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SAMCO

Building Business and Technology Relationships

Chapter 1 - Starting Up

This Chapterdescribes how to start the Canadian Payatikageafter it has been installed. If
you have not yet installed this package onto your computer system please reféngtatlaion
Guideand then th&ystem Functionguide.These will also provide youith the steps required
prior to setting up your payroll system and other modules you may have purchased.

Starting Canadian Payroll
From the Samco main menu selBalyroll to display this menu:

2 Tranmacoors

1 Orecss

4 Rapens

4 Funss wanste

4 Cormobdate hards trarmier
T Frvghdoyns estiny

Webo 3 annction, o press FZ 4 oo selscians, or P11 o el ot sy Wme

The selections that you will be using most often are found on the first screen of the main menu.
To choose one of the selections shown above, type the number of the selection and press
[Enter]. For example, to sele@ransaction type2.

To get to page af the menu, pred&2] from page 1You see:

Canadian Payroll Starting Up
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Make selections from page 2 the same way as from page 1.

To return to page 1 of the menu, prgs2] or [Tab].

To Exit Payroll

To exit the PayrolPackagepresgTab] from page 1 of the P/@enu oruse the "Jump"

function by pressin§F3] followed byEX for exit.

Depending on your computer setup, the Samco main menu appears, listing packages, or your
operating system prompt appears, or your calling menu appears.

On-line Documentation

This user manual is also available in adlioe version through S.A.M (Samco's Automated
Manuals). Simply preg$10] ([F11] under the Windows version) and a revised edition of this,
and all of your Samco user manuals, are avaif@olanmediate viewing.

Canadian Payroll Starting Up
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SAMCO

Building Business and Technology Relationships

Chapter 2 - Backup Procedures

Backup is the name given to the procedure which makes a copy of the payroll data files. These
additional copies of the data filpgrmit the operator to recover from events that render the
original working data files useless. Restore is the procedure which makes the copy data files
become the working data files.

Backup file maintenance is the single most important procedure to belfowed in any data
processing environmentThe cost to make a copy of the data is very small no matter how one
arrives at the amount. To recreate the data may cost many times the baclkungl cmssome
instancesinay prove to be impossible.

You are stragly urged to have a minimum of 4 copies of the data:

Working data

Working data one day old

Working data two days old
Last month's working data

PwpNPR

To protect against fire, theft, burglary, vandalism and the like it is essential that one copy
of the data be stored in a location other than where the computer is locateltlis probably
sufficient to store last month's working data copy at thisioéf location.

The offsite procedure must be used as there is no protection against fire even if the data is stored
in a safe ofire-resistanfile cabinet. During a fire the temperature inside the cabinet or safe may
exceed the maximum temperature recommended fattinege media. This would destroy the

backup information without actually burning the storage media.

The cost and time to recreate one month's transactions after a fire is significantly less than the
alternative- rebuilding the files from the beginninBebuilding the files will almost certainly

result in a losef data for analysis purposé&uch data is accumulated over a long period and is
impossible to duplicate.

Canadian Payroll Backup Procedures
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Building Business and Technology Relationships

Chapter 3 - Suggestions

No two organization's payroll systems operate in exactly the same manner. However, the
following pages provide suggestions as to the work pattern that would be followed in a typical

office.

Please keep in mind that these are @niggestions, and that you will probably change some
things to fit your organization's requirements.

Suggestions & Recommendations

Per Pay Period

Function
1. Employee maintenance

2. Transaction entry

3. Calculate deductions

4. Printchecls for review

5. Cancel preous alcs

6. Transaction processing

Canadian Payroll

Comments
-Do maintenance as required

-Do on a daily, weekly or pay period basis with
backups as needed

-Calculate deductions for employees who are to be
paid

-Print on plain paper for review purposes. No
changes, go to 8 below

-Cancel calculations farhecls containing errors

-Cancel psted transactions with erroisnter correct
transactions

Suggestions

Samco Power Accounting
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7. Calculate deductions

8. Backup
9. Approve reviewchecls

10. Printchecls

11. Print reports
12. Initialize Accumulators
13. Backup

14. Calculate journal entry

Monthly

Functions
1. Backup

2. Print reports

3. Process journal entry
4. General ledger

5. Process journal entry
6. Initialize accumlators

7. Reconcilehecls

8. Printchecklists

Canadian Payroll

-Calculate deductions for employees that had
corrections. Go to 4 above

-Save the data in case of disaster
-Approve calculations focheckprinting

-Print oncheckforms. Change paper and print
checkregister

-Print various reports as needed

-Depending on their uses may need to be done
-Save the data and prevent loss of time

-May want to calculate and print journal entry if
CPP/EIC igequired more than once per month, or if

thecheckdate is in a separate period from the pay
period ending date.

Comments
-Keep this copy at a different site

-Print variougreports as needed before transactions
are lost in journal entry process

-Calculate and print journal entry
-Transfer the journal entry
-Purge from file

-If needed.

-Enterchecls cleared by the bank and help keep
data files to minimum size

-Print the outstandingheckregister

Suggestions

Samco Power Accounting
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Year End

Functions Comments

1. Backup -Eventhough the system incorporates a rollover
feature to keep last years' payroll data for each
employee, you should always keep a permanent
backup of this data indefinitely.

2. New tax data -Removes employees no longer with the fiBpts tax
data to zero.

3. Rollover data -Copies last years' payroll data for employee's in an
auxiliary history file. You can then generate T4's,
T4A's, and Releve 1's at any point in time.

4. Initialize accumulators

5. Backup -Keep for new tax year payroll data.

**Do's and Don'ts

DO Read the manual. The answer to your question is in there.
DO Backup the payroll data. Too many backups are better than not enough.
DO ExperimentThe system was designed with flexibilag one of the main

attributes. There is probably a way to do what you want.

DO Try it a second time. If a program aborts in the middle of a job, restore from
your backup and try it again. The error condition may have been temporary.

DO Print reviewchecls and examine them carefullyis easier to correct
mistakes on reviewhecls than on actualhecls.

DO Use thecheckreconciliation program. This is crucial if the file sizes are to be
kept as small as possible. Transactions are kept on file unthdukthey
pertain to has been reconciled. Failing to reconcile gbacls within the
scope of the programilivresult in ALL transactions being kept on file, which
will result in VERY large files, as well as related problems in speed & data
integrity.

DO Turn the printer on and ensure that it is "on line". Many people have waited for
the printer ¢ start when it wasn't possible.

Canadian Payroll Suggestions
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DO Submit suggestions. The product cannot be improved without the knowledge
gained from your experience.

DON'T Wait to the last minute to do the payroll. If you do, that will be the time something
unexpectedhappens.

DON'T Compare the computer tax deduction with those provided in the tax booklets. If you
find it necessary to check the computer's tax calculations, compare them to Option 4
in Canadian Revenue Agentgxation's Machine Computations (MC) booklet.

Payrol Processing Checklist

- Enter Transactions (REQUIRED)

- Time transactions may be entered at the end of each day or the end of the week or at
the end of the period.

- If daily, then the week ending date is the actual date the employee worked for each
day. 8 hours on®] 7.5 hours on'®, 8 hours on"8etc. Each record hasstown
date. This is especially helpful for payrolls which run across months.

- If weekly, then the week ending date is the last day of the week in which hours were
worked. 40 hours for the week ending tfeas an example.

- If entering time transactions for the entire pay period, then the week ending date is the
last date for which you are paying, regardless of when the hours are entered. For
examplechecls on the 18 for up to the 8, the week ending date is th®.8

- Edit List (OPTIONAL)
- Post (REQUIRED)

- CalculateDeductions (REQUIRED)

- Enter thecheckdate, which is the date that will be printed on¢heckfor stub form.

- Enter the pay period ending date as discussed above. If you have entered time
transactions past the pay jper ending date, they will not be included in this
calculation. This is especially helpful when hours are entered on a daily basis. For
example, hours have been entered up to tHeoflthe month, but thisheckrun only
pays up to the'® Enter gpay period ending date of th# gany transaction dated
after that date is excluded from this payroll run.

- PrintCheclks forReview (OPTIONAL, but RECOMMENDED)
- Print to plain paper or to the screen. This is the last opportunity to make corrections.
- If there is a problem with the revieshiecls use the options CANCEL
CALCULATIONS and CANCEL POSTED TRANSACTIONS to bring you back to
the beginning. See below for details (WHEN SOMETHING GOES WRONG)

Canadian Payroll Suggestions
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- Approve andPrint Checlks (and post) (REQUIRED)
- The postings automatic once thehecls are printed. If there is a subsequent error
discoveredchecls may be voided separately.

- Calculate durnaleEntry (REQUIRED)

- Enter the pay period ending date. This is the same date that was entered at the time of
the CALCULATE DEDUCTION step and the last or oldest date used during
TRANSACTION entry.

- Enter thecheckdate. This is the same date that was entered at the time of the
CALCULATE DEDUCTION step and the date that appeared on the protieckor
stub form.

- Normally, the response for monthly benefits is N

- PrintJaurnal Entry (OPTIONAL)

- Enter the FISCAL period daiehaving everything to do with the General Ledger at
this point and not a lot to do with Payroll itself.

- If the payroll run is earned in one montidgpaid in the next, then the journal entry
associated with the BNK transaction code (debit Payroll Payable / credit Bank) will
not be included on this printout. You may leave it for the next payroll run, or you
may print this report again, using the nexnth fiscal end date to get the BNK
transaction entries.

- GetDistributions (REQUIRED if G/L is installed)
- Enter the fiscal period ending date. If the payroll crosses months, you can complete

in two phases.
- Post journal entrf{REQUIRED if G/L is instded)

*When something goes wgih
The really wonderful thing about the Payroll module is that it was written so that processing is

done in stages. If a problem should arise, you can recover one a stage at a time.

What Y ou Did Take aStepBa c k &

In Transactions:
Enter transactions
& Multiple transactions -Change / delete transactions

Post transactions -You mustd P O Sall éancelked transactions, for them
to reverse the entry.

Cancel Posted Transactions -If you need to cancel previous transactions, remember to
Post the cancelled entries.

Canadian Payroll Suggestions
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In Checks:
Calculate deductions -Cancel previous calculations
Print checks for review -Cancel previous calculatioiid)Remember to view the

Transaction list in Cancel Posted Transactions or the Edit
list to make sure that the entries have been cleared out. )

NOTE: Anything after checks have been printedRestore from archive

Examples
The checks are printed for Review and there is an error that affects all of thechecks (e.q.
the checkdate is wronq)

1 Cancel previous calculations with F1/F1 (all employees)
1 Recalculate using the corradteckdate
1 Print the checks for review (all)

The checks are printed for Review and find an error for one employee (too many hours

entered)

Cancel previous calculations for that specific employee
Cancel posted transactions for that specific employee
Enter a new, correct time transaction

Post the new time traaction

Calculate deductions for that specific employee

Print thecheckfor review (only newchecls)

Review Edit List

= =4 -8 -8 -9 _9_-°

-Checks arePrinted and Posted and then an error is discovered on one or more of the
checks

-Checks became irretrievably damaged durim the printing phase)

1 Go to Go toPAYROLL» F2 » FILE UTILITIES» RESTORE ARCHIVED PAYRL DATA The date

and time of the last archive are displayed. This archive is taken when you choose the

option to approve and prichecls.
T Reply Y to restore the data (after checkin
bet weeno. I f therbehwsehéendannatcheseofiien
This brings you back to the Check processing stage.
You are now at the Prichecls for review stage. Follow the instructions for making
normal corrections and continue along for the rest of the processnaalno

= =4
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9 If the Checks had printed Ok, but the Estubs did not print, you can send the second
print of checks to paper and still get your Estubs.

-If the Journal entry process has already been done and interfaced to the GL

91 If the error is not discovered prior to posting to @ay will have to calculate and
interface as normal then either delete the entries before they are fibstesgcond time)
or post them and then key and post a manual journal entry reversing thalgragting.
Which method is best is determined by whether or not the General Ledger amounts were
affected by whatever error was corrected.
1 ALWAYS check your Edit list prior to posting or cutting of checks. This will enable you
to catch any errors andmect them.

Restaing fromArchive(Payroll Data
This functionis found on the second screem file utilities.

It will allow you to restore the files archived during the check approval proces®F THE
LAST PAYROLL ENTERED .

This enables the user to go back and redgayeoll, if there has been any errors and the
transactions have to be redone.
When selected, a screen similar to the following will appear:

Payroll data archived: 01/@0U19 14:20

Do you want to restore this data (Y/N):

Warning! All current payroll data will be erased

The data and time of the archived is displayed. An&wiéryou wish to poceed. Your current
data files will be archived, and replaced by the previously archived data.

- Warning: All the current payroll information is overwritten with the information from
the archived payroll files. Check the archive data and time carefuttyeopfoceeding. If
the incorrect payroll data was restored, DO NOT PERFQ¥plgrove Review Checks /
Print Checks

To return your data back to the same state it was prior to running the function, simply run it

again.
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SAMCO

Building Business and Technology Relationships

Chapter 4 - Payroll Control Information

The values entered here determine the statutory deduction calcylasomsllas other
information which controls how your payroll system works. They must be changed as required
by law. Normally it is necessary to make the changes once or twice a year.

If you purchase (as you should) program updates to your payroll, they will incluldeetste
government deduction figures. If not, or should your update arrive late, you will need to update
these figures manually. In any case, you would do well to verify that these figures are correct in
accordance with each succeeding Machine Computdtimoidet as it is issued. For more
information on keeping your payroll tip-date see the front section of your manual.

The figures required for this portion of the system maintenance are taken from the booklet issued
by Canadian Revenue Agenentitled"Machine Computation of Income Tax Deductions,

Canada Pension Plan Contributionsand Unemployment Insurance Premiums."This

booklet is available from your district taxation office.

Companies whose employees are taxable in the province of Quebec, please retevakléte
issued by théMinistere duRevenue Gouvernement du QuekliEmntitled"Source deductions
and employer contributions (guide and tables)'for the TPD1 exemption amount.

IMPORTANT NOTE: A "SetupMode ?" field is included in this function to determin

whether or not to handle the direct depositing of payroll funds to the employee's bank account.
This flag can be set to "Y" or "N" at any time should you wish to begin or suspend the use of the
direct deposit feature

To Begin
To begin this function, $ect Setup» Payroll Control Informationfrom the second page of the
Canadian PayroMain Menu.

The following screen appears:
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Default Employer RCT #

Enter your default employer RCT number or pij€dd to set this field to "none". This is the
companyCanadian Revenue Agentwxation number that appears on the remittance form. If
you have multiple RCT or business numbers, this will be the default available when setting up
employees.

Effective in 1995, the RCTumber has been replaced by a "business number" (see the next
field). For this reason, you can set the employer RCT# field to "none" and enter your business
number in the next field.

BusinessNumber

Enter your business numbdihe system will only accept valid numberThis is atwo-part

number consisting of @&digit company ID and d-digit tax department number separated by the
characters "RP".

