to enter the heading title.

Rate When this field is checked, this title will appear on the stub.
The boxes to the right of rate used to enter the row,column
number and length of the ficld. The empty box below the
check box is used to enter the heading title.

Hours When this field is checked, this title will appear on the stub.
The boxes to the right of hours are used to enter the row,
column number and length of the field. The empty box below
the check box is used to enter the heading title.
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When the user selected the Heading 2 Sub-Menu tab from the Earning tab of the
payroll statements report, the following screen will appear:
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The Headings 2 Sub-Menu tab provides a method of inputting titles and their

position for the fields selected for printing from the previous Earning main tab. %)
H
The following table gives a description of the screen: %
-4
Field Description E

Current Amount When this field is checked, this title will appear on the stub.

The boxes to the right of current amount are used to enter the
row, column number and length of the field. The empty box
below the check box is used to input the Heading title.

Year To Date When this field is checked, this title will appear on the stub.
The boxes to the right of year to date are used to enter the
column number and length of the field. The empty box
below the check box is used to enter the heading title.

Column Heading When this field is checked, this title will appear on the stub.
The boxes to the right of column heading are used to enter
the row, column number and length of the field. The empty
box below the check box is used to input the overall heading
title such as “Earnings”.
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When the user selects the Deduction tab from the Payroll Statements report the
following screen will appear:
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The following table gives a description of the screen:
Field Description
Deductions Row | This field is used to indicate the row number where the deductions will
begin printing.

Description When this field is checked , the short name of each deduction will be
printed on the stub. The boxes beside the description are used to input
the column number and length of the field.

Current When this field is checked, the current amount being deducted for each
deduction will be printed on the stub. The boxes to the right of current
are used to input the column number and length of the field.

Year to Date When this field is checked, the year to date amount for each deduction
will be printed on the stub. The boxes to the right of year to date are
used to enter the column number and length of the field.

Benefit When this field is checked, the current amount for each benefit will be
printed on the stub. The boxes to the right of benefit are used to input
the column number and length of the field.

Benefit YTD When this field is checked, the year to date amount for each benefit will
be printed on the stub. The boxes to the right of benefit YTD re used to
enter column number and length of the field.

Currently, benefits and benefits YTD print on the right hand side of deductions. The
system defaults the position of these fields to that location and will not be able to print
below the deductions. If benefits are to be printed on a pay statement, it is suggested
that the orientation of the page be set to landscape mode in the printer setup. If no
custom form is being used. It may be necessary to turn off (Do not Select/Check)
Benefits and Benefits YTD printing at this time.
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When the user selects the Heading 1 Sub-Menu Tab of the Deduction Tab from the
Payroll Statements Report the following screen will appear:
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The Headings 1 Sub-Menu tab provides a method of inputting titles and their position
for the fields selected for printing from the previous Deduction main tab.

The following table gives a description of the screen:

REPORTS

Field Description
Description When this field is checked, this title will appear on the stub.
The boxes to the right of description are used to input the
row, column number and length of the field. The empty box
below the check box is used to enter the heading title.
Current Amount When this field is checked, this title will appear on the stub.

The boxes to the right of current amount are used to input
the row, column number and length of the field. The empty
box below the check box is used to enter the heading title.

Year To Date Amount

When this field is checked, this title will appear on the stub.
The boxes to the right of year to date amount are used to
input the row, column number and length of the field. The
empty box below the check box is used to enter the heading
title.

Column Headings

When this field is checked, this title will appear on the stub.
The boxes to the right of column heading are used to enter
the row, column number and length of the field. The empty
box below the check box is used to input the overall heading
title such as “Deductions”.
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When the user selects Heading 2 Sub-Menu tab of the Deduction tab the following

screen will appear:
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The following table gives a description of the screen:

Field

Description

Benefit Amount

When this field is checked, this title will appear on the stub. The boxes
to the right of the benefit amount are used to input the row,column
number and length of the field. The empty box below the check box is
used to enter the heading title.

Benefit YTD Amount

When this field is checked, this title will appear on the stub. The boxes
to the right of benefit YTD amount are used to enter the row, column
number and length of the field. The empty box below the check box is
used to enter the heading title.
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When the user selects the Accumulator tab from the Payroll Statements Report the

following screen will appear:
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The following table gives a description of the screen:

Field Description

Row will begin printing.

Accumulators |This ficld is used to indicate the row number where the accumulators

the column number and length of the field.

Description When this field is checked, the short name of each accumulator will be
printed on the stub. The boxes beside the description are used to enter

REPORTS

Hours When this field is checked, the number of hours associated with each
accumulator will be printed on the stub. The boxes to the right of
hours are used to input the column number and length of the field.

Amount When this field is checked the amounts associated with each
accumulator will be printed on the stub. The boxes to the right of
amount are used to enter column number and length of the field.

The printing of each accumulator is at the users discretion and works in conjunction
with the “Flags” settings for each of the accumulators; for example, from alist of 10
active accumulators, only 2 have been selected for printing on the Pay Statement.

The printing of the selected accumulators as number of hours or dollars is dependent
on the calculation code set up for the accumulator and the accumulators usage control

setting.
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When the user selects the Headings Sub-Menu tab of the Accumulator tab the
following screen will appear:
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The Headings Sub Menu tab provides a method of inputting titles and their position for
the fields selected for printing from the previous Accumulator main tab.

The following table gives a description of the screen:

Field Description

Description When this field is checked, this title will appear on the
stub. The boxes to the right of description are used to
input the row, column number and length of the field. The
empty box below the check box is used to enter the
heading title.

Hours When this field is checked, this title will appear on the
stub. The boxes to the right of hours are used to input the
row, column number and length of the field. The empty
box below the check box is used to enter the heading title.

Year to Date Amount |When this field is checked, this title will appear on the
stub. The boxes to the right of year to date amount are
used to enter the row, column number and length of the
field. The empty box below the check box is used to input
the heading title.

Column Headings | When this field is checked, this title will appear on the
stub. The boxes to the right of column heading are used to
enter the row, column number and length of the field. The
empty box below the check box is used to input the overall
heading title such as “ Accumulators™.
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When the user selects the Totals tab from the Payroll Statements Report the following
screen will appear:
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The following table gives a description of the screen:

Field Description

Net Pay When this field is checked, this amount will appear on the stub. The boxes to
the right of net pay are used to input the row, column number and length of the
field.

Total Deduction When this field is checked, this amount will be printed on the stub. The boxes
to the right of total deduction are used to input the row, column number and
length of the field.

Total Deduction YTD | When this field is checked, this amount will be printed on the stub. The boxes
to the right of total deduction YTD are used to input the row, column number
and length of the field.

Gross Pay When this field is checked, this amount will be printed on the stub. The boxes
to the right of gross pay are used to input the row, column number and length
of the field.

Gross YTD When this field is checked, this amount will be printed on the stub. The boxes
to the right of gross YTD are used to enter the row, column number and length
of the field.

Arrears When this field is checked, this amount will be printed on the stub. The boxes
to the right of arrears are used to enter the row, column number and length of
the field.

Arrears to Date When this field is checked, this amount will be printed on the stub. The boxes
to the right of arrears to date are used to enter the row, column number and
length of the field.

E.L. Hours When this field is checked, this number will be printed on the stub. The boxes
to the right of E.I. Hours are used to input the row, column number and length
of the field.

REPORTS
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E.L Hours to Date When this field is checked, this number will be printed on the stub. The boxes
to the right of E.I. hours to date are used to enter the row, column number and
length of the field.

When the user selects the Heading 1 tab of the Total tab the following screen will

appear:
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The Headings 1 Sub-Menu tab provides a method of inputting titles and their position
for the fields selected for printing from the previous Totals main tab.

The following table gives a description of the screen:

Field

Description

Net Pay

When this field is checked , this title will appear on the stub. The
boxes to the right of net pay are used to input the row,column
number and length of the field. The empty box below the check
box is used to enter the heading title.

