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Micropay Basics

Starting Micropay

Type in your User ID. Move to the Password box: use the Enter or Tab keys or click in the Password box.
Type in your password. Click the “OK” button to continue or click the “Cancel” button to leave Micropay.
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Client List Box

The Client List box will appear. Displayed in the Client List box will be your client number(s) and name(s).
For most customers only one client will appear in this list. Click the “OK” button to enter Micropay.
Customers who have multiple clients must select the client they wish to enter payroll data for. Click on
the client to highlight and select it. Note: By default, the first client in the list is highlighted. Once the
selection has been made, click the “OK” button to enter Micropay.

Select a Client




Database Functions

The Fix Database function will reorganize and compact the Micropay database. This can be done
occasionally to help database access speed or if the database should become corrupt. To use the Fix
Database feature, select it from the File menu. This process may take several minutes depending on the
size of your database.
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Importing Data

The Import feature can retrieve your payroll data from an outside source. This could be a time clock,
spreadsheet, or another type of software. To use the Import feature, it must first be configured with
ComputerSearch. The vendor of the software program from which the data will be imported from may
need to be contacted as well.

Once the Import feature has been activated for your payroll, the import-file location will need to be set.
This is done on the Setup tab of the Import screen. To access the Setup tab, go to the File menu and
select Import. Then click the Setup tab. Set the location of the import-file in the Location box under
“Import File Location.” Set the location by entering the path in the Location box or click the “Browse”
button to find the file on your system. Once the location of the import-file has been set, click the “Save
Setting” button.

The contents of the import-file may be viewed by clicking the “View with Notepad” button. This will bring
up the file in Notepad. Changes to the data may be made and saved here. Note: If changes to the data
are made here, they will not be made to the original file from which the data came. Therefore,
discrepancies will exist when comparing the imported file to that of the original file.

Micro/Pay For - Y30 RBP/RDM ENTERPRISES -0 x|
Fil=  Beport Help
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To begin the Import process, go to the Import screen. The file to be imported will be displayed in the
Location box beneath “Importing.” If the file exists, the creation date and time of that file are displayed
beneath it. If the filename specified does not exist, the error message "File NOT FOUND!" will appear.

To start the Import, first click the “Translate Import File” button. This formats your data in a way that
Micropay can read. Once the translation has finished, you are asked to view the import file. This will
allow you to compare the imported file's information to your records and determine whether the
translation was successful, i.e., has the correct information. Next, click the “Apply Transactions to
Payroll” button and the data will be imported into Micropay.

If you decide that you do not want to apply these transactions to the payroll, they may be removed. If no
changes have been made to the payroll data, clicking the “Remove Transactions From Payroll” button will
take out all the imported transactions. If changes were made to any transaction in Micropay after it was
imported, those transactions will not be removed.

A report is available on the import screen toolbar, to display exactly what was imported to the payroll
system. This report looks similar to the Micropay time sheet reports, but shows only the imported data.

Micro/Pay For : Y90 REP/RDM ENTERPRISES =10l x|
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User Management

User management is accessed through the Edit menu. With user management multiple people can be
setup to use Micropay each with their own user name and password. This gives each user access to only
the information and functions you allow them. By assigning different security levels, users will be
restricted to certain information and functions. Only users with a security level of 1, 2, or 3 may do any of
the User Management functions.

IH “iew Beportz  “Window
Sddl Header,
Save Header
[Fancell Header
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Preference

Creating a New User

To create a new user, click New User on the menu bar. Enter the User Id in the name field and then
assign the user a Security Level and password. Then click the “Save Changes” button.

r ]

i 8

Name: |cu:1m

{ Up to 12 Characters A-Z . 0-9)

Security: E|

{level=1-7]

Save Changes

4 -Camnot seelchange rates flagged by the
Hide Trme Sheet Bate flag.

Cancel Changes

ENHEN K

Password:

{ A- Z and up to 8 characters )

Batch ID: |Mamn ~

Security Level Humber s
1. 2.3 -Can seelchange all rates and
can see YIDIQTD(E arnmgs Tab] fields.

4 -Canmot seelchange rates flagged by the w

Please note that the User ID field may contain up to 12 alphabetic characters, while the password field is
limited to 8 characters.