[?] Check Form

Enter the default form ID of theheckthat you will be using. If you are not sure whitteck

form you have, pred&nter] to leave this field blank for the time being. You can always come
back later to change it.

(See theChaptettitled Formsfor more information omheckforms.)

Canadian Payroll Payroll Control Information
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Check Amount in Words?
There are three options for thikeeckamount in words:

Yes Print dollar amount in full wordéx: FIVE HUNDRED TWO AND
78/100 DOLLARS). Deending on the amountorelinesmay be needed

No Do not print any amount in words. This will allow tbleecls to be
embossed.

Brief This is another style of printing the amount in words $g.

dollars and 78/100.

CheckWords Line
Enter the line number on tlekeckto print thecheckamount in words. If you answer@tto the
previous prompt this prompt will displdy/A.

Print YTD Figures onCheck
EnterY or N to determine whether or not the YTD totals are to be printed on the bottom of the
checls.

MC Number of Last Tax Update
This field is updated with each seamnual updatehe number will increase by one
corresponding to the year of the update.

Tax Year
This field is updated with each seamnual update.

Minimum Federal TD1 Tax Credit
Enter the basic federal tax credit figure for a single person with no dependents.

Minimum Quebec TPD1Tax Credit
Companies whose employees are taxable in the province of Quebec, enter the basic personal net
claim amount.

Basic Annual CPP/QPPExemption
Enter the annual basic exemption amount.

Minimum E.l. Annual Insurable
Enter the maximum E.I. insurable earnings.

Maximum CPP Pensionable
Enter the maximum CPP pensionable earnings.
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Maximum QPIP Annual Insurable
This field cannot be changed. Itdsanged by each update.

BonusY ear-to-Date Accumulator

The tax calculations have been enhanced to take advantage of the presence of an accumulator
which has been reserved for holding the amount of taxable bonuses which have been paid so far
this year. flsuch an accumulator is not set up, then previously paid bonuses will be extended
with the regular earnings to estimate the yearly earnings when doing a new bonus tax calculation.
This can place the tax calculation in a higher tax bracket than it wthédnose be, causing too

much tax to be taken off of the new bonus.

You can presf~1] to default to accumulator 46.

AdvanceEarned Trx Code
Enter the transaction code to be used for the payment of advances.

AdvanceDeductedTrx Code
Enter the transaion code to be used for the repayment of advances.

The transaction codes for the payment of adva(&By¥) and the repayment of advances

(ADR) should be set up in transaction code maintenance. In the event that an employee's
deductions exceed the net p#he program will use the Advance earned transaction code here to
advance the employee the amount needed to produce eheefo

Use B/R toReconcileChecks ?

This flag controls whether the payroll's check reconciliation function will be used or not. If set
to Y then the reconciliation function will not show on the menu, and check reconciliation must
be done in the Bank Reconciliation module. If séfl tthenreconciliation will be on the menu

and must be done locally to the Payfedickage

Interface to Personnel Manager

This flag controls whether the maintain employees function add mode will call the Personnel
module's add function for exteamployee information.

Make any necessary changes, or pfesser] at "Field number to change ?".

The second screen is displayed:
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Department Account Section
This is the number of the G/L account section which can be replaced by the employee's
departnent code during journal entry calculations.

Leaving this field blank for a value of "none" means that the department will NOT replace any of
the account number sections.

Whether or not the section indicated here gets replaced by the department dejpeinels on
whether this section of the account number in the transaction code iscanded".

Time Trx Override Sections

These are the numbers of the G/L account sections, other than that used by the department,
which the user will be required to enter at time transaction entry.

The user may enter section numbers up to 2 fewer than the total number of sections in the
account number. Thus, depending on how many account sections there are, one may enter
anywhere from no override section numbers, to 3 override section numbers.

Accumulators on Funds Transfer Stubs

This is a list of up to 5 accumulators which shoulghbeted on the funds transfer stub. These

will each print on a separate line, the accumulator description and the amount in the right most
amount column.

Leave the first field blank to have no accumulators print on the stub.
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Temporary Check Number

Permanent Check Number

Print Check Number

All Checks Printed ?

Next Transaction Number

These fields control the entry of transactions and printirgpetls and should never be changed
without consultation with your dealer, or the Samco Support Department.

Protect Reports onDisk?
EnterY if you want the Payroll reports printed to disk restricted to the ID of the person that
created them.

R X OF A 49 PC GL BR PA
2/ XIES | OO

[822527156rRR0001 |
522527156RPO002 |

froerelf[ror for plain paper |

Canadian Payroll supports the ability to print groups of T4 and T4A slips by employer RCT or
business number. In order to hanifliis, you need to select the RCT or business number that
applies to each employee (see @teptettitted Employee Datafrom either the list on this

screen or the default employer RCT number from the first screen.

Business#1

Business#2

Employer RCT#3 / Business#3
Employer RCT#4 / Business#4
Employer RCT#5 / Business#5
Enter up to 5 addition&mp | oyer RCT #06s or business #06s.
independently between representing an RCT # and a business number by fffé$sing

Please note that system will validate any RGantered anavill automatically calculate the BP
extension for bsiness numbers.
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ROE Form
Enter the form ID used for the application government form.( changes in CRA have now
i mpl emented ROEG6s online)

Next Screen:

38.UseJob Account ?
(This field only applies if you are interfacing to Job Cost.)

AnswerY if you want earnings expenses distributed to the job's \WidPkogress account rather
than the transaction code expense account.

39.Keep Detail in Journal ?
Answer Y if you want employee detail in the journal entry. Answer N ifrtfegmation is to be
summarized for each account number.

40.Date Last YearEnd was Run.
This fieldis updated by the ye@nd procedure.
When editing is complete, make any necessary changes anfEprees$ at "Field number to

change ?". Aifth scren is displayed:

-Vacation pay accumulator
On this screen, enter the accumulators (se€ttaptettitied Accumulator¥that correspond to
the various boxes on the T4A form.

Canadian Payroll Payroll Control Information

Samco Power Accounting 4.22



Next Screen:

Enable MagneticFiling
If you answer yes to enablenagnetic filing additional sub-screens will appear.

Fill out transmitter information as outlined on screen
Additional Screeng3 in total )

This and the following scresmre used for information required for inclusion in the file for
magnetic filirg. All of the fields on the first screen agelf-explanatory
Please refer to the magnetic filing instructions provided by the CCRA.
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When editing is complete, make any necessary changes anf{Emes$ @"Field number to
change ?". Another screen appeaf8:Sub Screen

17, Youth Hires program M
15, Proprietor 1 SIN
19 Propristor 2 SIN

20. Device name

21. Device size .

22 Process to dishette F
f

|
|
\
|
|

23, Next xml submission®

|
| Make changes. PgUp = Previous screen

| .
Enter the following information as it applies to the magnetic filing of T4/T4A information:

Youth Hires Program
AnswerY if you subscribe to the Youth Hires program.

Proprietor 1 SIN
Proprietor 2 SIN
If subscribing to the Youth Hires program, enter the social insurance numbers of the proprietors.

DeviceName
Enter the device name to save the file to. Under Windows you have the option of diekking
to save to the Adrive and directory.

By pressindEnter] and leaving blank the file will be stored in the Samco root directory (usually

C:\SSI under Windowsrdustr/ssi under Linux / Unix).

DeviceSize
Enter the size in megabytes of the device you are storing the file to. Leave blank if unlimited.
Under Windows, if you set the device name tbthAis field will default to 1.44MB.

Process taDisk
Answer Y ifyou are processing the file directly to removable media.
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Next XML Submission #
This field is updated with each submissiBor more information on this see tBdaptes Print

T4 Slipsor Print T4A Slips

34 Sub Screen

Once the3 sub screens have been completed you will hit enter and go back to the original screen.
Continuation Back to Original Second Screen

NOTE: If you say Yes to set up Funds TransfeEFT; another sub window will display

Sayng yes to EFT Funds Transfer
Desail will open up a sub screen to fill
out

B
5

5

=

o

=)

)

=4

I
P

iﬁi
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Funds TransfeleFT &tup)
If you said yes to Funds Transfer thismew screen will display

Funds Transfer Detaili SecondSub Window

F tadah et e L L

I

1. Funds wansfer ID number
2, Destination data canter
3, Aeturn ktam transk D
A Ratan fem bank accoum
& Profis for tem traze number
£, Next file creation mumber
7. Funds wransfer long name
. Funds sransfer sheet name
9, CC Settamant transit i
10, CIIC Settiamment bank acct
11, CIBC vervion number
12. Cruste e with cheeks ? {1
13. Funds transfer Type tade 200
14, Spix Into 50 Byte recerds 7
15, Put 0% o0 sach deposit 7
16, Put trace on sach depach 7
17, Spht records Into Snes ?
18. Nlow sancel ?
18. Nlow sverrida 7

20. Line bangts of stub £

21. Paper stubs tailt-1n'] ]
12, Canpun file Torman SCot a

13, CPA currency code r-:——_]

34, Use RIB qualer b

35, Setup mode 7 f

= TJF]
I

e e

FEEE

This screen is used to set up the funds transfer (direct deposit) feature of the Canadian
Payroll Package

Funds Transfer ID Number

This is your customer ID with the institution which will do the actual funds transfer for you
based on the information prioed to them in the EFT transmission file. This acharacter
alphanumeric field. If left blank, then electronic transfers will not be used in this company and
all the remaining fields on this screen will be set to "n/a".

Destination Data Centre
This is a5-digit numeric field. This number is the unique identification number for the

institution which you will send the transfer file to.

Return Item Transit ID
This is a9-digit numeric field. This holds the home branch transit number to whicinestu

items will be directed.

Return Item Bank Account
This is al2-charactealphanumeric field. This holds the home branch bank account number to

which returned items will be directed.
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Prefix for Item Trace Number

This is a9-digit numeric field. It is actually a combination of two pieces of data4ttgit id

number for the document processing centre, and the 5 digit allocated data centre id number for
the document processing centre.

Next File Creation Number
This is a4-digit numeric field. It should be set to a value of one during initial setup. The
creation of transfer files will automatically update this field.

Funds Transfer Long Name
This is a30-charactealphanumeric field which will hold the long form of your compa name
as used in the EFT transmission file produced.

Funds Transfer Short Name
This is al5-charactealphanumeric field which will hold the short form of your company's name
as used in the EFT transmission file produced.

SettlementTransit ID
(Valid only if you are sending the EFT file to the CIBC.)
Enter the CIBC settlement transit ID code.

SettlementBank Account
(Valid only if you are sending the EFT file to the CIBC.)
Enter the CIBC settlement bank account number.

CIBC Version Number

(Valid only if you are sending the EFT file to the CIBC.)

This is a number which will be put in the transfer file for transmitting to the CIBC. If you are
NOT a CIBC client, presfEnter] to set this field to "none'btherwisethe only valid entrys 1.

Create File with Checks ?

When set to¥ the EFT transmission file is automatically produced whenever a computer check
run is processed. When setNdhe EFT data is still computed and put into the funds transfer
data file, but the transmission file is not created. When $¢the EFT transmission file must be
created using thBrocess funds transféunction, at the user's choice.

Funds Transfer Type Code
This is a3-digit numeric field which indicates the type of transaction which is taking place. The
default for this field is 200, which indicates a standard payroll deposit.
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Split into 80 Byte Records
EnterY for if your bank requires that theatismission file be split int80-byterecords.

Put ID# on Each Deposit
EnterY if your bank requires that the funds transfer id number be placed on each deposit record
created.

Put Trace onEach Deposit ?

AnswerY if you want a trace ID attached to each EDT transaction.

A trace number is a unique identifier for each transaction which can be assigned either by the
banking institution or by the Payroll system at time of file creatiche banking institution
provides its own trace number, this is handled either by their import software (provided by the
bank) or by their data processing centre.

The Payroll system trace number uses the following format:
A Prefix
A File creation number
A Transfer ID #
A Sequence number

- NOTE: For the Bank of Montreal this flag should be set to> N

Split Records intoLines ?
Answer» Y if you want the records in the EDT file split into individual lines. If your institution
reads the records in as one long contiguous record and\er

Allow Cancel ?

When theAllow cancel (of funds transfer)f?l ag i s set to Yhethkhkéncandib
cancelled in the exact same manner as a normal computer check. The employee number, check
date, check amount and check number must matc

This does NOT alter the contents of the PCFTxxxx.DATIfithis function is to be used AFTER
the financial institution has removed or rejected an entry.

Allow Override ?

When theAllow funds transfer overide ?flag is set to Y, there is a flag that appearthatime
of check/direct deposit processiiigProcess funds transfer as checkd? Y, then no funds
transfer will take placé a normal check will be printed and processed.

These two flags (Allow cancel? and Allow override?) work independently of each other.

Canadian Payroll Payroll Control Information

Samco Power Accounting 4.28



Line Length of Stub
Enter the number of lines on your payroll stub for automatic deposit employees only if you have
a custom stub. If you are using the stand stub format, jitess] to default to "n/a".

Paper Stubs/Printer
Enter the form to be used for papirect depsit stubs for employees
Enter the printer # for direct deposit stubs.

Output File Format

PresqdEnter] to default to the CPA file format for the EFT fiteto use the Royal Bank file
format,2 for the Toronto Dominion Bank formad,for the National Bank CPA forma4,for
CIBC, or5 for the Bank of Nova Scotia.

CPA Currency Code
When using the CPA format enter tBdettercode corresponding to the currency of payment.
You can presf1] for the default ofCDA.

Use R/BQualifier?
AnswerY to use the Royal Bank qualifier.

SetupMode ?
AnswerY to this question if any one of the following criteria apply to your situation:

1. You are planning on direct deposit in flaéure andvant to be able to set up your employee
bank accounts now and still generate payioécls.

2. You do not need any for of direct deposit support.

3. You have a large number of employees and will be providing direct deposit services once
everyone is set up.

If you set this field ta\, any employee with their bank information set up inNfantain
EmployeeData function,will have a record created for the EFT file, a payroll stub printed, but
no payrollcheckgenerated.

If you set up this Bldto N, then an EFT file will generate which is used to be uploaded to your

Bankbd6s website.