Total Deductions

When this field is checked, this title will appear on the stub. The
boxes to the right of the total deduction are used to input the row,
column number and length of the field. The empty box below the
check box is used to enter the heading title.

Total Deduction YTD

When this field is checked, this title will appear on the stub. The
boxes to the right of the total deduction YTD are used to enter the
row, column number and length of the field. The empty box below
the check box is used to input the heading title.

Gross Pay

When this field is checked, this title will appear on the stub. The
boxes to the right of gross pay are used to enter the row, column

number and length of the field. The empty box below the check
box is used to input the heading title.

Gross Pay Year to Date

When this field is checked, this title will appear on the stub. The
boxes to the right of the gross pay year to date are used to input the
row,column number and length of the ficld. The empty box below
the check box is used to enter the heading title.
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When the user selects the Heading 2 Sub-menu tab from the Total tab the following
screen will appear:
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The Heading 2 Sub-Menu tab provides a method of inputting titles and their position
for the fields selected for printing from the previous “Totals” main tab.

The following table gives a description of the screen:

Field Description

E.L Hours When this field is checked, this title will appear on the stub. The

REPORTS

boxes to the right of E.I. hours are used to input the row, column
number and length of the field. The empty box below the check box
is used to input the heading title.

E.L Hours to Date When this field is checked, this title will appear on the stub. The

boxes to the right of E.I. hours to Date are used to enter the row,
column number and length of the field. The empty box below the
check box is used to input the heading title.

Arrears Amount When this field is checked, this title will appear on the stub. The

boxes to the right of arrears amount are used to enter the row,
column number and length of the field. The empty box below the
check box is used to enter the heading title.

Arrears to Date When this field is checked, this title will appear on the stub. The

boxes to the right of arrears to date are used to enter the row,
column number and length of the field. The empty box below the
check box is used to enter the heading title.
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When the user selects the Cheque tab from the Payroll Statements Report the
following screen will appear:
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The fields selected from this page will print the employee’s current pay values on the
cheque portion of the form.

The following table gives a description of the screen:

Field

Description

Company Name

If the cheque is not a preprinted form, the company’s name can be printed
on the cheque portion of the form when this field is checked. The boxes to
the right of company name are used to input the row, column number and
length of the field.

Company Address

The company’s address can be printed if this field is selected. The boxes to
the right of company address are used to input the row, column number and
length of the field.

Cheque Date

The date of the cheque will be printed if this field is selected. The boxes to
the right of cheque date are used to enter the row, column number and
length of the field.

Cheque Number

When this field is selected for printing, the cheque number will be printed
on the cheque portion. The boxes to the right of cheque number are used to
input the row, column number and length of the field.

Amount - Alpha

The amount of the cheque to be issued will be printed in full words, such

as five hundred and twenty-three dollars, when this field is selected. The
boxes to the right of amount - alpha are used to input the row, column
number and length of the field.

Amount -Numeric

The amount of the cheque to be issued will be printed as numbers when
this field is checked. The boxes to the right of amount-numeric are used to
input the row, column number and length of the field.

Employee Name

The employees name will be printed on the cheques when this field is
selected. The boxes to the right of employee name are used to input the
row, column number and length of the field.
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Field Description

Employee Address |The employee address can also be printed on the cheque when this field is
selected. The boxes to the right of employee address are used to enter the
row, column number and length of the field of the first line of the address.

Starting Cheque |This field is used to input the starting cheque number of the series to be
Number printed on the cheque, if that field is selected. This cheque number will
also appear on the cheque register as the system assigns the next sequential

number to each cheque as it is produced.

Cheque run to On occasion it may be necessary to produce cheques to replace a direct
Replace EFT run |deposit transfer that was not successful either for all employees or an
individual, or there may be an extra/additional/advance run where cheques
are produced and are not commonly part of a direct deposit schedule. This
can be accomplished by checking this field.

When the user selects the Layout Sub-Menu tab the following screen will appear:
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The Layout Sub-Menu Tab provides some additional option choices and allows the
user to specify the cheque form size. The following table gives a description of the

screen:
Field Description
Printing Options
Stubs Only This option allows for the printing of payment statement stubs only and
could be used in the situation where handwritten cheques are being
produced but the cheque numbers must be tracked on the cheque register.
Cheques Only This option allows for the printing of cheques only where pay statements

are printed separately on a custom form.

Both This option allows for the printing of the cheque and pay statement stub
per employee on a single form. Where direct deposit transfers are not
used the both setting is the most commonly selected.

Page Layout
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Field Description
Stub First This option allows for the specification of the orientation of the form to
be printed where the pay statement stub is at the top of the form.
Cheque First This is the alternate selection where the cheque is at the top of the form.
Form Size
Number of Cheques per |This option allows the user to indicate the number of cheques to be
Form printed per form.

Number of Lines per
Cheque

This option allows the user to indicate the number of printable lines there
are on the cheque portion per form.

Number of Lines per Form

This option allows the user to indicate the number of pay statement stubs
to be printed per form.

Number of Lines per Stub

This option allows the user to indicate the number of printable lines there
arc on the pay statement stub portion per form.

Number of Body Lines per
Stub

This option allows the user to indicate the number of lines specified
previously that can be printed per form.

Number of Offset lines per
Page

This option allows the user to indicate at what row number the printable
arca begins if the printer has a pre-set default position past head of form
or if the form has a box or frame drawn around its outside parameter.

Number of Lines per Form

This option allows for the specifications of the form length in lines. A
standard continuous feed cheques w/stub form is 42 lines, for example. A
Standard Laser printable cheque w/stub form is 63 lines, for another
example.

&~ We have found that in order to have consistent positioning for the next form you may

find it helpful to reduce the “number of lines per stub” by 1.
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When the user selects the Printer tab the following screen will appear:
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In some circumstances it may be necessary to by pass the printer set-ups options and
select specific printing options for the pay statements w/cheques. This may be done
through the printer tab. The following table gives a description of the screen:

Field Description
Printer The actual printer port that the printer is assigned to is inserted here.
LPT1: or LPT2: (£
Font A monospaced font is recommended, such as courier or line printer, for %
insertion in this field. It is important to know what font types are [
supported by your printer. E
Font Size A font size that will allow for the printing of all of the sclected fields

should be inserted here. Commonly, this would be a font size of 12.

Direct Printer Qutput |It is, on occasion, necessary to direct the output for a print job by-passing

(Epson Type) the Operating Systems print functions and send the print job directly to a
printer. By selecting this option the pay statements w/cheques can be
directed to a dot matrix printer.

Direct Printer Qutput By selecting this option the pay statements w/cheques can be directed to a
(Hp Laserjet) laser printer.

Disable Hardware |In the case of some dot matrix printers, the printer may reposition for what

form Control it senses as a head of form based on the perforation between forms. This
may throw the cheque forms printing out of alignment for continuous feed
forms. By selecting this option the printers form feed is disabled and the
printing of the pay statements w/cheques can proceed. This option setting
cannot be saved and must be reset every run.

&~ It may not be necessary to input on this page or choose any of the options available. It
is recommended that a “Print Sample” be attempted with the normal printer set up
options first ,with the exception possibly, of the font size selection. The font size can
be changed on the “Printer Setup” and set to be “Used” during the printing of pay
statements w/cheques. It will then revert to its default “Saved” settings at the end of
the users log on session.
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Pay Statements w/cheques - General information for Pay Statement
w/cheque

Under the File Menu selection options are available that will be of interest to the user:

1. Print Statements - There is a print option choice here as well as the “Print”

button at the bottom of the notebook which is the command to begin the
printing of paystatements w/cheques.

. Default Format - To cancel any previous changes to reporting field positions

and re-set to the default original settings this option can be selected.

. Save Parameters - Once the user has made appropriate changes to the initial

default settings that allow for printing to their custom cheque/statment form
they may select this save option to save their changes. Saving the parameters
in one selected payroll will save the formatting for any other payrolls on the
system.

. Exit - the Exit or Cancel button will exit the program without saving any

changes.

Also there are two other options which are important to a satisfactory result of the
printing pay statements w/cheques.