Deleting a User

To delete a user, select the User you wish to delete. From the menu bar click Delete User. A message
will display asking to delete that user? Click the “Yes” button.

5
Name: |nu?
Save Changes [ Op to 12 Characters A-Z_0-9)
1. 2.3 -Can seelchange all rates and
z D(E arnimgs Tab) fields.
MicroPay For Windows
Cancel Changes
@ Really Delete ROY
Mo Cancel | I
I FLiy _I
Secority Level Humber A
1. 2. 3 -Can seelchange all rates and )
can see YIDI]TD(Earmmgs Tab) fields.
4 -Canmot seelchange rates flagged by the V

Changing a User’s Security Level
To change a user’s security level, go to the Edit menu and then select the Users option. The User
Information screen will be displayed with the list of users. Click on the user whose security level is to be
changed. Click in the Security Level box and then type the user’s new security level. Then click the
“Save Changes” button.
The available security levels are:

1, 2, 3 - Able to see/change all rates and able to see YTD/QTD (Earnings Tab on the Employee
screen) fields.

4 - Not able to see/change rates flagged by the Hide Time Sheet Rate flag (The General tab on
the Employee Screen).

5 - Able to see all rates, but not able to change any rates.
6 - Able to see/changes Hourly Rates, but not able to see/change Salaried Rates.
7 - Not able to see/change any rates.

Only users of security levels 1, 2, 3 can:

-Turn off the Hide Time Sheet Rate flag (The General tab on the Employee Screen).
7



-See the YTD/QTD earnings fields (The Earnings tab on the Employee screen).
-Perform any User Management functions.

Changing a User’s Password

To change a user’s password, select the user. Replace the current password with the new password and
click the save button that will appear once you start erasing the old password or have selected a user.

i

MASTER Name: |11|nr
EDY

{ Up to 12 Characters A-Z _0-9)

Security: E|

[level=1-7)

1. 2. 3 -Can seelchange all rates and
can see YIDIQTD(E arnings Tab) fields.

KK

Password:

{ A- Z and up to § characters )

Batch ID: |MAIN ~

Security Level Humber ”
1. 2. 3 -Can seelchange all rates and
can see YIDIQTD(E arnings Tab) fields.

4 -Cammot seelchange rates flagged by the bl

Please note that the User ID field may contain up to 12 alphabetic characters, while the password field is
limited to 8 characters.



Preference Screen

The Preference screen is where certain defaults are set for Micropay. There are four areas available to
customize: New Employees, Time Sheet, Tool Bar, and Special Files Location. The Preference screen is
accessed through the Edit menu; click the Edit menu and then select the Preference option.

Edit ¥iew Heports ‘Window
Sdd Header
Savel Header
[Eance] Header

Employes Chi+E
Campaty Chil+P
Codes
Uszers

Time Sheets Chl+T
Control Totals Chrl+M

New Employees Tab

There are five options that are set on the New Employees tab: Sex, State, Rate, Department and Hire
Date. Remember: Click the “Save” button, to the right, when you are finished making changes. If a
mistake is made, click the “Undo Changes” button immediately, this will restore the previous settings
(Note: Once changes are saved, “Undo Changes” will not restore the previous settings).

[=] Micro/Pay For : Y90 RBP/RDM ENTERPRISES S N =S|
File Edt %iew BHeports “Window Help

&8 £

ok Micro/Pay Preference

: - =1olx]
INew Emplovees if| Time Sheet l Tool Bar l Special Files Location
— State Rate Hire Date

= Blank [ USE as default < Blank Save

Hourly 4250 ~ Todap's Date
- NN )

Salary 1215.45 ™~ Week Ending

Undo Changes

—Sex Department Overtime Weight
' Blank " D0D0DD 00 20
" Female o o5 25 Exit
" Male 10 30
[ Warning if NO Sex [ Validate = 15

Sex - May be set to blank or have a default sex selected, Male (M) or Female (F). Note: Micropay will
warn when an employee does not have a sex entered. This warning may be turned off here.

State - A default state may be entered, e.g., NY. All new employees will automatically be coded for that
9



state. This field may be left blank and the state can be entered when setting up new employees.