Esend Stubs
If you currently using the Email Package through Samco you can set up to Email Payroll Stubs
to Employees.
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Check List;

-Email ServiceModuleis active
-Valid Email Addresses for Employees

-Password

set up for Employee

-EsendEmail Format has been set up

For more information on Esend you can check out the Esend Manual availablengbeite:
www.samco.com for download or viewingClick on» User Manuals

PDF Password
Set upownerpasswordo use wherencrypting Esend PDF stubs

Electronic Funds Tremder Detal

Canadian Payroll

1. Funds transfer ID number
2. Destination data center

3. Return item transit ID

4 Return item bank account
5. Prefix for item frace number
6. Next file creation number
7. Funds transfer long name
8 Funds transfer short name
9. CIBC Settlement transit id
10. CIBC Settiement bank acct
11 CIBC version number

12 Create file with checks ? [
13 Funds transtes type code
14. Split into 80 byte records ? |
15 Put ID# on each deposit ? 5]
18 Put trace on each deposit ?
17 Split records into nes ? [+
18. Allow cancel 7 [ €
19 Allow override 7 )

—
000000001
{1 ]
IQBEH£SHy}
L ]
L]
20, Line langth of stub
21 Paper stubs
22, Output file format [cea ]

23 CPA currency code
24 Use R/B qualifier

26 eSend stubs

kb 4
I
L

27,1

vz

Field number

to change 2

I you have the Email Package you will also be given

thes option

|

Payroll Control Information
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Shared\umbering with PayrdlAPfor Checks byCashAccount

Use this feature if you want to share a series of check numbers between Accounts Payable and
Payroll. This feature allows you to set a cash account ah@stscheck #n the Payroll control
File as the Amaster number o that is accessed
Payable or in Payroll.

Setup
A Go toPAYROLL »F2» SETUP » CONTROL INFORMATION

At Field number to change 8elect Permanent check number. If the system displays the message
Change not allowegress [F2] to allow a protected change.
Enter a check number

[ENTER] OR:

[F1] -To use a Cash Accountsimply type in the number of the cash account to use or
[?] to select from the Find Cash Account pop up window. Once you have selected
the cash account, the number of the cash account and the Last check # from the
cash account record are displayed.

File Edit AR IC OF SA AP PC GL JC CL PA CM SF Hep

POXO=RVRIES OO0 | HARRO (4P | EW

if sharing check
numbers
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SAMCO

Building Business and Technology Relationships

Chapter 5 - Departments

The term "department” is used within the payroll system to signify cost centres. For most
companies the cost centre is termed a department, but other terms frequently ugdssare
branches, divisions, etc.

Wage expenses are charged to the department specified by the operator. Benefit expenses and
computergeneratedleductions are allocated to departments if the correct transaction code
procedure is followed.

The departments entered here are the only dapats which may be referenced by other
programs.

Department 00000000 indicates that departments are not used in the payroll system. It will exist
only if no other departments have been established by the operator.

To Begin
From page 2 of the CanadianyRal main menu, sele@etup» System details Departments>
Enter. From the scraedisplayed you can add nedepartments athange and delete existing

departments.
’; u“'i"a---‘n:-_uu'--pud-. gl
' =/XUts OO0 ARO 4rE Qs

Entar departmernt,oc press F1| for next ShF1 for pravious depantment

Enter the data as follows:
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[?] 1. Department

Enter an ID to indicate the code for tthepartment. If the code is already on file, the department
will be displayed for you to either change the description or delete the department code all
together.

To delete a code, simply enter the code of the department you wish to delete afféBpress

*k CAUTION: ***
Each employee can be assigned to a departmeBe sure that the department(s) you delete
have not already been assigned to employees.

2. Description
Enter a description by which the department can be easily distinguished from all others.

When editing is complete, make any necessary changes an{Eprees$ at "Field number to
change ?"PresqTab] at the first field to exit from this fugtion.

Print Department List

From page 2 of the Canadian Payroll main menu, sBkcip> System details Departments

Print. The printer select window appears for you to choose which printer to send the document
to.
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Chapter 6 - Groups

Group is the term used by the payroll system to classify employees who have similar deductions
and benefits. Each classification is determined by the facts of your payroll.
Do you needyroups? If you can answer "No" to each of the following questithe answer is
probably noHowever, you will still need to set up at leage group for your company in order
to set up employees.

1. Do I have more than one union?

2. Do I have union ashnorrunion staff?

3. Do some employees have different deductions than other employees?

4. Do some employees receive company benefits that others d@erpt?management
and clerica)

5. Is there a probationary period before any benefits or dedudiemis?

The group number is used to determine the correct transaction amount when two or more groups
have the same transaction code but different methods of calculation.

To Begin

SelectSetup» System details Groups» Enterfrom page 2 of the Canadian Payroll main menu.
The following data entry screen appears:

Canadian Payroll Groups
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Enter the data as follows:

Group
Enter a number from 0001 to 9999 to identify the group. If you enter the number of an existing
gr oup, timfegmagon wiluapp&ar for you to change or delete.

To delete group,press thgF3] key and presfenter] to confirm.

*** CAUTION: ***
Transaction codes and employees can be assigned a group. Be sure that the group(s) you
delete ha not already beenassigned in a transaction code or employee record.

Description
Enter a description by which the group can be easily distinguished from all others. You are
allowed up to 30 alphanumeric characters.

RPP Number

The RPP (Registered Pension Plan) number is the government assigned number for company
pension plan deductions. It is entered on the T4 slip in the appropriate space. If no plan exists,
skip this field by pressinfEnter]. You are allowed up to 10 alphanaric characters.
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Union Does T4 forDues?
EnterY if the union will issue a receipt for union dues directly to the employee. The dollar
amount in accumulator number 6, Union Dues, will not print on the T4.

EnterN if the union will not issue a receipt for union dues directly to the employee. The dolla
amount in accumulator number 6, Union Dues, will print on the T4.

When editing is complete, make any necessary changes anfEtes$ at "Field number to
change ?". Preg$ab] at the first field to exit from this function.

Printing a Group List

SelectSetup» System details Groups» Print from page 2 of the Canadian Payroll main menu.
The printer select window appears for you to choose which printer to send the document to.

Canadian Payroll Groups
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Chapter 7 - Occupations and Wages

Every employee must have an occupation code, which determines the following about the
employee:

1. Job description on master record

2. Whether the employee issalaried or hourly staff member

3. The wage rate or how to calculate same

4. Standard hours in a work week

At a minimum, the system should have two occupation codes, one for hourly staff and one for
salaried staff.

Salariedtaff

Each member of thealaried staff will have their annual salary entered on their respective master
record. To determine an hourly rate for deductions or overtime earnings the computer will
perform the following calculation:

Per hour rate = Annual salary / (52 X number obtrs per week)

If you wish to override this calculation for hourly rate on salaried positions, enter the new rate in
the rate per hour column.

*** WARNING ***

This rate will be used in ALL wage rate computations affecting employees assigned this
occupaibn code.

- NOTE: When entering transactions for salaried employees, if no standard hours per
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work week are entered here, units which aré&. I. insurable hours MUST be entered
in the salary transaction in order to havek.l. insurability correctly reported for
Record of Employment purposes.

Hourly staff

The wage rate entered here applies to all employees who are assigned the same occupation code.
This is particularly effective for structured payroll systems, such as union contracts where
contractchanges can be made in one place for the whole organization.

For companies with a less structured system, there are two alternatives:

1. Enter an hourly rate on each employee's master record
2. Enter various hourly rates here in occupations & wages

The first alternative should only be used if an employee is always paid at one base rate and
NEVER gets paid at a different one. (The only exceptions being those which are defined
according to this base rate, i.e. overtime, double time, shift premiun)sT le¢csecond
alternative offers greater flexibility when paying employees.

The following table shows how wage rates are determined for use in the payroll system:

Wage Salary |Annual Hourly
Rate Salary Rate
Zero Y Non-zero Calculated asalary (X # of
hours per week)
Zero N Zero Enter by operator
Non-zero Y Non-zero Per occupation code data
Non-zero N Zero
Canadian Payroll Occupations and Wages
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To Begin
From page 2 of the Canadian Payroll main menu s8keteip» System details Occupations and
wages» Enter. The following data entry screen appears:

From this screen you can add codes, and change or delete existing codes. Enter the data as
follows:

Occupation
Enter a number from 1 to 9999 to indicate the code of the occupation.
If the code you enter is already on file you can change the information displayed ¢FBJdss
delete the code.
**x CAUTION: ***
Each employee can be assigned an occupation code. Be sure that the occupation code(s) you
delete have not already been agged to employees.

Description
Enter a description by which the occupation can easily be distinguished from all others.

RateMour
Enter the rate per hour for this occupation. You may enter 3 digits after the decimal point, taking
the rate to a tenthf@ cent. The rate is normally zero for salaried staff.
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Salaried?
Default isN. EnterY for salaried employeeBresgEnter] for nonsalaried

Hour/Week

Enter the normal hours per week worked for salaried posititmss entered for a nesalaried
position are accepted but not used by the syst&au may enter #igits after the decimal
point.) Macis 49 hourg

When editing/entry is complete, make any necessary changes anfEptegsat "Field number
to change ?". Pre$$ab] at the frst field to exit from this function.

PrintOccupationCodeList

From theOccupations & Wagesubbmenu selecPrint. The printer select window appears for
you to choose which printer to send the document to.

Canadian Payroll Occupations and Wages
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Chapter 8 - Status Codes

This function is used to set up codes that indicate wémaployees are eligible to be paid at any
time. These codes are determined/byr individual requirement$Vith new CRA Standard
ROEseparatiortodesp e | i gi b | ecodesprefdrablysipoaldnat Begin withoned Let t er 6 .

Separation codes can be found on the CRA Websitgv.cra.ca
Each code ishree ( 3) Characteis length
A Sample of tle standar&GeparatiorROE codes accepted through tBRA Validator are:

Code Description

AO00  Shortage of work / End of contract or season
A01 Employer bankruptcy or receivership

BOO  Strike or lockout

D00  lliness or injury

EOO0  Quit

EO02  Quit/ Follow spouse

EO3  Quit/ Return to school

EO04  Quit/ Health reasons

EO5  Quit/Voluntary retirement

EO06  Quit/ Take another job

EO9  Quit/ Employer relocation

E10 Quit/ Care for a dependant

E11 Quit/ To become sekémployed

FOO  Maternity

GO0 Mandatory retirement

GO07 Retirement / Approved workforce reduction
HOO Work-Sharing

JOO  Apprentice training

Canadian Payroll Status Codes
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KOO  Other

K12 Other / Change of payroll frequency

K13 Other / Change of ownership

K14  Other / Requested by Employment Insurance
K15 Other / Canadian Force®Queen's Regulations/Orders
K16 Other / At theemployee's request

K17  Other / Change of Service Provider

MOO Dismissal

MO8 Dismissal / Terminated within probationary period
NOO Leave of absence

P00 Parental

Z00 Compassionate Care

- NOTE: Other ROE SeparationCodes will be rejected by the XML Validator.

- Eligible to be Paid Codes should now begin with a numbeather than a letter, or a
combination, to avoid conflict with the new CRA Standard ROE Codes.

To Begin
From page 2 of the Canadian Payroll main menu s8letctp> System details Status codes
Enter. The following data entry screen appears:

Only employees with status codes established as "eligible to be paid" can be paid or have
transactions entedin preparation for paymenthese eployees are considered active
All other employees are said to be inactive.
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- NOTE: For Eligible to be Paid Codes, update what you have so that there is no
conflict with the ROE Separation Codes. New separation codes areBaracters,
startingwithaletter. Est abl i shed o6eligible to be paidd
You may want to use PT or a number with part time as the description.

Status

Enter a characteNOT A LETTER, or acombination of 2 letters the range of 0 to.g ex. 001

- full time or RT - regular time) If the code you enter is already on file you can change the

information displayed or pre$g3] to delete the codé&or eligibleto be paidcodescheckthat

your code will not conflict with the StandaRIOE Status Code(you may want to review your
existing O6eligible to be paidbd codes, to make

*k CAUTION: ***
Each employee is assigned a status code. Be sure that the code(s) you delete have not
already been assigned to employees.

Description
Enter a description by which the status can easily be distinguished with the code. You may
enter up to 3@Iphanumeric characters.

Eligible To Be Paid?
Default isY. Pres§Enter] to accept default, or prebs

PrintStatusCodelList

From theStatus codesubmenu selecPrint. The printer select window appears for you to
choose which printer to semige document to.

When doinga ROE remember that all pay outs need to be paid to employee and status code and
termination dates need to be entered in the payroll module
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Chapter 9 - Accumulators

Accumulators are totals maintained in the system for tracking things like benefits, employee
loans, union contributions etc.

Each accumulator is assignetheeedigit code (from 1 to 999). These codes then appear in each
employee'secord andare autoratically handled when a payroll transaction occurs based on the
criteria you define in this sectioAn accumulator limithas been added to tfiex code. (used for

RRSP Matching)

For convenience and tax purposes, the system is equippeBdptedefinecaccumulators (the
remaining, 56 to 999, are user definable):

01
02
03
04
05
06
07
08
09
10

11-30
31-35
36
37

38
39

Canadian Payroll

Housing, board & lodgingtax
Travel in prescribed areaax
Company car usetaxable
Low interest loan taxable
Other benefits taxable

Union dues

Other income PQ box J
DPSP contributions
Charitable donations

RRSP contributions

User defined

User defined andystemmaintainedaccruals and receivables
Gross taxable income

CPP contributory income

El insurable income
Commission income

Accumulators
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40 CPP/QPP deductions

42 El premiums

43 Federal income tax

44 Quebec income tax

45 Registered pension plan deductions

46 Bonus year to date

a7 Insurable hours

48 EIC Empl oyerés portion
49 CPPEmpl oyer 6s portion

50 QPIP Premium

51 QPI P Employerds portion
52 QPIP Insurable

53i55 Reserved by the system

56-999 User defined

The user defined accumulators may be used to accumulate either units or dollars.

NOTE: The system¥maintained accumulators, 01 to 10 and 36 to 49, will only accumulate
dollars.

The user accumulators can be added to at three different times:

Time Normal data type

1. Transaction entry Earnings and taxable benefits
2. Checkwriting Deductions

3. Journal entry preparation Benefits

The systemmaintainedaccumulator values are increased as follows:

Time Accumulators Ite
Trx Entry 01to 05 Taxable benefits
31to 35 Accruals & receivables
36 and 40 Taxable benefits
CheckWriting 06 to 10 T4 data
36 to 39 T4 income data
CheckWriting 41 to 46 T4 deduction data
Journal entry 31t0 35 Benefit accruals only
Anytime 56 to 999
Canadian Payroll Accumulators
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An accumulator may show the@le of one transaction, (e@anada savings bonds deduction)
or several transactions may be added into one accumulator. For example

Hours paid might consist of the total hours for:

1. Regular time
2. Overtime

3. Statutory time
4. Travel time

The decision as to which transactions are added into an accumulator is made in transaction
code maintenance.

Before you can add to an accumulator, it must have a name and it must be established whether
the computer is to adthits or dollars, i.e. it must be set up here.

Maintain Accumulator Screen

From page 2 of the Canadian Payroll main menu s8kecip> System details Accumulators»
Enter. The following data entry screen appears:

1 wiind
MBI RN B AN EELENTE Y-
L S=vVELTH cee L +Trh -

"1 Accumutator " |
2 Descrption
3. Units or Dollars
4 Zoco at your sd

5 Aliaw user i

Ertor acoumlaor,or press F 1] for nxt ShF1| for previous sccumulaor

From this screen you caud, change or delete accumulators. Enter the data as follows:

Accumulator

Enter a number from 11 to 35 or 56 to 999 to indicate the code of the accumulator. Note that
although accumulators 1 to 10 and 36 to 55 exist, their descriptions, digedrgy the system

and may not be changed.