5. Print Sample - This option allows the user to see the results of the changes

specified by printing one, sample at a time. To test for correct form alignment
and continuous feed, print two samples in a row without adjusting the form in
the printer. The sample cheque printed will be the first cheque from the pay
run selected.

. Select Pay run - Pay Statements w/cheques must be run from a closed pay

period (history). Itis important to select the correct period that you wish to
print cheques/statements for. If no pay run is selected the system defaults to
print the most recent closed pay run.
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Employee Pay Statements - Statements EFT/Stubs

The system allows the user to print pay statements only where Direct Deposit,
Electronic Funds Transfer is used to pay the employees of the company. Please refer to
Pay Statements w/cheques of this manual for a complete description of the printing
options available. The pay statements w/cheques and statement EFT/Stubs are
identical with the exception of one notebook page. The “Cheque” tab in pay
statements w/cheques is replaced by the “EFT” tab for Statements EFT/Stubs.
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The following is a description of the fields on the screen when the EFT tab is
selected.

REPORTS

Field Description

Form Sizes

Number of Stubs per |This option allows the user to specify the number of stubs that
Form can be printed on a pay statement form.

Number of Lines per |This option allows the user to specify the number of lines
Stub printable per stub.

Number of Body Lines |This option allows the user to indicate the number of lines
per Stub specified previously that can be printed per stub form.

Number of Offset Lines | This option allows the user to indicate at what row number the
per Page printable area begins on that stub form.

Bank Account Information

Bank Account Numbers | This option allows the user to select to print the bank account
number(s) for each employee on the pay statements EFT/Stubs.

Print Stubs

EFT Only This option allows the user to select pay statements for an EFT
Direct Deposit type of a payment form.

EFT and Cheque Stubs | This option allows the user to select pay/statements to print
where the payment type was mix an of EFT and Cheques.
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&~  The Layout Sub-Menu tab should be reviewed when only pay statements EFt/Stubs

are being printed so that the information contained on the layout page is consistent
with the information selected on the EFT main tab.

Cheque Register

Sort Order
Selections

Print To

Selection Option

202

The Cheque Register is a list of all cheques issued during a pay run.

When the user selects the cheque register the following screen will appear:
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The Sort order selections for the report allows for the following sort order selections:
m Sequence Number - Sequence Number is the system assigned transaction
sequence number more commonly associated with EFTS.

m Cheque Number - Cheque Number is the user assigned cheque number.

The Print To selection allows the user to print to the following:
m Printer

m Screen

The Selection Option allows the user to print

m Void - Void cheques are those cheques which have been printed but may have
had to be re-printed for some reason. The system automatically flags the first
series of cheques as void.
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m Last Issued - This option is to specifically select the last pay run of cheque
printed in contrast to the last pay period issued which may include several pay
runs.

m Both - The user may select both the last pay run but also all cheques marked as
void by the system.

Processing Option This option allows the user to select the type of payment processed to be reported in the
cheque register report.

m Eft - When this option is selected only the EFT items will be reported in system
generated sequence number order.

m Cheques - When this option is selected only the cheque items will be reported in
either sequence number or cheque number order depending on the sort criteria
selected.

m Both - When this options is selected all EFT and Cheque Items will appear
together in one report sorted in the order chosen previously.

Select Payroll This allows the user to print a cheque register for a particular pay run. If no pay run is
selected the system will default to the pay run pay sequence number that appears at the
top of the initial selection screen.

Print Report Initiates the report printing according to the selections made and options chosen.
Printing can also be initiated from the File menu.

Cancel The Cancel button or exit from the File menu will exit from the screen without
producing the report.

File Menu In addition to the Print and Cancel functions the user is also able to save the Report
Parameters Selected.
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Transaction Report

The Transaction Report prints a report of selected transactions entered for the payroll
in the given date range by the sort order selected.

When the user selects Transaction Report the following screen will appear:
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The following is a description of the fields on the screen and their use:

Field Description

Current Pay Run (Not Closed): The system will display the current calculated but not yet closed pay
run by period end date, tax year, run type, pay run number and pay sequence number. It will allow
the user to choose:

Include To include the transactions from this run in the subsequent report.
Exclude To exclude the transactions from this run in the subsequent report.
Only To report only the transactions from this run in the subsequent report. A pay run start

and end period is not required if this option is chosen.

Pay Run Selection: The system allows the user to select a starting pay run and ending pay run either
“Including” or “Excluding: the current pay run.

Select Start When the user selects this option a list will appear displaying all previously closed
“History” pay runs in order to choose the report’s starting run number.

Select End When the user selects this option a list will appear displaying all previously closed
“History” pay runs in order to choose the report’s ending run number.

Date Range Selection: The system also provides the user with a method to select transactions from a
certain date range for the report.

From If this is the method that the user wishes to use, the starting date should be entered in
this field in YYYYMMDD format.
To The ending date of the date range should be entered in this field in YYYYMMDD
format.

By Pay Run | The user must specify the selection option that has been chosen, with by pay run
requiring a starting and ending pay run number for the subsequent report.

By Date Range |This option requires that the user has chosen and inserted the date range to be reported.

204 Can-Pay Computer Software




REPORTS - 6

When the user selects the Sort tab from the Transaction Report the following screen
will appear:
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Sort Order The sort order field lets the user sort by one of the following choices:
m Transaction Date
m Employee Name
m Pay Sequence

m Category

REPORTS

m Transaction Type

m Employee Number
m Pay Period Number
Totals By The “Totals By” allows the user to specify the type of totals that will be printed. The
user can select to have totals by one of the following choices:
m Date
= Employee
m Pay Sequence
m Transaction Type
m Transaction Code

m Pay Period Number

(&~ The Totals By should be the same as the sort type with the exception of category sort
which will automatically total by category as well.
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Summary Totals When this option is selected a single summary total line for the transaction will appear
Only for the sort type. If this option is not selected every detail transaction line will be
printed.

When the user selects the Transaction tab from the Transaction Report the following
screen will appear:
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The following table gives a description of the report:

Field Description
All The All button will turn on all types of transactions to be printed on the
report.
None The None button will turn off all types of transactions on this screen and is a

method of removing previously saved selections.

Normal This Normal column indicates the normal input or generated transactions. By
turning on one of the transaction types in this column the transaction report
will print standard transactions for the specified type.

Current The two columns under this title will report the current period transactions by
type selected.
Override Indicates pay period override transactions by transaction type.

Adjustment Indicates current period adjustment transactions by transaction type.

YTD The two columns under this title will report those transactions by transaction
type that were input to modify the year to date balances.

Override Indicates year to date override transactions by transaction type.

Adjustment Indicates year to date adjustment transactions by transaction type.
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The Transaction types that can be selected for reporting are:
m Earnings
m Deductions
m Benefits
m Statutory Deductions
m Statutory Benefits
m Accumulators
There are additional accumulator transactions that can be reported as well, such as:
m Pay out Part
= Payout All
m Entitlement Adjustment

m Internal Adjustment

REPORTS
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When the user selects the Fields tab from the Transaction Report the following screen
will appear:
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Transaction When the user wants a Transaction field to appear on the report click on the box to the
Fields left of the field you want to appear on the report. The transaction fields that can be

reported are:
m Transaction Type
m Rate
= Hours
m Date
= Amount
m Reason
m Code
m Flag
m Pay Period
m Pay Year
m Pay Sequence
m Position
m Area
m Activity
m Sub Area
= Sub Activity

m Distribution
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m Reference

&~ In order for the rate field to appear on the report, Summary Totals Only on the Sort tab
must be turned off.

Employee Fields In Addition to the transaction reporting fields, there are other fields associated with
each employee which can also be selected for the report. Those fields are:
m Employee Number
m Social Insurance Number
m Category with a field to specify which category
m Birth Date

m Sex

REPORTS
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When the user selects the Report tab from the Transaction Report the following screen
will appear:
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The Report tab allows the user to specify where the report will print and whether an
export file should also be created. The following options are available:

Print To Allows the user to produce the transaction report as a printed report or to appear on the
screen for review.

Options Allows the user to specify whether the transactions selected will produce a report only,
an export file only or both.

Page Break Allows the user to specify whether there should be a page break after each sort total or
not.
Export Data Allows the user to select the Export File’s Date format.
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When the user selects the Select tab from the Transaction Report the following screen
will appear:
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The Selects tab allows the user to specify a selected list of transaction types by
employee. IF no selections are made at this time the system will report for all
employees all transactions of the type selected on the transaction tab. By choosing
any one of the options listed here a list of existing codes will be presented to choose
from. The choices available are to:

REPORTS

m Select an individual “Employee”

m Select from a list of “Earnings”
m Select from a list of “Deductions”
m Select from a list of “Accumulators”
There also exists a range of transactions types to choose from which are:

m Unprocessed Transactions Only - Items entered but not included in calculation
yet.

m Entered Hourly Transactions Only - Items entered through hours entry
technique

m All Requested Transaction - All items of every kind according to all parameters
selected.
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When the user selects the Export Tab from the Transaction Report Menu the
following screen will appear:

| Teamadion Repoet - JOE |
fie  Help
3|I.||?'E' I_ Codie I_ Area: I_
-:ﬁ'.\:'ll-t' I_ Flag I_ ERTEILTS I_
Hours: [ Pay Period: | Sub ares | Sort
aimte: [ Pagvear [ Subacttg [ Tram
S Amoun [ sequence [ Distribution [

Diatas

Fhalils
-:ﬁvnn:m | Fasininm | Rl aran e |

- Repori
o

jHl.unIh'.ﬂ | Canpigany | A
A5IH; [ mirthopate: |

=]

R [ ] el
=

a o

"

[Tranmsaction Report | Conce |

The user is provided with the fields which can be used for export. Each field to be
exported must carry a number starting from the left most data field in the file. Enter the
position of the field in the output record. Use zero to turn off the field for Export.

The File Menu allows for the saving of the parameters selected for the Transaction
Report

Can-Pay Computer Software




REPORTS - 6

Customized Report

The Customized Reports provides the user with a method of creating their own reports
in addition to the system standard reports. These created reports may be printed or
exported to another system such as a spreadsheet for further manipulation or both
printed and exported at the same time. The Customized reports are generated from
data contained in closed (history) pay runs. The Customized Report can provide a
report spanning several pay runs. The Customized Reports allows for several
variations of a similar report based on user requirements.

The following screen will appear when the Customized Reports screen is selected:

£ ResutReport-DED-TEST _______________ [FENs
File Help
I
T ~Starting Payroll Selection [[I].h'
T {  Report ]
- Select Start | ; ;
3 Sort ]
T ~Ending Payroll Selection Select
q
:ﬁ
3 Select End I
:ﬁ
- Print To Results 1
3 ’7 (® Printer () Screen ‘ Results 2
= CActions 2
2 ) >
Fi L
:|El (@ Report () Both (J Export ormuta %
3 Report Page 1 of 3.9 %
I Result Report I | Cancel |

From the Reports Tab of the Customized Report the following options are presented:

Field ‘ Description

Starting Payroll Selection

Select Start | By pressing this button a list of closed pay runs will be displayed to choose the
starting pay run for the report.

Ending Payroll | By pressing this button a list of closed pay runs will be displayed to choose the
Selection ending pay run for the report.

Print To

Printer The users may direct the report to a printer.

Screen The user may direct the report to be viewed on the screen.
Actions

Report The user may select for a report only.

Both The user may select for a report and an export file to be created at the same
time.
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Export The user may select for an export file to be created only.

When the user selects the Sort tab from the Customized Report the following screen
will appear:

E4 7| =
File Help
=Iﬁ ~Sort Order
3 {7 Category Mumber I Report l
= ® Employee Hame [ Employee Humber
:|_:l J Rev Can Humber {J Tax Province :
3 Select
:|—:I

Field ]
3 ~Report Sub Totals relds
= [ Total Earning Fields Results 1
:|_:l [ Total Deductions Fields =
3 2] Total Accumulator Fields .
3 [Z Print Report Field Horizontal
:|—:I
I Result Report I | Cancel |

A number of sort options are available for each report generated. These sort options
are:

m Category Number - With a field to enter Category Number desired.
m Employee Name
m Revenue Canada Account Number, ie: Full Rate Business Number
m Employee Number
m Tax Province
Report Sub Totals At least one of the totals fields must be checked in order for the report to produce the
desired results. The total field selected is dependent on the reports selection criteria.

These total fields indicate to the system that summary total lines are required for the
report. The sub-total fields selection are:

m Total Earning Fields
m Total Deduction Fields
m Total Accumulator Fields
Print Reprot This is a printing option to reorient the report to a horizontal layout

Field
Horizontal
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Select Employee

Select Earnings

Select Deductions

Select

Accumulators

Select Statutory
Deductions

&
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When the user selects the Select tab the following screen will appear:

REPORTS - 6

B ResuttReport -DED-TEST [N
File Help

|
3 | Select Employee Report l
3 Select Earnings Sort
e __
:|a - Select ]
-3 | Select Deductions
= Fields ]

Select Accumulators

= |_s
= Results 1 ]
:ﬁ
E | Select Stat Ded Results ? ]
3 Formula ]
:ﬁ
= 33
| Result Report I | Cancel I

The option exist to select a report based on certain parameters. Theuser may select:

To choose a report for one employee

REPORTS

A list of all earning types will be presented to choose one or several for the report.

A list of all Company Deduction types will be presented to choose one or several for
the report.

Alistofall accumulator types will be presented to choose one or several for the report

Alist of all statutory deduction will be present to choose one or several to be excluded
for the report.

The system defaults to include all statutory deductions in any report unless they are
specifically excluded.
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When the user Selects the Field tab from the Customized Report the following screen
will appear:

By ResuffRepott -DED-TEST ==y
File Help
I ~Employee Data Fields
ploy
3 [ Emp. Humber I [ Distribution I Report
E [Z Emp. Hame I [ Tax Province I Sort ]
:IEI [_1 Status I 21 RevCan Humber I
Select
3 T Pasition | 5 Bank 1 | | elec ]
3 [ Category | [Z] Bank 2 I ¢ Fields ]
= [ S.LH | [Zi Bank 3 I Results 1 ]
3 [ Birth Date | [0 Rehire Date | .
[ Initial Date [ Last Date ettt ]
:ﬁ
3 Formula ]
—
-
e [EJE
Result Report Cancel |

Employee Data The user may select the fields that are desired on the report. The box to the left of the
Fields field name indicates that the required report data field is checked. The box to the right
of the field name is used to indicate the fields order of export position number.
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When the user selects the Results 1 tab from the Customized Report the following
screen will appear:

= 2l o F
File Help
'5 ~Earning Fields 5
3 [ Curr Hours I_ [0 ¥YTD Amt I_ Report l
:? [] Curr Amt I_ [Z] Curr Rate I_
“F @YD H YTD R Ij
:|El = ours I_ = ate I_
~Deduction Fields Including Stat.'s Select
=
:ﬁ [Z1 Curr Ded IJ. [Z] Curr Benefit I_
£ | Finis
= YTD Ded [ [EYTD Ben [
= |
:|El ~Accumulator Fields i Results 1 ]
3 21 Acc Hours I_ [0 Acc Amt I_ ' besulte 2 '
-5 | [ Paid Hours [ [@Paid Amt [ esults ]
3 7 Bal Hours [ [@Bal Amt [ Formula ]
=
= [ =]
Result Report I | Cancel I
wn
H
&
. .. o
Field ‘ Description %
Earning Fields
Current Hours If this field is checked and earning type has been selected, the
current hours for the report’s pay run range will be printed/exported.
Current Amount If this field is checked and the earning type has been selected, the
current amount for the report pay run range will be printed/exported.
YTD Hours If this field is checked and an earning type has been selected, the
YTD hours for the reports pay run end date will be printed/exported.
YTD Amount If this field is checked and an earning type has been selected, the
YTD Amount for the report’s pay run end date will be
printed/exported.
Current Rate If this field is checked and an earning type has been selected and
employee’s have had earnings of this type for the report’s pay run
range, the current rate will be printed/exported. Note: The system
will calculate the current rate based on earnings and does not report
the employee’s fixed rate. This will produce an average current rate
of pay which may differ with an employee’s fixed rate depending on
the current transactions.
YTD Rate If this field is checked and an earning type has been selected and the
employee has had earnings of this type, the average YTD rate will
be calculated and printed/exported.
Deduction Fields Including Stat’s
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Field

Description

Current Deductions

If this field is checked and a deduction type has been selected, the
current deduction amount for the report’s pay run range will be
printed/exported.