If the code you enter is already on file you can change the information displayed ¢FBf¢ss
delete the code.
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- NOTE: The predefined accumulators set by the system cannot be delet@d
changed-- they are permanent.

*k CAUTION: ***
Payroll transaction codes and employee records may interact with the user definable

accumulators you have set up. Be sure that the accumulator(s) you delete have not already
been assigned to employees or payroll transactionsedes.

Description
Enter any description you choose to use.

Unit or Dollars
EnterD to accumulate dollars &f to accumulate units.

Zero at Year End

Answer Y if you want the accumulator set to 0 as part of the year end process. Certain
accumulators are annual in nature (such as those printed on the T4's) while others are retained
until cleared out manually (such as holiday pay, or accounts receivable).

Allow User Init.
AnswerY if the accumulator can be initialized using ¥ear end> Initialize accumulators

When editing/entry is complete, make any necessary changes anfEptesglsat "Field number
to change ?". Pre$$ab] at the first field to exit from this function.

Transfer Accumulator Amounts

Go toPAYROLL » EMPLOYEES » TRANSFER ACCUMULATOR AMOUNTS

This feature allows the payroll administrator to subtract the contents of an accumulator from
anothe

Sourceaccumulatoil the amount for this accumulator will be moved to the destination

accumulator, added to the destination accumulator or subtracted from the destination
accumulatar

Canadian Payroll Accumulators

Samco Power Accounting 9.47



Destination accumulatdrthe amount of the source accumulator will be atbto, added or
subtracted from this accumulator.

1. SourceAccumulatorHandlingi you either:

Move the contents of the source accumulator to the destination accumulator leaving the source
accumulator at zero

Copy the contents of the souraecumulator to the destination accumulator leaving the source
accumulator unchanged

2. DestinationAccumulatorHandlingi you can Add to, Replace or Subtract from the
contents of the destination accumulator.
Update Accumulator Amounts

Situations nay arisewhereanaccumulatoés valueneedto be set for a large number of
employees

A practicalexampé may be whera certaingroup offield employees are provided annual
$250 clothing allowanceTo set this up yaill need a accunmulatorset to$25Q and a transaction
codeto reimbuse and reduce the accumulatdou could usehe function described beloat the
beginning of the yeao set the accumulattwackto $29 for theaffectedemployees

To begin, go t&Employees » Updateaccumulator amounts, and the following entry screen
appears:

ﬁh“—- Acree Cresrprsss hic

[?] Accumulator#
Enter the accumulatdo be updated.

Update method
There are four different ways to update the accumulator:
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N New amourt.. Select this method when you simply want to plug in a value into tt
accumulator

A Add amounté E n t e puntaonaddaaminegative talstract from) he existing
amount in the accumulator

P Percentage changé Change the existing amount in the accumulatoa
percentagel00 =no change, less tha00 reduces.@. 75 = 75% of the existing
value),and dove 100 increaseséi 110 = a Q% increase).

M Multip lyé Multiply the existing accumulator value by either a numbehyothe
employeé s hour rate.

Update amount
Enter the amount used tipdate the accumulator.

The following fields allow you to narrow down your selectsanthat the change ond§fects a
specific group of employees:

[?] Starting employee
[?] Ending employee
Enter a range of employee numbers.

Department
Enter asingleemployeedepartment oF1 for fAll 0.

Group
Enter a singlemployeegroup orF1 for fAll 0.

Occupation
Enter a singlemployeeoccupation coder F1 for AAIl 0.

Status
Enter a single employee status code or FTHADKO.

Active
SelectA for active employees only, | for inactive only, ®Bifor both

After confirming the screen values, the systeith quickly procesgshe update and prompt will
appear when it is finished.

Print accumulator list

From theAccumulatorsub-menu selecPrint. The printer select window appears for you to
choose which printer to send the document to.
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Chapter 10 - Accruals

Whatls an Accrual?

An accrual is amccumulated dollar amount which must be either paid to the employee at a later
date or paid back to the company.

The most common example of an accrual is for vacation pay. In this example a percentage of
the employeé earnings are "accrued
Other example of accruals include sick pay, advances receivable, and company savings plans.

Canadian Payroll and Accruals
The Samco Canadian Payroll system treé@88 accruals.The user caset the accumulator that
each accrual will usd@efore setting up the accruaddes, these accumulators must be defined.

Each accrual code is used to inform the system as to which G/L accounts are to be debited and
credited when accruals are calculated. The rate associated with each accrual is maintained on the
employee's masteecord.

Accruals may be expensed by one of two methods. An example of this would be for vacation
pay:
1. Debit a vacation pay expense account which is different from the transaction

expense account

To Do: enter the general ledger account under thet dehimn

3. Debit the same expense account as the earnings transaction itself
To Do: (press  [Enter] to leave the debit account field blank instead of entering a G/L
account number.)

Generallythe credit is to a separate liltyi account for each accrudlhis permits the use of the

accumulator listing program to provide a report on accumulators 8 wdnich can support the
accrued liability balance in the general ledger.
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*** WARNING ***

Receivable or 100% accrual items are posted to the correct general ledger accounts when
set up in the transation code maintenance programThe balances stored othe employee's
master record are effectively memo accounts used to produce listings to support the
general ledger balancesThus, no debit or credit entry should be posted for the accrual
itself. To prevent incorrect postings to the general ledger, the expense and liability entries
made for these receivable®r 100% accruals should be the same nerero account.

To Begin
From page of the Canadian Payroll main menu sefeetup> System details Accruals»
Enter. The following data entry screen appears:

From this screen you can add, change or delete accruals. Enter the data as follows:

[?] 1. Accrual #
Enter a number from 1 to 5 to indicate which accrual is to be updated offiEss
view/change the next accrual.

If the code you enter is already on file you can change the information displayed ¢FBJdss
delete the code.
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*** CAUTION ***
Payroll transaction codes and employee records may interact with the accruals you have
set up. Be sure that the accrual(s) you delete have not already been assigned to payroll
transactions codes.

[?] Accumulator No.

This number is displayed by the systent.is the accumulator pertaining to the accrual chosen
above. The accumulator number is the accrual number plus 30 (i.e. 31 to 35). If the accumulator
has not been set up $etup» System details Accumulatorsno accrual entry may be made.

Description
The description is picked up from the accumulat@mber ands the one set up iBetup»
System details Accumulators

[?] 2. Debit G/L Acct

Enter a valid general ledger account that has been previously set uyalith&/L accountsn
Systentunctionsor leave blank to have the debit (or expense) portion of the accrual distributed
to the same G/L account as that of the earnings transactilenwhich originates the accrual.

[?] 3. Credit G/L Acct

Enter a valid general ledger account that has been previously set uy/alith&/L accountsn
Systentunctionsor leave blank to have the credit (or liability) portion of the accrual disebut

to the same G/L account as that of the earnings transaction code which originates the accrual.

4. J/C Burden ?17 If using JOB COST Module
This fieldallows you to determine whether or not this accrual is included in the burden transferred

to Job Cost

During theJournal» Calculate durnal Entry, each transaction code which specifies that it is
a labor burden item will add up the total earnings used to compute the burden amount. It will
also determine the percentages of the total earnings Wwhichg to the various jobs. For each

job, the posting will transfer that |jobbs pe
to the accrual type benefits where the actual burden is calculated and applied to the job in Job
Cost.
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AccrualDistributions

As mentioneckarlier in thisChaptey and in fields 2 and 3 above, there are two options regarding
the G/L distribution of accruals. The following further clarifies this matter:

1. Enter a debit (usually expense) and/or credit (usually liapditgount specific to the
accrual.

2. Leave the debit and/or credit accounts blank. This will result in the G/L debit and/or
credit accounts from the earnings transaction code to be used for accrual distribution. For
example, a regular time earningsaction code triggers the vacation pay accrual which is
set up to distribute to the earnings code G/L accounts. \8hets with regular time
transactions are posted, the vacation pay accrual will be distributed to the regular time
earnings code's G/L aounts (normally wages payable and wages expense).

PrintAccrualList

From theAccrualssulbbmenu selecPrint. The printer select window appears for you to choose
which printer to send the document to.

See Also
A Accumulators

A Transaction Codes
A Employee Data
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Chapter 11 - Computer Generated Deductions

This function tells the computer which deductions are to be calculated duricloeitie
calculation program. At a minimum the system should be told to perform 3 deductions:

CPP Canada pension

EIC Employment insurance premiums

FTX Federal income tax

If there are employees who work in Quebec, two additional deductions are needed:

QPP Quebec pension
QTX Quebec income tax

All transactions are handled during ttteeckcalculation program in the order specified by the
operator on this programGenerally the order is as follows:

Seq. General Type Examples
1 Personal choice items Garnishees
Donations

Canada savings bonds

2 Company deductions  Health plans
Union dues
Company pension

3 Government items CPP
QPP
EIC
FTX
QTX

4 Deductions affected Canada pension

by Canada pension/Quebec pension amount
" See the appendix titlRPP Deductions
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The system allows the operator to establish up to 9 different sets of deductions for each pay
frequency. Each set is referred to ayele within the payroll system. The standard number of
cycles per frequency are:

Frequency or Cycles
Periods/Y ear Per Month

10
12
13
20
22
24
26
52

G WNWNDNPEF -

Using the biweekly frequency (26) as an example, it has tyaes:

1. Regular first pay in the month
2. Regular second pay in the month
3. Third pay in the month which occurs every six months

There may be different personal choice items and company deductions for each of these cycles.
It is necessary testablish the appropriate deductions for each pay cycle. All deductions entered
here must have been established in the transaction code maintenance program.

Any deduction which makes use of the miscellaneous deduction category may be entered with a
gueston mark as the third character. Using Appendix Dexample of medical plan deductions,
only the entry MP? is required to establish the deductions for MP1, MP2 and MP3.

To Begin
From page 2 of the Canadian Payroll main menu s8lketcip> System details Computer
generated deductionsEnter. The following data entry screen appears:

(RUIE 0C Camputar yuwnswtnd tbinbion altx

P G AN IC DE A AR BE GL JE DO MR M CL P IC TU PA DN WA W b
POV ROUTS OO0 HRD 4@ | WK

Mmm « Computer generated deductions Acme Enterprises Inc.

Number of pays/yr n |
Pay cycle
ﬁmucﬂm to be calculated at check preparation time are

1. Seq Code Title

Enter pay ocycle, or press F1 for next pay cycle
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From this screen you can add, change or delete computer generated deductions. Enter the data as
follows:

Number of Pays/¥r.
Enter one of the following valid pay frequees-- 10, 12, 13, 20, 22, 24, 26, or 52.

Pay Cycle
Enter a number between 1 and 9 to differentiate this pay cycle from others for the same pay
frequency.

[?] Code

Enter any deduction code which has been established during transaction code mairtgnamnce
15 such deductions can be entered.

The description will be displayed as set u@atup» Transaction codes

- NOTE: Some deductions have a recommended order of precedence. A warning
message will be displayed if this order is violated.

PrintComputeiGeneratedeductiond.ist
From theComputergeneratedleductionssubmenu selecPrint. The printer select window
appears for you to choose which printer to send the document to.
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Chapter 12 - Print System Detalls

This function is used to print a listing of any or all system details. All of the information
covered here is entered$etup» System detailsom the second page of the Payroll main menu.

To Begin
From page 2 of the Canadian Payroll main menu s8ketcip> System details Print system
details The following menu appears:

1. Departments

2. Groups

3. Occupations & wages

4. Status codes

5. Government data

6. Accumulator names

7. Accruals

8. Computer generated deductions
9. ALL

Select the system details report to prinAdrto print all of the listed reports. The printer select
window appears for you to choose which printer to send the document to.
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Chapter 13 - Transaction Codes

The transaction code maintenance function is the key to the payroll system. This function
controls the eventual results of all entries made in the following programs:

A Transaction processing
A Checkprocessing
A Process journal entry

Almost all errors in expected results for the functions listed above originate in transaction codes
having been improperly set up. For this reason, it is important to fully understand how to use
transaction codes correctly beforeuyget them up in the system.

It is highly recommended that all codes and related operations be set out in detail on paper
before you ever sit down at the terminal to run this function. Doing this will reduce errors
during data entry and assist in codiying the logic inherent in your existing payroll system.

A variety of sample transaction codes are provided at the end of this chapter.

To Begin

From page 2 of the Canadian Payroll main menu sele&etup» Transaction codes Enter.

The following data entry screen appears:

From this screen you can add, change or delete payroll transaction codes. Enter the data as
follows:

Main Code

Enter a 1, 2, 0B-charactemain code.

This can be any character code which is easy for the optwagmember.

Certain main codes have specific meanings within the payroll system. They cannot be used for
any other purpose. These reserved main codes are:
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BNK -Payroll bank entry

CPP -Canada pension plan deduction

FTX -Federal income tax

QPP -Quebec pension plan deduction

QTX -Quebec income tax

EIC -Employment insurance deduction

UIF  -Unemployment insurance weekly calculation

Sub-Code
Enter the appropriate information under one of theetlfiolowing subcode headingsfou must
select one, and only one, of the possiblesuibe entries.

All

Enter aY if the transaction is to apply to all employees. The defallt I§you enterN or press
[Enter] the cursor will then move to the province stdale, otherwise it will skip to tresaction

type.

- NOTE: If you have codes that apply to a specific group or province, a master code
must be set up which applies to "All". This is especially applicable to the universal
codes such as EIC, CPP, FTX, QPP, QTX, BNK etc. Additionally, if yeurséerfacing
with Bank Reconciliation there must be a BNK transaction code set to "All", otherwise
the interface will result in errors.

Prov.

Enter the2-letterabbreviation for the province if you want this transaction to only affect
employees of thismpvince. The default is blank for no province and the cursor will move to the
group subcode. If you enter a province, the cursor will move to the transaction type.

Group
Enter the 4-character numeric group code defined in the system details function if the
transaction is to affect members of a particular group.

During data entry functions, the operator enters the main code only. The program then searches
all subcodes defined for this partitar main code, to determine whether or not the transaction is
valid for the employee concerned. The order of testing for valiccedbs is as follows:

1. Test for the main code with the employee's group;

2. Test for the main code with tleenployee's province;

3. Test for the main code and sobdeALL ;

The computer accepts the first valid test.
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If the transaction is to apply togeoup established in system details, use its numeric code under
sub-code group.

If the transaction is to @y only to employees taxable or resident in specific provinces, use the
2-letterprovincial abbreviation under stdmde province. If the transaction is to apply to
everyone (or everyone not included under anotheicedl) usé’ under the suzode all.

Any given transaction consists of one main code and onesld However, transactions with
the same main code may be set up withcudtes from all three categories: group, province and
all.