YTD Deductions

If this field is checked and a deduction type has been selected, the
YTD deduction amount for the report ending run date will be
printed/exported.

Current Benefits

If this field is checked and a deduction type has been selected, the
current benefit amount for the reports pay run range will be
printed/exported.

YTD Benefits

If this field is checked and a deduction type has been selected, the
YTD Benefits amount for the report’s ending run date will be
printed/exported. Note: The Statutory deductions will be default
also be included in the Report unless specifically excluded from the
selections.

Accumulator Fields

Accumulator Hours

If this field is checked an accumulator type has been selected, the
number of accumulated hours for the report’s pay run range will be
printed/exported.

Paid Hours

If this field is checked and an accumulator type has been selected,
the number of paid out hours for the reports pay run range will be
printed/exported.

Balance of Hours

If this field is checked and an accumulator type has been selected.
The balance of hours remaining in the accumulator at the end of the
report’s pay run range will be printed/exported.

Accumulator Amount

If this field is checked and an accumulator type has been selected.
The amount of accumulator dollars for the report’s pay run range
will be printed/exported.

Paid Amount

If this field is checked and an accumulator type has been selected,
the paid out amount for the report pay run range will be
printed/exported.

Balance Amount

If this field is checked and an accumulator type has been selected,
the balance of dollars remaining in the accumulator at the end of the
report pay run range will be printed/exported.
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When the user selects the Result 2 tab of the Customized Report the following screen
will appear:

B Resutkepor ve0-test [
File Help
2:‘3 ~Pay Summary Amount Fields
$ [Z] Current Gross I [ ¥YTD Gross |
E i Current Het | [ YTD Het |
:ﬁ 2] Arrears I [ YTD Arrears I Sol
:|-:| elect
$ ~Description Fields Fields l
=7 | Earning Type: I
3 i Results 1
= Deduction Type: I
E Accumulator Type: I Results 2 ]
; Formula ]
:% EED m

Result Report IEI

The boxes to the left of the field name are used to indicate that these should be
printed/exported. Theboxes to the right of the field name are used to induce the order
of export position number.

REPORTS

The following table gives a description of the screen:

Field Description
Pay Summary Amount Fields: There exists the possibility of reporting additional summary
data for the report.
Current Gross If this field is checked the current gross earnings will appear on the
report/export field.
Current Net IF this field is checked, the current net earnings will appear on the
report/export field.
Arrears If this field is checked. The current arrears will appear on the
report/export file.
YTD Gross If this field is checked, the YTD Gross earnings will appear on the
report/export file.
YTD Net If this field is checked, the YTD net earnings will appear on the
report/export file.
YTD Arrears If this field is checked, the YTD arrears outstanding will appear on the
report/export file.
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Type.

Description Fields: For export file production only. The printing of a report will include all
descriptions by default. If the export file also requires the description fields to be exported
the user must specify the export order for: Earning Type, Deduction Type and Accumulator

When the user selects the Formula tab of the Customized Report the following screen

will appear:

B4 ResuftReport -DED-TEST  [pdEEs
File Help
I
:|-:l "VARIABLE" I j "VARIABLE" = result
3 Report
3 ~Print -Yariables Sort
:I-:l [Z] Variable 1
:l_:' Select
= )
=2 | [d Variable 2 Fields
:ﬁ
= Results 1
:|_:l [Z] Operand
Results 2

3 [Z] Result esuts

Formul ]
3 User Defined Constant ormua
3 Formula 1 of 3|+

ﬁ\ Var 1 i Var 2 )

| Result Report | Cancel I

On occasion it is necessary to manipulate the data coming from the payroll files and
perform some simple mathematical functions, such as combining certain data fields.
This may not be desirable in the payroll system but may be necessary for other
reporting requirements. The system provides for this requirement in a limited manner.
Complex calculation and recombination’s cannot be handled on this formula tab but
simple functions do exist to provide further flexibility
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When the user selects the Variable 1 Sub-Menu tab on the Customized Report the
following screen will appear:

Eili  Help

= Warishls 1 o

= 3 - Frugent
- et

4 S|
: [ Fields
" J—
;: I Hemir 7
S T ey b

" Firrmada 2 of B

k- Ve | W T

[Foadr gt | Goreel

When the user selects the Variable 2 Sub-Menu tab of the Customized Reports the
following screen will appear:

T T e
Filr Hwip

Worlahils T

Eaining kb 1l

[Boommprt] | comew |

Flaka
R 1
Fi=adie. 7

I mrmwiln
aoumadut

Forevsin Page ] ol 1% =

REPORTS

&~ There does not currently exist a method of inserting a custom report name on the
Customized Reports produced. This feature will be available in a later release of the

software

&~  The report parameters can be saved under the File menu but must be reselected for
each new report produced. A method of saving individual report parameters
associated with a named report will be available in a later release of the software.
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Examples of Customized Report

A: How do I get a Report of RRSP Employee and Employer Contributions for
February 1998?

1.
. Go to Reports on Payroll Main Menu, Select Customized Reports

© 00 N O ol h WODN

e =
B O

12.
13.
B:

Select Payroll Name

. Select starting pay run number falling within February 1998

. Select Ending pay run number falling within February 1998

. Select to print report r view on the screen

. Select for Report Only, export only or both

. Go to Sort Tab, select sort order - Employee Name

. Select Deduction fields from Report sub totals

. Go to Select Tab, select deductions - RRSP from list, OK

. Select Stat. Deductions, highlight all and press exclude, OK

. Go to Employee Data fields - for Report Only - Click once for each field you

wish printed. Employee Name, Social Insurance Number
Go to Results 1 Tab, select Current Deductions and Current Benefits
Press Result Report

How do produce a Report of the Balance of Vacation hours owing to all

employee;s for each department supervisor to review?

1.

. Go to Reports on Payroll main menu, Select customized reports.

© 00 N OO O b W N

Select Payroll Name

. Select starting pay run number - most recent closed.

. Ending Pay run number will default to same as start.

. Select to print Report or view on the screen

. Select for Report

. Go to Sort tab, Select sort order - Category Number 1
. Select Accumulator fields from report sub-totals

. Go to Select Tab, select accumulators - choose Vacation Accumulator(s) form

list - OK

10. Go to Fields Tab, Employee Data Fields to choose from: Click once for each

field you wish printed. Employee Number, Employee Name

11. Go to Results 1 Tab, Select Accumulator Fields - Balance of hours or Balance

222

or both
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12. Press Result Report

C: How Do I get a Report of hours worked and Rate of pay in Mar h 1998 by all
employee by province?

1. Select Payroll Name

. Go to Reports on the Payroll Main Menu, Select Customized Reports
. Select Starting pay run number in March 1998

. Select Ending pay run number in March 1998

. Select to Print Report or View on the screen

. Select for Report

. Go to Sort Tab, Select Sort Order - Tax Province

. Select Earnings Fields from Report sub-totals

© 00 N O 0o h WODN

. Go to Select Tab, Select Earnings - choose earning code(s) from List ,OK

=
(@]

. Go to Fields Tab, select Employee Data fields to be printed. Click once for
each choice. Employee Number, Employee Name, Category, Tax Province

11. Go to Results 1 tab. Select Earnings Fields -Current Hours, Current Rate
12. Press Result Report

13. Remember that the system calculates the current average rate of pay. If an
employee has had no earnings of the type selected no rate of pay will appear
on the report.