Description
Enter thel5-charactedescription that is tappear on theheckstub and in various reports.

French Description

Transaction Type
Enter thel-charactealphabetic code representing the type of the transaction.

There are six types of transactions, including three types of fringe benefits:

-Earnings

-Deductions

-Benefit created once a month

-Benefit created as the result of a prior transaction
-Benefit entered by the operator

-Company paid

—m™WTZ0MmM

TypeE (earnings) and typP (deductions) are sedxplanatory.

A type M benefit, is triggered once a month by the journal entry process. It is directly associated
with specific employees and does not involve any deductions from the employee. See the section
in theChaptettitted Employee Dat@&n personal choice items. An exaleis the payment of

sickness and accident benefit premiums for employees who are laid off.

A type P benefit, is normally a netexable company expense triggered by a prior transaction.
Forexamplethe Canada/Quebec pension deduction triggers a conep@ense which is 100%

of the amount of the employee's deduction. Similarly, worker's compensation is a percentage of
the employee's gross income and is triggered by the issuance oflaggoagr BNK entry.

A type B benefit, prints the benefit in thearnings column AND the deductions coluomthe
checkstub.

In effect,the employer pays some benefit to an employee and then immediately takes it back. For
some benefits and union contracts it is required to show the information this way on the stub,
egecially if it is matched with an employee deduction.
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A typeT benefit, is useful for a taxable, fully compapgid benefit and shows only in the
taxable benefit box on theheckstub. It does not print in either the earnings or the deductions
columns. Itdoes, however, increase the employee gross taxable income with the benefit amount.

Next Transaction
Enter the main code for the transaction to be processed after the current one.

Transactions may generate successive transactions and these may generate further ones.
The next transaction code tells the computer which transaction is to follow. It will always have
the same subode as the transaction which started the chain. The computer will check that the
next transaction exists and is eligibbebe generated by this originating transaction. The
following table outlines which transaction types may be generated by a given transaction type.

Originating type Allowed next types
E - earnings

E - earnings D - deduction
P - benefit

D - deduction D - deduction
P - benefit

B - benefit

P - benefit P - benefit

T - benefit

M - benefit M - benefit

Examples of originating and next transactions are:

Originating Item Next Transaction
Canada pension deduction Company portion exgnse
EIC deduction Company portion expense
Regular earnings Union deductior{per hour)
Union deduction Union benefit plan
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- NOTE: These calculations can now be viewed and implemented by using the F1
Key, when in the Calculation Field Line.

Calculation Method
Enter the appropriate number corresponding to the manner in which the calculation is made.

There are 20 methods célculation available. Several of them are very similar and only vary in
the type of units used as a multiplier. Below is a table of valid calculation methods:
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Calculation Table of Rates:

Number Formula
01 Operator entered amount + initialue
02 (Units x rate) + initial value
03 (EIC units x rate) + initial value
04 (Groupu n i xtrade} + initial value
05 [(Rate/100) x pay period salary] + initial value
06 [(Rate/100) x gross taxable income] + initial value
07 [(Rate/100) x accumulator value] + initial value
08 [(Rate/100) x previous amount] + initial value
09 [(Rate/100) x wage rate x 1] + initial value
10 [(Rate/100) x wage rate x units] + initial value
11 [(Rate/100) x wage rate x EIC unitsjnitial value
12 [(Rate/100) x wage rate x group units] + initial value
13 [(Initial value + wage rate) x (rate/100) x 1 ]
14 [(Initial value + wage rate) x (rate/100) X units]
15 [(Initial value + wage rate) x (rate/100) x EIC units]
16 [(Initial value + wage rate) x (rate/100) x group units]
17 [((Rate/100) x wage rate) + initial value] x 1
18 [((Rate/100) x wage rate) + initial value] x units
19 [((Rate/100) x wage rate) + initial value] x EIC units
20 [((Rate/100) x wageate) + initial value] x group units

Refer to the computations above for details on the available formulas. Note in particular that
method numbe®7 refers to the contents of a particular accumulator.

It is important that the correct type of units be employedekamplejf calculation nethod 03
(El units) is used for a mileage calculation where there are no EI units, the result is always zero
as the El units are always zero.

- NOTE: Any transactions generated in the chain of (next) transactions from the
payroll bank entry (BNK) will use the total of all units which are accumulated for
the check

For example, overtime may be calculated correctly using any of methods 10, 14 or 18, if the
initial value is zero. If the initial value is not zero, there will be three different results.
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Operator Override
EnterY if the operator is allowed to override the automatic calculation provided by the program.

The computer will calculate the amount accordmghe formula selected abovegit is desirable
for the operator to have the ability to change the computed drandrenter a manual
adjustment, the operator override is seY t{yes).Use of operator override essentially defeats
the automatic safeguards of the system and should be used with care.

8. Initial Value
Enter a number betweef9999.99 and 99999.994fvalueis needed in the calculatiohwo
digits afterthe decimal place are allowethe default value is zero.

The initial value serves many purposes in the calculation formula. Below is a table of the
calculation methods and the purpose an initial&akerves in determining the outcome:

Method Purpose

01 -To add a fixed amount to the amount entered by the operator. Sets transaction to
this amount if operator override is not permitted

02to 12 -Add fixed amount to the calculated amount

13t016 -Add a fixed amount to the wage rate, then multiply by a percentage. Useful for
shift differentials which are increased for overtime, triple time, etc.

17to 20 -Add a fixed amount to the wage rate after multiplying by a percentage. Useful
where thaifferential does not increase for overtime, triple time, etc.

The initial value must be in the rang#®,999.99 to +99,999.99.

-Rate

The rate may be either a monetary value or a percentage depending upon the calculation method
chosen. Enter a number between 0 and 999.999. Three digits after the decimal place are allowed.

The default is zero.

Rates must be entered as follows:

Calculation Method Rate
1 -None. Bypassed by the computer
02-04 -Monetary.Maximum 999.999
05-20 -Percentage. Maximum 999.999
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Accumulator
This field is only used if you have chosen calculation method number 7. Enter the number of the
accumulator referenced in the formula. The accumulator number must be between 1 and 45.

Calculation method 7 works as a percentage of a value stored inlanudator. For method 7

only, enter the number of the accumulator to be used. The accumulators are numbered from 1 to
45. Using a rate of 100% with method 7 is useful for paying out vacation pay or recovering
advances which are stored in accumulators 3bto

Premium Time ONLY if using the JOB COST MODULE

AnswerY or N. This determines if the time posted through the transaction code is to be flagged
as premium time once the transaction is interfaced to the JolP@dsigeThe Job Cost
Packagéhas re@orts which break out the premium time from the regular time for costing
purposes.

Transaction Limits

Transaction limits serve to reduce the number of operator data entry mistakes while checking
that the dollar value of individual transactionsvithin pre-established limits. Each transaction is
required to have a minimum and maximum per transaction limit. There is alscta-gede

limit which is optional.

Burden?
AnswerY or N. This field allows you to determine which transaction codes are included in the
burden transferred to Job Cost.

During theJournal » Calculate journal entryeach transaction code which specifies that it is a

labor burden item will add up the total earnings usecbtopute the burden amount. It will also
determine the percentages of the total earnings which belong to the various jobs. For each job, the
posting will transfer that |jobds percentage of
type benetis where the actual burden is calculated and applied to the job in Job Cost

Minimum Per Item

Enter the minimum value allowed for this transaction. Two digits after the dguoind are
allowed.The default value is 0. The minimum is generally zeracbutpany policy may dictate
another value.

BelowMinimum Use
This is generally either zero or the minimum per item above. Two digits after the decimal point
are allowed. The default value is 0.

If the transaction falls below the minimum per itenwiit be replaced automatically by this
value. This is generally either zero or the minimum per item above.
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Maximum Per Item
Generally,an amount is set to check on operator data entry. Two digits after the decimal point
are allowed.

This is generally &alue which, if exceeded, is most likely incorrect. Use of a reasonable
maximum per item value can be an important safeguard against the entry of extra digits or the
omission of decimal point3.his maximum per item must be naero, and there is af]]

option to set the field to the maximum of 9,999,999.99.

Above Maximum Use
This value is generally zero, which will force the operator to take another course of action. Two
digits after the decimal point are allowed. The default value is O.

If the transaction exceeds the maximum per item above, it will be replaced autognbtidhik
value. This forces the operatortéke another course of actiddome deductions have a
maximum amount per pay day and that amount should be used.

Maximum Y ear-to-Date

If the maximum yeato-date is zero, the computer will not perform angnte-date verification.

If a value other than zero is entered, the computer will ensure that the value of the transaction
plus the value in the accumulator entered below does not exceed the value entered here. Two
digits after the decimal point are allosvelhe default value is O.

Accumulator
The computer will require an accumulator number only if azeno value was entered for the
maximum yeaito-date value. The numbers are in the range 1 to 45.

Item Max from Accum?
This will allow you to create mmaximum limit to an accumulator. (used for RR8&ching.)

Accumulator
When editing/entry is complete, make any necessary changes anfEmteskat "Field number
to change?09
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Entering Accumulators

File Edit AR IC OE SA AP PC GL FA IC PO BR Pl CL ¥P PS RP TA TR EQ PER SM PA DX SR MS
MP CM SF Help
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Salaries and wages payable

Savings plan deduction payable
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If using Job Cost the screen will look likes:
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Calculate Tax?
If the transaction amount is to be included in gross taxable income, ariswer

Transactions which are not earnings or benefits will bypass this item.

Calculate CPP/QPP?

1 Thehas been enhanced to now have a separate QRtipefag from the EI exempt
flag, as there are employees who are charged QPIP even when they are EI exempt.

AnswerY if the transaction is eligible for inclusion in CPP/QPP contributory earnings.

The field is bypassed for items other than earnings amefite

Calculate EI?

AnswerY if the transaction is eligible for coverage under the employment insurance (EI) plan.

If this is a lump sum payment (other than something like a bonus) to an employee not returning
this field should be set 4.

The field is bypassed for items other than earnings and benefits.

UseUnits for EI?
This item is bypassed if the transactismot eligible for unemployment insurance (El)
coverage.

AnswerY if the units entered by the operator are hours and they are to be used for El
calculations.

Units that are not hours, such as miles for travel and pieces forypaekecalculations, are
obviously not El units. Not so obvious are hours in transactions like shift differentials. The
response would be negative if the differential is paid in cents per hour and the hours were
calculated for El purposes in another transaction such as reguar i

UseUnits for Group?
AnswerY if the units are applicable to group calculations.
Group units normally apply only to earning transactions. Group units are important in

environments which have unions with each union being a separate group. Thargt®wwould
then be used in thedmputergeneratedinion deduction during theheckcalculation process.

Canadian Payroll Transaction Codes

Samco Power Accounting 13.68



CommissionEarning?
AnswerY if the transaction represents commission earnings.

This item is bypassed for transactions other than earnings.

RPP Deduction?

This item is applicable only to deductions.

AnswerY to indicate the deduction is for a registered pension plan administered by the
company. AnsweN if this is either not an RPP deduction, or if the plan is administered by an
outside invesnent / financial institution.

Plan number is stored on the group information establish8etup> System details Groups

ReduceTax at Source?
Answer Y if the deduction is to occur to the initiating transaction

Tax method
If tax is not to be calculated, this item is bypassed.

A 1-charactecode indicates the method of calculation. Allowable codes and methods are:

Tax Method and Code

B -Bonus

R -Regular

Y -Yearto-date

N -None

F -Fixed Rate (%) for lump sumarnings

The regular methodcalculates tax based on the premise that the amount the employee earns in
one pay period will be earned in all other pay periods.

This is the normal method used for salaried and hourly employees.

The bonus methodcalculategax separately from the regular method. The tax is determined by
calculating the tax on the annual gross with and without the bonus and the difference is the tax
payable on the bonus.

-It should be used for special transactions that involve lump sum payemts.

The yearto-date methodprorates the employee's ydardate earnings over the calendar year
and takes into consideration any tax amounts previously deducted.

This method is generally used for commission incones sales people may have widely
fluctuating incomes from one pay period to another.
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It is not to be used for employees who are laid off and then reinstated the computer will
not deduct sufficient tax. The computer will not generate a tax refund if too much tax was
deducted in prior pay periods.

The fixed rate methodis most commonly used to handle lump sum earnings such as vacation
paypay-outs When you identify the use of a fixed rate tax method you are also prompted for the
percentage to calculate.

CheckPrinting

Make the necessary responses to the next 6 entries regarding how this transaction code will be
treated at the timehecls are being printed.

Allow Negative Check
AnswerY if you want acheckgenerated even if the processing of this transaction codescause
negativecheck Otherwise, answeé

If you answeN this transaction code will be processed with a zero (0) value.

A negativecheckwill automatically cause a receivable to be applied to the employee's account
thus bringing theheckto a zero (0) value.

Print Accumulator
This function is only available if you are usiolgeckformat 3612. You can check which
checkformat you are sing througtSetup» Control information

If you are using the 3Q2 checkformat, enter an accumulator to print in the "Year To Date"
column beside this transaction entry onc¢heckstub.

Consolidate?

Two or more transactions with the same transaatarle and rate can be consati&t on the

checkif desired.If consolidation is not requested, each transaction will be itemized separately on
thecheck If transactions are entered daily or an employee's wages are expensed to more than
one department, is best to consolidate the result &reckprinting purposes.

AnswerY to consolidate all transactions with the same transaction cobletogorint each one
individually.

Separate Check
AnswerY if a separateheckprinting is requested for this transaction type. Otherwise, ariswer
The most typical item falling into this category is a union contract requirement to show vacation

pay on acheckseparate from all other items. Careless use of this feature will result in printing
morechecls than necessary and an increase in processiagadr several programs.
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Priority Number
The payroll system allows customizing of the order of presentafidems on theheckstub.
Assign each transaction a priority number between 1 and 99.

Transactions will print on theheckstub in order bassigned priority (starting at 1).
Format Number
Enter the appropriate number (0 to 4) from the list below for the format to be udestin
printing.

0 -Not applicable

1 -Units, rate & amount

2 -Units & amount

3 -Rate & amount

4 -Amount only

This choice only pertains to earnings and tBpeBenefit transactions.
Deductions are always printed using format

Earnings -Are printed with description and one of the five formats listed above.

Deductions andBenefits-Are printed on theheckin only one format: description and amount.

General Ledger Accounts

This section is used to indicate which general ledger accounts are to be debited and credited for
this transaction. You must enter an account which was set3ysiam function Valid G/L
accounts

Note the following table for normal accounting procedon assigning debits and credits.
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Type of

Transaction Debit Credit

Earnings Expense Wages Payable
Deduction Wages Payable Liability or asset
Benefit Expense Liability

Certain fringe benefits are not recorded in the company's books as the payroll entries are not
actual costs. For these items, company car benefits being an example, debit and credit the same
account. This has the effect of recording the transaction grathvell system but has no effect

on the general ledger.