REPORTS
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Name and Address Report

The Name and Address report option prints a listing of the Employee name and
addresses.

This function allows the user to select the data fields to include in the report, the name
and address layout, and to select a single employee for the report.

The dialog box for the Name & Address Report option in the report menu appears as

follows:
B4 Mame and Address Report Lz |
File Help
[
=
3 —Report Fields Fields 1
- [ Hame ¥ Address 1 [V Catagory
- Layout1 ]
3 [ Surname ¥ Address 2 ¥ Humber
— | WiGiven Name ¥ City ¥ S.LN. Layout 2]
3 [ Start Date [ Province Wi Sex Sizes
- ¥ End Date [V Postal Code [V Treaty
- Report
j: W Birth Date ¥ Med. Ref. ¥ Band
3 [¥ Home Phone ¥ Family Med.
j: W Alt Phone ¥ Medical
=
=
==
==
:
B -]
| Print Report I |gancel|
Saving... The selections made by the user can be saved by selecting the Save Parameters in the

File menu.
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Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following 25 data fields:

Field Description

Name When this field is checked the name of the employee in the name and address report will be printed.

Surname When this field is checked the surname of the employee in the name and address report will be
printed.

Given Name |When this field is checked the given name of the employee in the name and address report will be
printed.

Start Date | When this field is checked the starting date of the name and address report will be printed.

End Date When this field is checked the ending date of the name and address report will be printed.

Medical When this field is checked the medical number of the employee will be printed.

Family Med. |When this field is checked the family medical number of the employee will be printed.

Home Phone |When this field is checked the home phone number of the employee will be printed.
Address 1 When this field is checked the address 1 of the address will be printed.
Address 2 When this field is checked the address 2 of the address will be printed.
City When this field is checked the city will be printed.

Province When this field is checked the province will be printed.
Postal Code |When this field is checked the postal code will be printed.
Alt. Phone | When this field is checked the alternate phone number will be printed.

Number When this field is checked the employee number will be printed.
S.LN. When this field is checked the S.I.N. of the employee will be printed.
Sex When this field is checked the sex of the employee will be printed.

REPORTS

Treaty When this field is checked the treaty number of the employee will be printed.

Band When this field is checked the band number/name of the employee will be printed.
Birth Date | When this field is checked the employee’s birth date will be printed.

Category When this field is checked the employee’s assigned category will be printed.

Medical When this field is checked the employee’s additional medical reference number will be printed.
Reference
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Layout 1
Selection

Defaults

226

The dialog box for the Name and Address Report layout appears as follows:

| Hame and AddressReport |l

ile Help

~0ff-set, Column, Field Length Fields 1
Humber |1_| 1 W Address 1 | 1 Lagout1]

Name |1_ W W Address 2
Surnamel? W W City
Given |T W W Province

Postal Cd

BEEERE
EEEEE
BEEEBE

A A AAAAA A A A= s

[

| Print Report I |gancel|

The default selections can be redisplayed by selecting the default selections in the file
menu. If'you wish to always use the defaults, select the Save Parameter option in the
File menu.
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Layout 2 The second dialogbox for the Name and Address Report layout appears as follows:

Selection
Hame and Address Report Lz SNl

le Help

~0ff-set, Column, Field Length
Fields 1
SIN.  [4[12 11 start Date[2 [94 i j

Sex |T|H|ﬁ End Date |? 94 [1
Cat. F]WW Birth Date|1_ 94 [1

=

—IEI—I

=
=
Jui]
=
=]
o
-
%]

Phone [1[105 20 Medical [2 [105 [20°
AltPh. [2[105 20 Fam Med. [3 [105 |20 Report
Treaty [5 [12 [20 Med. Ref. [4 [105 |20

Band |? ﬁ W

A A AAAAA A A A= s

[

| Print Report I |gancel|

REPORTS

Defaults The default selections can be re-displayed by selecting the default selections in the
file menu. If you wish to always use the defaults, select the Save Parameter option
in the File menu.
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Off-Set

Column

Field Length

228

In order to design a report layout you must specity the following 3 things:
m Off-Set
m Column

m Field Length

This is the line offset used for printing the name and address information. Eg) If you
want this field to print on the first line of this name and address information use an
oft-set of zero. Ifitisto follow on the second line use an off-set of 1. You may have as
many off-sets as you need to print all the fields you have selected.

This is the character position on the print line for the name and address information.
Eg) Ifthe field is to start 5 spaces in from the left hand margin enter a 6 in the column
field. The column numbers are only limited by the number of characters you can print
on each line of your selection page.

This is the number of characters that make up the field. Eg) Employee numberis 10
characters long. If you want to see the entire employee number enter 10 in the field
length. If you are doing the date which is 10 characters you may choose to print only
the last 5 giving you mm/dd. The date field is the only field that takes the characters
from the right hand side.
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Sizes Selection The following dialog box for the Name and Address Report appears as follows:

Mame and Address Report E £l D

le Help

—~Report Field Sizes :
Employee Number 1@ Address Line 1 40 Fields 1

Employee Hame 40 Address Line 2 40
Surname 40 City 40 Layout1

Given 40 Province 02

Postal Code 10 Layout 2
Social Insurance 11 Start (3999/99/99) 1g || 3.295]
Sex (M/F) 01 End (9999/99/99) 1g e <
Per Category 16 Birth (9999/99/99) 1o Report ]
Home Phone 20 Medical Humber 20
Alt. Phone 20 Family Medical 20
Treaty 20 Med. Reference 20

Band Number 40

AUAAAAAAAAAAAAAAAAAAAAA A o s

EJE

| Print Report | |Qancel|

REPORTS

The default number of characters contained in each field are displayed on the report
field sizes. TO change any of the field lengths, highlight the field’s length and
overtype with a new value.
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Select Report The dialog box for the Name and Address Report appears as follows:

Selection
Hame and Address Report Lz SNl

Help

Fields 1
—~Report Selections Layouti
| Select Employee Layout 2

o

-Page Break for Report W

i Report ]

JYes @ No . B
~Print To

@ Printer ([ Screen

A A AAAAA A A A= s

|t

| Print Report I |gancel|

Single Employee  To choose a single employee option for the Name and Address report select the Select
Option Employee option.

Page Break for This report allows you the option to print each employee on a separate page. Select the
Report page break yes field. When this is selected the box to the left of the field has a check
mark.
Print To You may choose to print the report to your screen or to a printer.
File Menu Under the File menu option, you may save the report parameters, print or exit.
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Name and Address Label

The Name & Address Label option prints an employee name and address label.

This function allows the user to select the data fields to include in the label, the name
and address layout, and to set up the label layout.

The dialog box for the Name & Address Label option in the report menu appears as

follows:
g4 Hame and Address Labels | = |
File Help
[
==
3 ~Report Fields Fields 1
- [ Hame ¥ Address 1 [_] Catagory
- Layout1 ]
3 [Z] Surname ¥ Address 2 ¥ Humber
— | [dGiven Name ¥ City 1 S.LM. Layout 2}
3 [1 Start Date ¥ Province [ Sex Sizes
3 [L] End Date [Vl Postal Code [ Treaty L abels
;T:'a [1Birth Date  [[]Med. Ref.  [ZjBand
3 [l Home Phone [] Family Med. 2
;T:'a [ Alt Phone [ Medical =
=3 /Ay
= E
=3
=
= L)
| Print Report I |Qancel|
Saving... The selections made by the user can be saved by selecting the Save Parameters in the