- NOTE: In order to departmentalize general ledger entries for any particular
transaction, it is necessary to enter the G/L account(s) here with a sode of "***"
by pressing[F1] at the appropriate account section.

Debit
Enter the general ledger account to be debited by this transaction.

Credit
Enter the general ledger account to be credited by this transaction

Accumulator Limits Test

The next three entries allow you to test the value of an accumulator, and determine whether to
process this transaction code, or move on to the next.

For example, XYZ Company offers its employees a 3% bonus if they have worked more than
800 hours but fewethan 1200 hours, and a 5% bonus for employees that have worked more than
1200 hours.

In this circumstance, XYZ Company could set up one transaction code using this section to test
whether the hours worked accumulator for a minimum of 800 units (oshaod a maximum of
1199 units (hours). Each employee falling into this range would have a 3% bonus. This
transaction code would then trigger a second transaction code.
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The second transaction code would test whether the hours worked accumulatca was at
minimum of 1200 units (hours) and no maximum. If the employee's accumulator was equal to or
greater than 1200 units (hours), an additional 5% bonus wouydcbbessed.

The above example is just one way of how the accumulator limit test can work. Yappdgn
this principle to your payroll methods for a variety of other situations for both earnings and
deductions.

Accumulator
Enter the accumulator to test a minimum &/or maximum value for. This must be a valid
accumulator set up i8etup» System details Accumulators

If no accumulator is to be tested, prfSater] to skip. The "minimum” and "maximum" values
will also be skpped.

Minimum
Enter the minimum value to test this accumulator against. If no accumulator is being tested, this
field is skipped, and defaults to "n/a".

Maximum
Enter the maximum value to test this accumulator against. If no accumulator is beinghested
field is skipped, and defaults to "n/a".

When editing/entry is complete, make any necessary changes anfEmteskat "Field number
to change ?".

Transaction code entry screen 3 of 4 appears:

e -Ll:1
M I N PN GANE TGN TR -
PO B/ Xuts OO0 HARO 42U Lu
ALt A o &

Code {s0Rl Sub [aLL {ADVANCE REPAID | fDeduction

~ Accruais & Recelvables ™ atars

Act Dancription AddRwduice Ace Description When? Add?
3| 1 Vacation pay accrual Reduces Wi Hoard/Lodging = tax benefit F-
a0, ' ot used S0, Low rent houses - tax benef |
a ' mot used | 5%, Company car use - tax bepef  {\|
42 4% not used | 82. Low tnt. loam - tax benef B
43, ‘' ot used | 83, Other benefits - taxed M
A, * not used _ 54, Unton dues Bl
45 * ot used 55, Qther income PQ M
5. * not used 56, OPSP payments B
4% ' not used | §7. Charitable donations N
an. | * not used | 8B WRSH contributions 3
Fraly mmber vo ehange ~ [
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Accruals & Receivables

This series of add/reduce questions defines how the balances in the accrual accounts, set up in
Accrualsfunction, will be affected by this transaction code.

Each accrual requests, in sequence, whether or not to "Add" to or "Reduce". Adding to or
reducing an accrual balance adjusts the balance by a percentage of the transaction as entered in
the employee's master record (refer toEhgployeehapterfor further details).

AnswerY or N respectively to each field. Answerifygto both will result in the accumulator
being zeroed out.

For accruals that have a % other than 100% (i.e. vacation pay), both of the responses to "Add to
?" and "Reduce ?" and the accuatal reduced on the next screen under "iBsfined

Accumulators" must be set b Failure to comply will result in an accrual which will reduce
uponpay-out at the rate of the accrual, and not the rate op#ysout

T4 Accumulators

These are accumlators which are printed on the T4 slips at the end of the year. In this
section you enter in both whether or not to "Add" to and at what point.

Enter in the following information beside each accumulator:
When ?
Indicate for each accumulatexactly when the transaction affects the accumulator. The

following table provides a list of the valid codes:

Code Time of addition to accumulator

-Addedat checkwriting time
-Addedat transaction entry time
-Added at journal entry time
-Never added to accumulator

Z2<moO

The computer will always set the first 5 accumulaton txcept in the case of taxable benefits.
For taxable benefit items, one of the five accumulators must Be an

The transaction code maintenance allows earnings and deduction type transaction codes to update
the 5 system accumulators for taxable benefitsr ahowing a warning that sutlehavioris not
normal.

The values for accumulators 6 to 10 are either Q. UseQ to have the transaction added to the
accumulator.
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Add ?
AnswerY if you want this accumulator added to,Nto reduce.

- NOTE: You can only add to or reduce an accumulator if the "When ?" field is set to
either E, J, or Q. If the "When ?" field is set to N the "Add ?" field will be skipped.

When editing/entry is complete, make any necessary changes anfEnteskat "Field number
to change ?". Transaction code entry screen 4 of 4 appears:

[R(1E 0 Mo onmaaiien smivs Al
P B AR CIE DF SA AR BT L JE M R N G M T TR P D AR W e

POUBSEYRUETS OO0 HAD 4P B | W

Maintain transaction codes Acme Enterprises Ino.
Hinter

Code [ADR sub ALL | [ADVANCE REPAID | [Deduction

" User-Defined Accumulators

89, Acoum. Desocription When? Add?

103_5" [A\Ivan( “s receivable 1 i()j [’\]

Field number to change 7 [-.

UserDefined Accumulators

This screen is generally used for the entry of-alefined accumulators which are set u®atup
» System details Accumulatorgthese are accumulators 420 and 56 999).

Under some circumstances it may be necessary for you to use this section for the entry of system
defined accumulators. You are allowed to do this for somhadtiall system accumulatorBake
extreme care when doing thiswever, so that you do not end up duplicating the updating of an
accumulator.

In order to produce accurate reporting, be sure to add to all applicable accumulators.
Editing on this screen is slightly different than that of previous data entry scredéngflects a

new method being irmeporated into future releasddis new entry screen uses the following
keys:

- ® -Use these keys to move up and down a list of accumulators.

[F2] -Use this key to add a new accumulator to the list.

[F3] -Select araccumulator from the list, and press this key to delete it.

[Tab] -Use this when finished adding or editing the list of «dfined accumulators. The

cursor moves to the "Field number to change ?" field at the bottom of the screen.

[Enter] -Select armaccumulator from thiést andpress this key to edit it. It is also used when
finished entering an entry into an accumulator field.
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[ESC] -To abort entry while adding or changing an accumulator, press this key. Press
[Enter] at the "Not processed" line displayed on the bottom, and you are returned to
the previous point of entry.

Enter in the following information using the above data entlgrigues:

[?] Accumulator
Enter in a valid accumulator to be updated by this transaction code.

The description will be displayed.

- NOTE: Certain system and types of accumulators (1 to 10, and 36 to 55 for
example) cannot be updated in thisection.

When ?
Entering in at what point this accumulator is to be updated. Valid entries include:

Code Time of addition to accumulator

Q -Added atheckwriting time
E -Added at transaction entry time
J -Added at journal entry time

Keep in mind that taxable benefit items such as accumulators 31 to 35 should be updated at
transaction entry time (entf¥]).

When you have finished entering in accumulators for this screen[{p#R3$. When

editing/entry iscomplete, make any necessary changes and [EBJ$€ER] at "Field number to
change ?".

You are returned to screen 1 of 4 of the transaction code "Add" function for the entry of another
transaction code. PreEBAB] to exit out of this function.

PrintTransactionCodeList

This function allows you to print a simplified listing of all traction codes. This report serves
as a handy aid for the operator during transaction entry.

From theTransaction codemaintenance sutmenu selecPrint list. The printer select window
appears for you to choose which printer to send the document to.
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Printing Transaction Code Records

This program provides the operator with a printed copy of each transaction code record. This
data should be kept by the individual responsible for the payroll system.

Properly maintained, this will allow a completetpire of the transaction codes to be kept readily
at hand. Each transaction record is printed on a separate page. The two options available to the
operator are:

1. Print all transaction code records
2. Print individual transaction code records

Whenoption 2 is selected, the operator is required to enter the transaction codes. A maximum
of 5 codes may be selected at one time.

From theTransactionCodesmaintenance sulmenu selecPrint records

From the screen displayed, enterfiblowing report criteria:

[?] Main Code

Enter in the transaction code main code, pfE%kto print "All" transaction codes, enter &aro
print any transaction code with this main code, or pieBEER] to skipthese criteriand
specify province ormup.

All
AnswerY if you wish to print "All" transaction codes with the previous main code. Otherwise
answem and enter in th€rovandGroupsub-code information.

Prov
Enter the province sutode information or pre3&ENTER] if the code is not province specific.
This field is skipped if you answerédat All.

[?] Group

Enter the group subode information or preg&ENTERY] if the code does not apply tespecific
group.

This field is skipped if you answer&tat All or entered a province code.

Pres{ENTER] at theMain codefield when finished entering the codes to print.

At "Field number to change ?", make any necessary changes anfEN&&R]. The pmter
select window appears for you to choose which printer to send the document to.
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SAMCO

Building Business and Technology Relationships

Chapter 14 - Forms

This selection allows you t o t aontinusafléasec o0 s
check and government forms. By allowing you to make changes to these forms, you can keep
ultimate control over the content and layout of your forms.

P/C comes with various standard+oiefined check and government forms. When youwalhst
P/C, the form file is also automatically installed.

Before you print payroll checks you must have already specified a form ID to be (&etdpn
Payroll Control Information(see theChaptettitled Payroll Control Informatioi.

If you choose to cige your own form, you should make a copy of an existing form that is
similar to the form you wish to use and modify the copy. You may also design your form "from
scratch”, but this is not recommended.

An unlimited number of forms can be defined withstbelection. Formsallow you to print
almost any information field associated with the payroll transactions themselves and many fields
from the employee file.

We suggest that you first become familiar with thege@ned forms provided with this
package. Then use thhapterto modify the predefined forms as required or to design your
own forms.

Definitions

Described below are definitions for certain terasgd in this selection and in thukapter

Header, Line Item, and Totals Groups
Each form consists of two sections (check and stub). The stub is further broken down into three
information groups:
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TheHeaderis the top part of the stub form atybically includes only the column headings.
Header information only prints once and always prints before Line Item and Totals information.

TheLine Items group typically includes the transaction code detail, including earnings and
deductions.

TheTotals portion of the stub is usually dedicated to printing the net earnings, accumulators,
YTD figures, etc.

Paginated

A form is either paginated or not paginated. A paginated form is one that may have multiple
pages, where each page is the same lenBiteprinted forms and forms that are separated from
one another by perforations are examples of paginated forms.

A form that is not paginated has no specific length. Continuous paper on a roll, such as that
used on a calculator, is an example of a-paginated form.

Typically, "checks" are always paginated.

Lines and Columns
The length of a paginated form is defined by the number of lines on the form, from the top of the
form to the bottom. If printing is done at 6 lines per inch, amihform has 66 lines.

When defining a paginated form, you specify the starting line number of the Header information,
the starting and ending line numbers of the Line Item information, and the starting line number
of the Totals information.

When defining eeh data field to be printed on a paginated form, you specify the group of the
field (Check, Header, Line Item, or Totals), its line numbighin the groupand the starting
column number where it is to print.

The line number of a field is its print limamber starting at thiast line of that group For
example, if you specified that the Line Item information starts on line 10 of your form and ends
on line 40, you are allowing for 31 lines of Line Item information. The line number of a Line
Item field must be between 1 and 31.

The column number of a field is simply the number of spaces to the right of the left margin of the
form, beginning at 1.

To Begin
From the second page of the P/C menu, s8etip» Forms» Enter.
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Entering Forms

Fromthis screen, you can work with both new and existing forms. If a form exists for the form
ID you specify, that form appears and is available for changes or deletion.

Enter the following information:

[?] *1. Form ID

Enter the ID for this form, diF1] to scan through the existing forms on file. If the form ID you
specify already exists, the information for that form displays and may be changed or deleted as
usual.

[F2] -To display the form as it currently exists (see the section titled
"Displaying the Form" later in this chapter)

[F3] -To delete the form.
[F5] -To print a test form, substituting "X's" or "9's" for each field that you
have selected to print (see the section titled "Testing the Form" later in this

chapter)

[F6] -To copy an existing form to a new form (see the section titled
"Copying a Form" later in this chapter)

2. Type
Enter the corresponding code for the type of form.
C -Check
R -ROE
T -T4
A -T4A
R -Releve 1

3. Description
Enter a meaningfudescription for this form.

4. Width
Enter the number of columns that may be printed on a form. Your entry here is determined by
the width of your form, as well as the setting on your printer for characters per inch (or "pitch™).
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5. Paginated ?
Answe Y if the form has a fixed length and does not require a form-faedmally associated
with continuous form checks.

AnswerF if the form has a fixed length but requires a form feed to be sent in order to eject the
page- normally associated with laskErm checks.

Check Forms

If you are working with a check type form, the screen will appear similar to the following:

ck form 30-01

[30-01

iCheck |
Check form 30-01 |
v
Stub-Chk |
42

26 |

42 |

1|

N

s _J

{17 |

0|

6. Check format

Enter the number corresponding to the format of your check. For exampleCIstakStub is
most common witltaser forms where the check portion of the forms is printed between the 2
stubs. Options

1 -Check- Stub
2 -Stub- Check
3 -Stub- Stub- Check
4 -Stub- Check- Stub
5 -Check- Stubi Stub
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7. Check with Last Stub?
AnswerY if you want the check podn printed on the last stub where there are multiple stubs
for one check.

If you answelN, the check will be printed on the first stub.

8. Length
Enter the number of lines on each form. Your entry here should represent the entire length of
one form, icluding any area at the top and bottom of the form that you wish to leave blank.

Besides the length of the form, the number of lines you enter here is determined by the setting on
your printer for the number of lines per inch.

9. First Line for Check
Enter the first line number of the form on which the check is to print.

10. LastLine for Check
Enter the last line number of the form on which the check prints.

11. FirstLine for Headers
Enter the first line number of the form on which the heal& print.

12. Headers 1sPageOnly ?
AnswerY to print header information on only the first page of the form. AndWerprint it at
the top of every page of the form.

13. FirstLine for Line Item
Enter the line number on which the first linet@nsaction details is to print. Your entry must be
higher than the line number specified for "First line for headers" (field number 7).

14. LastLine for Line Item
Enter the line number on which the last transaction detail is to print. Your entrpenkigher
than the line number specified for "First line for line items" (field number 9).

Use 29 Stub?
If you are using a mukstub form (i.e. stustubcheck, checlstub-stub, or stulcheckstub) you
are offered the option of continuing the transaction detail onto the second stub.

Should you use the second stub for internal records, you may want ter&hswthis.
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15. Repeat theFirst Line Item?
For multistub forms, answe¥ if you want to repeat the transaction detail on the second stub.

16. First Line for 2" Stub
For multi-stub forms, enter the first line to begin printing the detail for Hetab.

17. First Line for Totals
Enter the first line of the form to begin printing the check totals.

Make changes as usual. For an existing form, you are then asked "View/change form layout ?".
AnswerY if you wish to review or work with any of tHeelds to be printed on the form.

Government Forms

If you are working with a T4, T4A, Releve 1, or ROE type form you will be prompted with the
following field:

Length
Enter the number of lines on each form. Your entry here should representitedength of
one form, including any area at the top and bottom of the form that you wish to leave blank.

Besides the length of the form, the number of lines you enter here is determined by the setting on
your printer for the number of lines per inch.

Make changesasusuBlr ess enter at W@AField number to char

These fields are for making small adjustments to the,fatnich is an option
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[?] 21. Printer
Use thePrinterflag to identify the default printer fazthecls or government forms such as T4s.
Follow the system prompts.

For an existing form, you are then asked "View/change form layout ?". ANXsWgou wish to
review or work with any of the fields to be printed the form.

Form Fields and Layout
On this screen, you describe each field to be printed on the form. Up to 200 fields may be
selected to print on each form. For each field, enter the information as follows:

s 0celfeTs 30/531_Cheque on bottor

1. Field Group

EnterC if the field is part of the Checl if the field is part of the Header group on the stub,

for the Line Item group of the stub, ©rfor the Totas group of the stub¥ou may also usf-1]

to scan through the fields on file for this form[B2] to digplay the form as it appears so far (see
the section titled "Displaying the Form" later in this chapter).

2. Line Number

Enter the line number on which this field is to pr[Rtl] to display the next field on file within
this group, ofF2] to enter a daulation for later use by the "Calculation register" field (see the
section titledCalculationsfor instructions on using this function).

Enter the line numbewithin the groupon which this field is to print. For example, if you

specified that the first line for headers is 4 and the first line for line items is 10, there are 6 lines
available for the header group. This means that line numbers 1 through 6 would be va$id entrie
here.
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If you pressedF2] to do a calculation, refer to the section titi@alculationsfor further
instructions on using this function.

3. Column

Enter the starting column in which to print this figlél] to display the next field on file within
this group that is on or above the specified line nunibi,to insert a new line within this
group, orf[F3] to delete the current line within this group.

Your entry may not be greater than the width of the form.

The screen will then display a selectioox similar to the screen below:

The window which displays at the bottom of this screen shows the first fields available for
printing in the selected area of your form. (Your screen may appear slightly different depending
on whether you arentering a Check, Header, Lint Item, or Totals field.) There are several

more windows showing additional fields which you may select to print.

To see the additional windows, préBgDn]. To return to a previous window, prdBguUp].

If you had previouy selected any of these fields to print on this form, an asterisk appears next to
the field number.

Continue entering the information as follows:

4. Field Number

Enter the number of the field that you wish to selgt] to display the next field onilé that is

on or after this line number and column numkpies] to display a list of descriptions for the
available fields, ofEnter] to enter a literal (text) instead of a field number (see the section titled
Literal Fieldslater in this chapter).

If you are entering a printer function, skip to the subsection ftteder Featuresmmediately

following the "5. Conditional print ?'idld explanation.

5. Conditional Print ?
AnswerY if this field is to print only when some field (to be specified next) meets a specific
condition. AnsweN if this field should always print.

If you answelY, these additional fields appear:

Canadian Payroll Forms

Samco Power Accounting 14.85



When Fidd-#

When the field selection window appears, enter the number of the field upon which printing is
dependent. Use tjegUp] and[PgDn] keys to see additional windows.

I's (value)

Enter the conditions that this field must meet in order for the lhieldg defined to print

First, enter one of the following abbreviations:

EQ = Equal to

NE = Not equal to

GT = Greater than

LT = Less than

GE = Greater than or equal to
LE = Less than or equal to

Then enter the value that the dependent field must contain to complete the condition. Press
[Enter] to indicate a value of zero (for a numeric or date field) or spaces (for an alphanumeric
field).

Printing a Field Under More Than One Condition

If you need to print a field when either one condition or another is met, define the field
specifying the first condition as described above. Then define the field again, using the same
line number, column number, and field number.

After entering the field numbga message informs you that the field is already defined and you
are asked if you wish to define a duplicate. Answend complete the definition, specifying
the other condition under which the field is to print.

This allows printing under one condmior the other. There is no way to request printing when
both conditions are true.

PrinterFeatures

Printer features are used to advise the printer to do something special; such as change type size,
turn bold on, turn bold off, etc. (For further details on setting up printer features refer to the
Chaptettitled Printersin the System Functionmanual.)

To turn a printer feature on sel&{Printer feature) at thé. Field numberprompt and enter the
following information:
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5. Repeat
Enter the number of times the printer feature you enter below will be repeated.

The most common purpose for enteringadue greater than 1 is if you want to physically print a
special character (such as graphics) more than once.

[?] 6. FeatureCode
Enter a valid printer feature code,[Bf] to display the next printer feature code on file.

If you are turning a printdieature on such as bold, condensed print, or italics, you will want to
start the next printed field on top of the printer feature code since the printer feature code doesn't
actually print anything, nor does it take up space on the form.

Helpful Hint
If the field you wish to print is longer than the space allows, one thing you might want to try is

setting up a printer feature for condensed print, and a printer feature that returns you to a normal
print mode. When setting up a field that is longer ti@nspace on your form allows, you can

enter the printer feature code to switch to condensed print, print the field, and then enter the
printer feature code to return to normal print mode.

Alternatively, you may even want to set up a printer phits in condensed print only, and then

set up your A/P check form so that it is spaced accordingly.

Alphanumeric, Numeric, Date or Time, and Literal Fields

The remaining fields control the appearance of data on the form. The fields requested depend
on the type of field you selected in "Field number” (field number 4).

There are four different types

-Alphanumeric fields may contain any combination of fets, digits, and special symbols.

-Numeric fields only contain digits, along with any decimal points, minus signs or parentheses
(for negative numbers), and commas.

-Date fieldsonly contain dates.

-Literal fields contain text that you type. Most litd fields are defined by pressiffgnter] at
"Field number"”, rather than specifying a field number.
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Alphanumeric Fields

The following two fields display for each alphanumeric field:

6. Length

Enter the number of characters you want to print in thid,figb to the maximum number shown,
or [Enter] for the maximum length of the field.

7. Justify
EnterR to "right-justify” the characters, gEnter] for no justification, to print the characters as
entered.

If you specify "rightjustify”, the characters will be aligned with the rigt#gnd margin of the
space for this field.

Numeric Fields

6. Integer Digits

Enter the number of integers (digits to tef of the decimal point) you want to print in this
field, up to the maximum shown, fiEnter] for the maximum shown.

7. DecimalDigits
(If the field has no decimal places, "Not applicable" displays here.)

Enter the number of decimal places you want to print, up to the maximum shojignten] for
the maximum shown.
8. Commas ?
(If the field has fewer than 4 integer digits, "Not applicable" displays here.)
AnswerY to use commas when printing this field.
9. LeadingZeros ?
PresqdEnter] if you want to have the field displayed with leading blank spdctshave 0's

filling the space in front of the number (i.e. 123.00 is printed 000000123.00)p drave *'s
filling the space in front of the number (i.e. 123.00 is printed ******123.00).

10. Negatives ?
(If the field cannot be negative, "Not applicabi&Splays here.)

Enter the letter which designates how negative numbers are printed
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R -Minus sign to the right of the number [99-P9

L -Minus sign to the left of the number, in a fixed positio@9.99]
F -Minus sign to the left of theumber, in a floating positiorn99.99]
C -"CR" to the right of the number [99.99CR]

P -Enclose number in parentheses [(99.99)]

When you complete entry of a numeric field, the print format of the field as you have defined it
is displayed on the screen.

Date Fields

The following field displays for each date or time field:

6. Format

For a date field, select the format to use when printing this field, as follows:

-MM/DD/YY (03/31/99)

MMM DD YY (Mar 31 99)

MMM DD (Mar 31)

-DD-MMM-YY (31-Mar-99)

-Month DD, YYYY (March 31, 1999)

O wWNPEF

When you complete entry, the print format of the date or time as you have defined it is displayed
on the screen.

Literal Fields

The following three fields display for each literal field:

6. Length

Enter the number of characters to be used when printing this field, up to the maximum shown, or
[Enter] for the maximum shown.

A total of 1000 characters is available for printing all literal fields on a form, with a maximum of
80 characters for each. (Aessage displays when less than 150 characters are available.)

7. Text

Enter the exact text to be printed, up to the length specified in field number 6.

Calculations

The calculations functionality built into forms, allows you to compute and store2fpfigures

for later printing on your check forms using the "Calculation register" field.

Calculations are rarely needed for normal check printing. If you are using a standard check
format or find no need to make any special calculations, please skgedtion.

There are basically two steps to doing a calculation:
1. Enter one or more calculations to gain a desired figure(s).

2. Enter the calculation register(s) to print in your form layout.
To make a calculation, preg=2] at theLine ?, prompt and enter the following data:
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2. Sequence #
Enter the sequence in which this calculation is to occur. This is the logical order in which the
calculations are made.

The purpose of this field is to allow you teuse a calculation register onoauyare finished
with it.

3. Register #

Enter the calculation register (from 1 to 20) to store the amount computed from the equation
entered below.

This register can then later be used to print usingtieulation register field entry.

4. Operand 1
Enter the first operand field to use in the calculation from the window display@gintar] to
enter a constant.

5. Operator
Enter one of the following equation operators:

+ -Add to Operand 1 to 2

- -Subtract Operand 2 from 1

* -Multiply Operand 1 by 2

/ -Divide Operand 1 by 2

DIV -Divide Operand 1 by 2, but store only the integer portion of the resulting figure;
i.e. 8 divided by 5 equals 1.6 but only 1 is stored in the calculation register (the .6 is
stripped off).

MOD  -Modulus division of operand 1 by 2, storing the remainder in the calculation
register; i.e. 10 divided by 3 is 3 with 1 left ovethe 1 is stored in the calculation

register.

INT -Store the integer portion of Operand 1 in the calculation registerd@gp@eris
skipped); i.e. 123.54 is stored as 123 in the calculation register.

FRC  -Store the fraction portion of Operand 1 in the calculation register (Operand 2 is
skipped); i.e. 123.54 is stores as .54 in the calculation register.

RND -Round off OperandStore the resulting figure in the calculation register. When
selected you will be asked for a second operand which is the digit to round off to;
valid responses to the second operand &oe the 1st decimak for the 2nd
decimal,-1to tens,-2 to hurdreds etc..
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6. Operand 2

Enter the second operand field used in the calculation from the window displajaten} to
enter a constant.

The following are a few key things to keep in mind about using calculations:

1. When printing checks, the calcutat registers are reset for each check section.

2. The sequence number is used to determine the order in which the calculations occur.

3. Calculations fronheaders, lines, and totals cat be used interactively.

4. Calculation registers are nattually printed until you enter them in the heatiee, or
totals sections using tt@alculation Registerfield.

Displaying a Form

While entering a form, you can prg§2] to see what the form looks like so far. Follow the
screen instructions.

If one field overlaps another field, either question marks or asterisks appear in the area of
overlap.

Question marks display rfoneof the overlapping fields are conditionally ed, in which case
you probably need to change the position of a field.

Asterisks display if at least one of the overlapping fields is conditionally printed. In this case,

you may wish to review the definitions of the overlapping fields to ensurenthatd not print
under the same conditions.

Testing a Form

A test form can be printed which substitutes "X's" or "9's" for each field that you have selected to
print. You can print the test on the actual form you intend to use, or on plain paper. (When
usingPrepare payment/print checkgou can also print a teslignment form.)

To test your form, at the firftormsscreen, display the form you wish to test and pfesk

Copying a Form

You can rapidly produce a new form by copying an existing form which is similar to the new
one. After copying théorm, tailor the new form by changing the form and field information as
necessary.
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To copy a form, at the firétormsscreen, display the existing form that you wish to copy and
presqF6].

A window displays for you to enter the following information:
Copy to Fam ID
Enter the ID of the new form. The form ID will be automatically created during the copy process

if it does not already exist. After the copy process is complete, you may change the new form as
needed.

Printing a Forms List

This selectiorprints a report that lists the forms you have defined. You may select to print a
specific form, a range of forms, or all forms.

For each form on the list, you are shown general information (description, form width, if form is
paginated, etc.). The fieltefinitions for each form type may also be optionally printed.

From theFormsmenu, seledPrint.
On the screen which appears, enter the following:
[?] 1. Starting Form ID

[?] 2. Ending Form ID
Enter the range of form ID's for which to print fiet. Follow the screen instructions.

3. Print Fields ?
AnswerY to print the information defined for each field on a form. If you ansévaemly the
general information about a form is printed.

- NOTE: Many fields are defined for each form type of the predefined forms
supplied with Payroll. Selecting to print fields for several types may require a
significant amount of time and paper.

Loading Standard Forms

Samco provides a number of standard clteeakgovernment forms which you can use. To
make these forms available for use you must first ruih.dlael function from thecormsmenu.

AnswerY to continue with the import, d¥ to cancel.
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Printing a Field Location Grid

The field location grid is &0l to help you lay out your form properly. When you print this grid
right on your check form, you will see the exact rows and columns of every piece of check
information. You will then be able to specify the exact row and column for each piece of
information when yowarerequested to do so later.

To begin, seledBrid from theFormsmenu. From the screen displayed enter the following
information:

1. #0Of Rows on theForm (top to bottom)
Enter the number of rows to appear on the grid. nimber you enter here corresponds to the
number of rows on your invoice form.

You can also usf-1] to use 66 rows, which corresponds to regular 8 1/21"ypaper, 6 rows

per inch, with no top or bottom margins.

2. #Of Print Columns (left or right)

Enter the number of print columns to appear across the page on the grid[ft]useuse 80
columns, which corresponds to reguiat/2"x 11" paper, 10 character per inch, with 1/4" left
and right margins.

The printer should always be ready to prinkication 1,1 (that is row 1, column 1).
On the next screen ty@ONE and the grid prints.

After the grid is printed, you are asked whether you want to print it again. If you aviswer
another grid prints; iN, you are asked to mount regular paper.
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SAMCO

Building Business and Technology Relationships

Chapter 15 - Employee Set-up

The Employedunction is used to create and maintain employee data which can be accessed,
utilized, and updated by various other programs.

This is the screen you will see:
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Three types of data are maintained in the master file for each employee:
1. Personalnformation
2. Bank account info for Electronic Funds Transfers
3. Yearto-date financial totals

The personal data and bank account information may be entered via this program. The
yearto-date financial totals may be entered during conversion from tbgngxpayroll system.

Once the operator has entered transactions for the employee, no changes should be made to the
yearto-date totals for T4 slips except by the processinthetls. In some cases, whether

because of improper setup, legislation ges) or computer crash, these totals may be found not

to reflect the accurate financial position of the employee. In such cases, correct totals can be
entered herdyut be sure that all such manual changes are reflected in your General Ledger,
ThePayroll Package will NOT make the correct entries.