File menu.
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Report Fields A data field is selected for the label when the box to the left of the field has a check
Selection mark.
The report field selection allows for the inclusion of the following 25 data fields:
Field Description
Name When this field is checked the name of the employee in the name and address label will be printed.
Surname When this field is checked the surname of the employee in the name and address label will be
printed.
Given Name |When this field is checked the given name of the employee in the name and address label will be
printed.
Start Date | When this field is checked the starting date of the name and address label will be printed.
End Date When this field is checked the ending date of the name and address label will be printed.
Medical When this field is checked the medical number of the employee will be printed.
Family Med. |When this field is checked the family medical number of the employee will be printed.
Home Phone |When this field is checked the home phone number of the employee will be printed.
Address 1 When this field is checked the address 1 line of the address will be printed.
Address 2 When this field is checked the address 2 line of the address will be printed.
City When this field is checked the city of the employee will be printed.
Province When this field is checked the province of the employee will be printed.
Postal Code |When this field is checked the postal code of the employee will be printed.
Alt. Phone | When this field is checked the alternate phone number of the employee will be printed.
Number When this field is checked the employee number will be printed.
S.LN. When this field is checked the S.I.N. of the employee will be printed.
Sex When this field is checked the sex of the employee will be printed.
Treaty When this field is checked the treaty number of the employee will be printed.
Band When this field is checked the band number/name of the employee will be printed.
Birth Date | When this field is checked the employee’s birth date will be printed.
Category When this field is checked the employee’s assigned category will be printed.
Medical When this field is checked the employee’s additional medical reference number will be printed.
Reference
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Layout 1 The second dialogbox for the Name and Address Label Layout appears as follows:
Selection
2\
ile Help
~0ff-set, Column, Field Length Fields 1

Number |1_|T|W Address 1 |T
Hame FFW Address 2 |T
B
O

Surname City

Given Province

Postal Cd |?

EEEEE
EEEEE

A A AAAAA A A A= s

[

| Print Report I |gancel|
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Defaults The default selections can be re-displayed by selecting the default selections in the
filemenu. Ifyouwish to always use the defaults select the Save Parameter option in
the File menu.
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Layout 2
Selection

Defaults

234

The second dialogbox for the Name and Address Label Layout appears as follows:

B4 Hame and Address Labels NSNS
File Help

=3 _0ff-set, Column, Field Length

3 Fields 1
= S.LM. Start Date

3 Sex End Date Layout1
% Cat. Birth Date I_agout2]
=  cee
3 Phone Medical Sizes
;T:'a Alt Ph. Fam Med, Labels ]
3 Treaty Med. Ref.

= | Band

==

==

==

==

==

==

=

= 0]

| Print Report I |gancel|

The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the
File menu.
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In order to design a label layout you must specify the following 3 things:
m Off-Set
m Column

m Field Length

This is the line offset used for printing the name and address information. Eg) If you
want this field to print on the first line of this name and address information use an
oft-set of zero. Ifitisto follow on the second line use an off-set of 1. You may have as
many off-sets as you need to print all the fields you have selected.

This is the character position on the print line for the name and address information.
Eg) Ifthe field is to start 5 spaces in from the left hand margin enter a 6 in the column
field. The column numbers are only limited by the number of characters you can print
on each line of your selection page.

This is the number of characters that make up the field. Eg) Employee numberis 10
characters long. If you want to see the entire employee number enter 10 in the field
length. If you are doing the date which is 10 characters you may choose to print only
the last 5 giving you mm/dd. The date field is the only field that takes the characters
from the right hand side.
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The following dialog box for the Name and Address Label appears as follows:

B tomeandpgdressLabels ———————————— [NENS
File Help
[
=3 rReport Field Sizes .
=2 | Employee Humber 1o Address Line 1 40 Fields 1
ploy
3 Employee Hame 40 Address Line 2 40
3 Surname 40 gitg 40 Layouti
Given 40 Province 02
3 Postal Code 10 Layout 2
;T:'a Social Insurance {1 Start (9999/99/99) 1o éi;};;{"']
= Sex (M/F) 01 End (9999/99/99) {0 | i -
3 Per Category 10 Birth (9999/99/99) 10 Labels ]
= | Home Phone 20 Medical Humber 20
T | Alt. Phone 20 Family Medical 20
=3 y
Treat 20 Med. Reference 20
3 B d?\l b
and Number 40
=3
=3
=3
=3
=3
=3
= |
| Print Report | |Qancel|

The default number of characters contained in each field are displayed on the report
field sizes. To change any of the field lengths highlight the fields length and overtype

with a new value.
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Print Sample

Label

The following dialog box for the Label appears as follows:

3

Help

Hame and Address Labels Z e =

~Label Information

Humber of Lines on the Label IW
Start Printing on Line Humber IW

~Label Legend
(Printi (Position

JYes ® No @ Above ([ Left

‘ Print Sample Label |

AUAAAAAAAAAAAAAAAAAAAAA A o s

|

Fields 1
Layouti
Layout 2

Sizes

PEEE

Labels ]

| Print Report | |Qancel|

In laying out the label the other things the program needs to know is:

1. The number of lines your label will hold. A standard label is 8 lines long.

REPORTS - 6

REPORTS

2. The line the label information will start on. This means that after the heading
fields are printed the label information will start on which line number.

Label Legend - You can specify if the legend will be printed above or to the left of the

label information.

This will print a sample label for you to verify the line up of your label.
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Employee Profile Report

Data Field

238

When the user selects the Employee Profile Report from the Reports menu the
following screen will appear:

| Emipluryst Piofile Hopot |
Fila Hulp

’ I3
= Ermglonpina Fapa IFiolds
= Employe
5 Ll Mama 1 Addeess 1 1 Badge '
# | L Start Dute petckss 2 | Hormibes fire.
= | Eirth Dubs iy | B L Amounis
L L Home Phons Province | e et

. | it Prhore | Passtnl Code | Pogitien
= Smlprt
=
= Heport

v
Print Hepirt Caneal |

A data field is selected when the box to the left of the field has a check mark.
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The data field selection for the report allows for the inclusion of the following data

fields:
Field Description
Name When this field is checked the name of the employee will be printed.
Start Date When this field is checked the starting date of the employee will be printed.
Birth When this field is checked the birth date of the employee will be printed.
Home Phone When this field is checked the home phone number of the employee will be
printed.
Alt Phone When this field is checked an alternate phone number of the employee will be
printed.
Fam. Medical |When this field is checked the employee’s family medical number will be
printed.
Address 1 When this field is checked the employee’s address will be printed.
Address 2 When this field is checked the an additional address will be printed.
City When this field is checked the city the employee lives in will be printed.
Province When this field is checked the province the employee lives in will be printed.
Postal Code When this field is checked the postal code of the employee will be printed.
Badge When this field is checked the badge number of the employee will be printed.
Number When this field is checked the employee’s number will be printed.
S.LN. When this field is checked the employee’s social insurance number will be
printed.
Sex When this field is checked the sex of the employee will be printed.
Position When this field is checked the position of the employee will be printed.

Can-Pay Computer Software
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When the user selects the Payroll tab from the Employee Profile Report the following
screen will appear:

B tooyeeriofierepon AN
File Help
[ 3
- o .
=2 Pauroll Specific Report Fields Employee ]
:|EI
3 [_i Payroll Status |1 Standard Hours : Payroll j
[i Revenue Canada [i Bank Account 1 [ :
:|EI
Amounts j
i [ W.C.B. Level 7 Bank Account 2
:|El [Z1 Health Code Level [Z] Bank Account 3 Sort ]
T | = )
_| Stat Canada Code
:|El Select
:ﬁ
i Report j
- |
Cancel |

The following table gives a description of the screen:

Field

Description

Payroll Status

This field contains the employee’s current status and will print if
selected.

Revenue Canada

This field will display full or reduced rate designation and will print if
selected.