Certain information is mandatory for each employee's record:

Name

Gender

Status

Department

Occupation

Group

RCT/Business #

Number of pays in year

Exempt from Tax, CPP/QPP, EIC
10.  Province for taxation

11. Miscellaneous deduction category
12.  Federal TD1 net claim amount
13. Quebec TPD1 net claim amount

©CoNoOrWNE

Added Control Flag in Setup:
Now will force address line 1, city and postal cetry?This feature forces erntiof
address line 1, city and postal code in employee maintenance.

The system details program establishes the only valid responses for:

Status

Department

Occupation

Group

Accrual and receivable descriptions
RCT/Business numbers

oOghrwWNE

Personal choice item codes are set up in the transaction code maintenance program. Before
entering employee records, it is recommended that you have on handaupohtalid

responses. If you have to exit in the middle of an employee to look uprtieetaesponse, you
will be forced to reenter that employee in many cases.
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You may scroll through employees using the F1 key to view all employees, or the F2 key to view
only employees that are active.

Delete an Employee

When you add a new employekthe employee code is not correct and you have not posted any
transactions for the employee, then simply delete [F3] the incorrect employee record and add a
new one.

You can only reassign an employee code if all traces of the original employee have e
from the system.

- NOTE: You can only delete an employee if there are no historical accumulators and
no detail transactions on file for that employee.

- As per the CRAG6s Keeping Records publicatic
any data that is dated within the recommended Hear retention period. When you
are ready to delete an old employee, purge the historical accumulators and detail
transactions for that employee then, delete [F3] the employee

Find Employee Pdgp Window

When youuse the find [?] function, to locate an employee, direct your search to All, Active or
Inactive employees by using the [F6] key to cycle through the options:

Acme Enterprises lnc.

Pr e

Quebec TeST emp

Sashatcheman.

Skjurpen. Deseis

Fimlinat ShP \Prew Fipgearch FasCopy
IM""I"M:. sl active only
(0 Powsbow W naceve any )

IR WIIoYRa, OF PIEss F 1100 DRRE. 0L o e s o
NS

L T AR AT T

-  NOTE: The system defaults tashowActive only.

EnterF6 to cycle through the options
F6=show all active only

F6=show all inactive only

F6=show all
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AssignActive and Inactiier Employees

An employee is renderaihactivedwhen the status code on the employee reéoedl i gi bl e t o
paidé fl ag ohas Nbeen K3et(Del ete Key) wildl not
6l nactived until 7 years have expired, which

As per Services Canada, you must issue a ROE for a casual employee who has not done any work
or earnedany insurable earnings for 30 day3.herefore you must change the status on the
employee record to A, B, etc. when you terminate the employee and issue a ROE. Hence, the
casual employee is inactive.

When an employee, casual or otherwise, is recafidd/au change the status code to indicate that
the employee is eligible to be paid, the empl

To set up Employee:
From thePayroll main menu sele&mployees Enter.

Enter thedata required for the Employee Set up.

Start with a unique Employee code.

Employee Code

The employee code consists of 6 characters assigned by your staff as the means to reference an
employee within the payroll system. The system permits the &é&etiers, 6 numbers or any
combination of 6 letters and numbers. The computer always converts lower case letters to upper
case.

If the code entered is already used, the employee's record with that code will be displayed for
editing or deletion. To delen employee, press tHe3] key after bringing up the employee
information.

The Payroll system does not actually "delete" employees. Rather, they areasagugctive and
are only deleted and removed after Thgeartimeline. Only if there is no histy, would an
employee be able to be deleted.

-  NOTE: New employee codes are validated against historical records to ensure that the user
does not raise an employee code before the records can be purged out as part of the normal
processing oPayroll. The protection override is available should the user wish to add back
an employee previously terminated and deleted.
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Employee Code

Last Name

First Name

Middle Initial

Enter the employeebs | ast name, first name, a

AddressLine 1

AddressLine 2

City

Province

Postal Code

Country Code

When you enter the province or state, either Canada or USA displ#yis field Telephone
Cell Phone

Enter the employeeds address and telephone in
Emall

Enter employeebds email address.

Sex

EnterM for Male, orF for Female.
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SIN #

Each social insurance number consists of 8 digits plus a ninth one (the check digit) which is
computed fronthe first 8. The system performs a validation check on each SIN number. When
you are entering the SIN, the system automatically skips over the dashes between the three
sections of the full SIN. If you don't know the number, pfEsger].

If an invalid SINis entered, an error message is displayed.

Birth

The employee's date of birth is a required field eamthotbe left blank. If the date of birth is
unknown, you must cancel processing by presi§iisg] and reenter the employee record at a
later date.

The date of birth is required for the calculation of the Canada Pension Plan and Unemployment
Insurance deductions. The date is entered in the format MMDDY'YY with no spaces or
nortnumeric characters. The system checks the date for validity ahsitays itwith slashes

edited in. The computer will then assume that the employee is not exempt from EIC or CPP by
reason of age

Started

This date is used in preparing the separation information required Bynfleyment Insurance
Commission. The date is entered in the format MMDDY'Y with no spaces emutoeric
characters. The system checks the date for validity ad$péays it with shshes edited in.

Seniority Date
This date is used by thiReports» SeniorityReport.

Terminated

This date is used in preparing the separation information required Byngileyment Insurance
CommissionThe date is entered in the format MMDDY'Y witlh spaces or nenumeric
charactersThe system checks the date for validity andisplays it with slashes edited in.

Data Entry Considerations
The following are some things to consider when entering data into each employee's record. Read
through thesearefully before entering employee master data.

PersonalChoiceltems

The payroll system permits a number of tstandard benefits and deductions for each

employee. A maximum of 999 personal choice items may be entered, using a transaction code
and the ppropriate dollar or percentage val@enerallythese items are those which permit the
employee to opt in or out of the transaction or where there is no easy way using transaction code
maintenance to establish the actual amount. Typical items are:

1. Carada Savings Bonds
2. Garnishees
3. Group life insurance deductions
4. Group life insurance benefits
5. Company owned automobile benefits
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Status
After the operator enters a valid code, the computer will display the description set up in the
systemdetails program. Enter 0 to 9 or A to Z.

Termination Comment
Used only a an exception to support information fdsedTermination Code chosen.

Terminate / Reinstaienployee

Terminate or Dismissallink - ROE infoChapter 18
At termination the system checks the empl oyee:q
owing.

Type the employee code [ENTER]. Select the Terminated date field. The system will display
the message * Accrual in accumulator 99810$ equal to zerdPress ENTER to continue (where

999 is the actual accumulator number). Each time you press [ENTER], the system displays the
next accrual that is not equal to zero and then returns to Field number to change?. If one or more
accruals areot equal to zero then the employee cannot be terminated. When an employee is
successfully terminated, the employee can then be deactivated (formerly deleted/marked for
deletion).

- NOTE: When preparing the final payroll for an employee salary, regufat a
overtime/double time earnings normally attract vacation pay. Best practice is to enter and
post earnings transaction(s) for the employee and then enter and post the vacation pay
transaction to payout the value of the vacation accrual for the employee.

Reinstate

To reinstate an employee, type the employee code [ENTER]. If the employee has -been de
activated, the system will prompt first to-aetivate. Type Y(es) [ENTER]. The cursor will
move to the start date field. Type the new start date [ENTERje cursor will move to the
terminate date field; press [F1] toiretate the employee.  The cursor will move to the status
field; enter the new status (e.g. T Eull time).

- NOTE: If the employee has not previously beeradévated, select thderminated date]
field at the field number to change prompt, press [F1]{astte the employee and then
update t he e mietedoyeliendts thesnuraberwfstimes that an employee
can be terminated and reinstated.

Search Employees
F8/E or?
Use the [B] to toggle between
1 showing only active (current) employees
1 showing only inactive employees
1 showing all employees on file, even those that have teetered inactive
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Termination Check List

-Pay the last check, let it accruacation pay.
-Cut a check for the accrued vacation pay, using¢hsh' out code.(VPI in some set ups)
Make sure whichever code is used thaioiesNOT have the vacation pay accrual turned on.

-1 f any errors are made adeédywoctioesd,t ma&easae
out the employee transactions as well. Once backed out you need to Post them to the
system, to reverse the entries.

-Once final check has been entegednto the employee, pick the termination date, and fill in
thefields on the screen.

- NOTE: Since these fields refer to recordemhployment info, refer to the ROE geid
featured on the CRA Website

-Either use our function to submit the XML file for the ROR.Iee the website to fill in the info.

Either way, once the infisin the CRA server, it will generate a PRRd & year end, produce a
T4 for this employee.

Temporary and Permanent layoff/termination

TheTerminatingDismissalof an employee requires several other fields to be completed in order
to meet with ROE WEB requirements, including explanations of the various status codes and
provision for entering in any extra monies paid with the lastipegk

When you enter into thfield Terminated, a new window displays.

4 ROf to anmwend
5 RecaW status
& Recall date

7. Vacation pay pd
‘8 Star hoviday 1

8. Star holday 2
10 Srar holiday 3
11 Special payments
12 Other momies |
13. Other momes 2
14, Other mombes 3

thisisavery
eisaveny

700 I

I5 this terrumarnion temporary? B
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Indicate if this is a temporary termination or a permanent one. Answer Y if the termination is
temporary, N if the termination is permanent. If the termination is temporary, then there is no
checking of the accruals to ensure that they are at 0.00 first. A permanent termination requires
that any accruals be paid out entirely first. Regardless, all other fields are entered exactly the
same.

- Enter the terminated date

- Enter the new status cqda use?/ i to look up, and choose the appropriate code.
(Statuses 1 and 2 are examples only)
If this is an amended ROE, enter the original number
- Enter in the RECALL status, and the recall date if known;
- YT Yes
- NT No
- UT Unknown
- ST Unspecified

F7 -For ROE FieldsTerminatioriDismissalinformation and ér recording any extra

payments/acation pay, other monigs,h at wer e i ncl udastcheckn t he empl
Fa CK: PC - Employees, enter —
o re
Termination info for ROE INACTIVE
1. Terminated {0/00/00] ‘
1JWM 2. Status I{,Aoj[‘a'ork shortage / End o
2. Last Name 3. Termination comment (for ROE) 1398-656
3. First Name {not applicable) ux
4. Middle Initial /16|
5.Address line 1 /97|
6. line 2 /00|
7.City 4. ROE# to amend | | rk shortag
8. Province 5. Recall status junknown
9. Postal code 6. Recall date [0/00/00
10. Country code 7. Vacation pay pd [
11. Telephone
12. Cell Phone
13. Email 8. Stat holidays total .00
22, Department 9. Special payments total -00
23. Occupation 10. Other monies total .00 ]
24, Group
25. Annual salary ?g
28. Additional rates
Field number to change 7 -
- Vacation Pay Paid i -Enter the amount of vacation pay paid out on thedastk
- StatHoliday i -Enter the date of the statutory holiday being paid and then.the

amount paid for that day.

- NOTE: There are three spaces availableSatutoryHolidays
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- SpecialPaymenti Enter the date the special payment was made, the amount, then indicate
if the payment was by DAY or WEEK for Paid sick leave or wageiltagance.

- Other Monies Enter any other monies that may have been paid with the last
check, selecting from the lisf available codes. Line 10 (go into
that field) hit enter, another window pops up. Ge &b (other) if
you need to enter otharonies.Going into field 15 and hitting»
enter will then display choices of other monies. There are
additional fields amilable for other monies: 16 and 17.

F‘;\‘ CK: PC - Employees, enter - o iEN

fie Edit AR AP PC GL BR Pt DX €M SF Help

POXORVEVLS 000 MO 4> 0 | &%

Termination info for ROE

sutrordaypry 1. 000100 [0 Feaos 7 E1d o
2 [6/00/00] [-00
" a. fo/00/00] [.CO
4. [o/00/00] [.00
‘s, [0/00700| [.00
8. [0/00/00] [.00
7. [0/00/00] [.00
8. [0/00/00] [.00
9. [0/00/00] [.00
10. [0/00/00| [.00
Speclal payments amt  per start thiu
A |[.00 [] -
12. 00 [
13, 00 [ 00
; . . o
. )
17, foo ]
£ie1d number to change 7 -
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Rate and Salary Usage

Refer to the following table to determine whether the annual salary and hourly rate fields are
displayed automatically by the program or whether you are required to enter this information.
This is determined by your entries@tcupations & Wagefor wagerate and salaried position.

Entries Under
Occupation Code System Prompts
Wage
Salaried |Rate Annual Salary Hourly Rate
Y (Zero Enter a value greater |Calculated as
than zero. salary/(52 x no. of
hours pemvk.)
N |Zero Zero displayed. Enter a rate greater
than zero.
Y [Non-zero |Enter a rate greater |Rate is displayed as
than zero. zero.
N |Zero Zero displayed. Rate is displayed.
Department

The computer bypasses this field if you are not using department codes. The department code
entered here will become the default value for this employee in the various programs that require
a department code. After a valid department codetesexh the system will display the

description set um the system details prograiYiou may enter up to 3 digits.

Occupation
After a valid code is entered, the system will display the occupation description set up in the
system details program. Enter igp4 digits.

Group
The computer will bypass this field if you are not using group codes. After a valid code is
entered, the system will display the group description set up in the system details program.

Annual Salary
The annual salary iequired for all salaried employees. The payroll system will automatically
calculate the correct amount for the pay period as specified in Pay freq.

Hourly Rate

The hourly rate will be displayed by the system if the employee's occupation is linkead with
specific rate of pay. Otherwise enter the amount. You may enter 3 digits after the decimal
point, taking the rate to a tenth of a cent.
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Pay Freq.
Enter the number of pay periods in the year. Valid entries include:

10- for school systems
12 - monthly

13- for supermarkets
20 - for school systems
22 - for school systems
24 - semimonthly

26 - biweekly

52 - weekly

Additional Rates

The employee may have different rates set up on the master record in théfdttitional rate® .

This field wils how ANO when there are not rate table
present. Also, pressing [F5] while in the annual salary field or the hourly rate field will bring up

the window for additional rates.

The purpose of this option is to have deattf rates for employees where they get paid a different
rate when doing a different job. For example, someone in a restaurant might get paid one rate for
waiting tables, another for hosting and another for tending bar.

| f you ent er fie¥, a wifidow willagpeéar for yoo to anter thedollowing:

Transaction code
Occupation code
Department
Hourly-rate

= =4 -4 9

Since these are nestandard rates, all the various possibilities should be set up here. (e.g. Regular
time and Overtime or Double timeriteded).

At the time of transaction entry, pressing [ENTER] in the transaction code field will bring up the
employee rate table. Select the appropriate code and rate, then press [F4] to copy the fields into
the transaction entry

When editing/entry is coplete, make any necessary changes and [iessr] at "Field number
to change ?".

2nd Screen of 3
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