W.C.B. Level When this field is checked the WCB rate code assigned will be printed.
Health Code Level | When this field is checked the payroll tax rate code assigned will be
printed.
Stat Canada Code |When this field is checked the Statistics Canada Code assigned will be
printed.
Standard Hours |When this field is checked the employee’s standard work week hours
will be printed.
Bank Account 1 |If this field is checked the employee’s bank account number for direct
deposit will be printed.
Bank Account 2 |If this field is checked the employee’s second bank account number will
be printed.
Bank Account 3 |If this field is checked the employee’s third bank account will be

printed.
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When the user selects the Amount tab from the Employee Payroll Profile Report the

following screen will appear:

E% Employee Profile Report = o =
File Help

T
:ﬁ
=7 Pay Period Report Fields Employee
3 [Z] Starting Date [Z] Gross Pay = 0

ayrol
:|EI [Z1 Ending Date |21 Deductions u
E [ Cheque Date [l Benefits Amounts
3 21 Run Humber [ Het Pay
= [Z Run Type [Z] Insured Earnings
Select j
:|EI [ Run Sequence [Z1 Units eec
:ﬁ
3 [z Hours
| Print Report I | Cancel

The following table gives a description of the pay period report fields:

Field Description
Starting Date When this field is checked the starting date of the selected pay period
will be printed.
Ending Date When this field is checked the ending date of the selected pay period
will be printed.
Cheque Date When this field is checked the cheque date of the selected pay period

will be printed.

Run Number

When this field is checked the pay period run number of the selected
pay period will be printed.

Run Type

When this field is checked the type of run of the selected pay period
will be printed. ie: Normal

Run Sequence

When this field is selected the system assigned run sequence number
of the selected pay period will be printed.

Gross Pay When this field is selected a single gross pay summary total from the
selected pay run will be printed.
Deductions When this field is checked a single company summary total
deductions amount from the selected pay run will be printed.
Benefits When this field is checked a single company summary total benefits
amount from the selected pay run will be printed.
Net Pay When this field is checked a single net pay summary total from the

selected pay run will be printed.

Insured Earnings

When this field is selected a single summary insurable earnings total
from the selected pay run will be printed.

Units

When this field is checked a single summary units total from the
selected pay run will be printed.
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Hours When this field is checked a single summary of actual hours total from
the selected pay run will be printed

When the user selects the Sort tab from the Employee Payroll Profile Report the

following screen will appear:

- 22 ]
File Help

[
T - Sort Order
- Employee
3 () Employee Hame = "
:|_:l (7 Province ayro
3 () Stats Canada Amounts
3 () Employee Humber
:r:l () Badge Humber
3 [ Employee Status
= Report
T [EE]

- -
I Print Report I | Cancel |

The sort order selection for the report allows for the following sort order selections:

m Employee Name

m Province

m Statistics Canada Code
m Employee Number

m Badge Number

s Employee Status
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Selection

Select Employee
Selection

Select Positions
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When the user selects the Select tab from the Employee Payroll Profile Report the
following screen will appear:

&) _Employee ProfileReport _______________________|ZiENN
File Help
|
g ~Date Range
Empl
3 From I— To I— mplogee
Payroll
= ~Payroll Number Range aure
% From I To I Amounts
=2 Report Selections Sort
T Select Employee '
s ]
z | Select Positions | Report j
:ﬁ
- ==
Cancel_|

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the

report will print from the starting date until the end of the current reporting period.

To choose a single employee option for the Employee Profile Report select the Select

Employee Option.

To choose a single position option for the Employee Profile report select the Select

Positions option.
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When the user selects the Report tab from the Employee Payroll Profile Report the
following screen will appear:

4 Employee Profile Report = o =
File Help
|
3 ~Page Break for Report
== ) Yes @ Ho Employee
s . Payroll
:|EI ~Print To
3 () Screen ) Printer Amounts
=
3 ~Print Pay Run Detail sort
3 [ Yes ® Mo Select
=
=
I Print Report I | Cancel |
Page Break The page break selection for the report allows for the insertion of page breaks when the
g pag p pag
Selection program encounters a break on the sort key.

Print to Selection The Print to selection for the report allows for the report to be printed to the printer or
on the screen.

Print Pay Run The user may select the option of printing all detail lines pertaining to the selected pay
Details run for each employee.
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Record of Employment

A Record of Employment (ROE) must be issued by employers within five calendar
days after an employee’s interruption of earnings or the day the employer becomes
aware of the interruption. This document is used by Human Resources Development
Canada (HRDC) to determine whether a person qualifies for Employment Insurance
benefits, how much he or she will receive and the length of time the benefits will be
received.

When the user selects the Record of Employment from the Reports menu the
following screen will appear:

| ot stiedmn ke - dnmpments |

L

Sian B AW B Deie 190N

Wehine et Pyt
This screen contains a list of employees. To choose the employee for the ROE =
highlight the employee and select the OK button. %
To prepare a new Roe for an Employee. Choose INSERT. The Employee Name %
selection box will appear:
Mame in Payroll: JOE'S - joe's diner [z = N |
File Help
Name: |
| 0K I ‘ Exit | ‘ Hext | | Previous |

To select an employee type in the surname, or do a next or previous. Once you have
verified your selection press OK.
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When the user selects the OK button from the Name in Payroll screen the following

screen will appear:

| Emeleyes ROE Update Sceen |
fle  Help
:-: Emploajer Indarmastion '? :

E 1} Serial Bumbssr | . E-0
; 2} Amended Serlal No | 10 - 14
,I 4) Cosnpianiy o5 ellreer 15
E 16
- i T
- | 6) Aev. Can. Acct. [TETIEEY FilLl RATE " m-7
’: i) Pag) Pariod  MWeskiy b

3

:ﬂ - w
Canced

The Employee ROE Update Screen is used to print a ROE.

The following table gives a description the data fields:

Field

Description

Serial Number

This field is used to input the serial number of the ROE
form.

Amended Serial No. |This field is used to enter in the serial number of a
previously issued ROE that is being replaced.
Company This field is displays the name of the company.
Address This field is displays the address of the company.
Revenue Canada This field is displays the business number used to report
Account payroll source deductions for the employee. This field
can be overtyped.
Pay Period This field displays one of the pay period frequency

types from the chart provided on the reverse of the
ROE. This field can be overtyped.

With the exception of the amended serial number field, these fields will be filled in

from existing data. Any field can be over typed for changes.
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When the user selects the 8-9 Tab on the Record of Employment the following screen
will appear:

| Cowduper ROL Updiln Sareen |
Fila  flaip
" Fmpiztpee Inlomatian 7-7
b rmplogn e M 2
a-1
Y Sl [I21a55TET v
-1
1 tmplmyes Hame r-'i'r.ur.ﬁ-.'.l r 73
Airess |13 MAFLE STREET 6
R "
[irmsip=rg, VS @
Faalal Code | )
-+
Gt |

The following table gives a description of the data fields:

Field Description

Employee Number |This field will display the employee’s assigned payroll
employee number.

S.LN. This field contains the employee’s social insurance number.

Employee Name | This field contains the employee’s name.

REPORTS

Address This field contains the employee’s address.

Postal Code This field contains the employee’s postal code.
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When the user selects the 10-14 tab on the Record of Employment the following screen
will appear:

A
ERa ot

= - Bl g Dales
105 Fired Doy ‘Warked EIEE FIER
fih Last Day Wisch Paki
120 Finsl Pay Period Ending Dusse

14k decupaian I ia

14} Recall Daie | Unkmawn U Mol Besrning i

'k ‘Sapkn and murslile Eamiiags M-

[ok] gance

The following table gives a description of the data fields:

Field Description

First Day Worked This field is used to enter in the first actual day of
employment or the first day the employee returned to
employment after an absence for which a previous ROE was
issued.

Last Day of which Paid | This field is used to enter the last day for which the employee

was paid.
Final Pay period Ending | This field is used to enter the final pay period for which the
Date employee has earnings.
Occupation This field is used to enter a short description of the employees
position for statistical purposes.
Recall Date This field is used to enter the date the employee can be
recalled.

1996 Weeks and Insurable Earnings: These fields will contain the appropriate data for
1996 if applicable. This filed will remain blank if period is greater than the maximum
reportable period of 53 weeks.
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When the user selects the 15 tab the following screen will appear:

[ Leployee 08 pdaiedareen ]
Ede Help

i - 15k mirabila Tolak

Hinis I
[arminips I TN i-5
T inuerabde Favery sra far fhe leei 5 wissh -4
Titaz Wiearabd i & minegs ore A 1he lme 17 wisidks
Tite [mb