Rate - A default rate for new employees may be entered. If most of your employees start at a particular
rate, that rate may be entered here and set as the default. Having a default for both hourly and salaried
employees is possible. When a new employee is entered, the hourly rate field will be filled with the
default rate entered here (see the Monetary tab from the Employee Information Screen). If the new
employee is salaried, clear the hourly field (click in the hourly field and press the F2 key), then the
salaried field will be filled with the default rate for salaried employees.

Department - A default department number maybe entered. You can choose between the "000000“
option or set a department number (maximum of 6 digits) as the default for new employees. Validate will

check the Department table each time a department number is entered and will display an error if the
department has not been setup.

Hire Date - A hire date may be automatically entered for new employees. Today’s Date or the Week

Ending date of the payroll may be used. If you do not wish to have this field automatically filled, select
Blank and nothing will be entered.

Time Sheet Tab

From this screen the Job Number and Employee Check Digit fields on the Time Sheet can be turned on
or off. These fields are both turned off by default. Click in the box next to the desired field in order to
have it displayed and available on the Time Sheet screen. If the Time Sheet screen is open, close the
screen and then reopen it. The selected field(s) will now be available for use.

[E=] Micro/Pay For : Y90 RBP/RDM ENTERPRISES

o] x|
File Edit ‘“iew FRepotz ‘wWindow Help
] Micro/Pay Preference _ ||:||5|

Mew Emplopees

] Special Files Location

~Job Humb

Save
[~ Job Number on Time Sheet

Undo Changes

— Employee Check Digit

[~ Use Check Digit
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Tool Bar Tab

The hours entered by the “Regular” and “Holiday” buttons on the Tool Bar used by the Time Sheet screen
can be customized. For the “Regular” button you may enter the number of hours to be given to Hourly or
Salaried employees and the entry code to be used. For the “Holiday” button, the entries are the same for
both hourly and salary, i.e., the “Holiday” button will enter hours, on the Time Sheet, for Hourly and
Salaried employees. The Temp Rate (see the Time Sheet screen) is zeroed out for the Salaried
employees. To make changes, click in the Entry Code and Hours boxes and type the desired values.
The keyboard shortcut for the “Regular” button is the F5 key and for the “Holiday” button is the F8 key.

[c5] Micro/Pay For : Y90 REP/RDM EMTERPRISES

11



Special Files Location Tab

If Special Files are to be downloaded from ComputerSearch, a destination for those files will need to be
specified.

[ Micro/Pay For : Y30 REP/RDM ENTERPRISES =1of x]

u# Micro/Pay Preference

—
.

Clicking the “Browse Folders” button will bring up the Drive and Directory boxes. Select the drive and
directory where these files are to be placed.

[ Micro/Pay For : Y90 RBP/RDM ENTERPRISES 1ol x|

[
MICROPAY

Once the location has been selected, click “Save” and the new path will be displayed above the "Browse
directories" button.

12



Code Tables

Code tables are accessed through the Edit menu; go to the Edit menu and select the Codes option.

I EAED
plElel=

plElel=

This will bring up the Code Defaults screen. Here the State, Bank or City Code tables can be selected.

[=] Micro/Pay For : Y90 RBP/RDM ENTERPRISES =10l x|

8.000.00 ALABAMA
26,700,000 ALASKA
7.000.00 AR[Z0OM&
9.500.00 ARKANSAS
7.000.00 CALIFORMIA
10,000.00 CALORADOD
15.000.00) CONMECTICUIT
8.500.00 DELAWARE
7.000.00 FLORIDA
8.500.00 GEORGLA
30,200.00 Hawall
27 600.00/ IDAHD
3,000.00 ILLINGIS
7.000.00] INDIAMA
19.200.00 104/,
8.000.00 KANSAS
8.000.00 KENTUCKY
7.000.00 LOUISIANNA
12.000.00 MAINE
8.500.00 MARYLAND
10.800.00 MASSACHUSETTS
3.000.00 MICHIGAN
22,000.00 MINMESOTA,
7.000.00 MISSISSIPPI
7.500.00 MISSOURI
19.700.00 MONTANA
7.000.00 NEBRASKA
21,500.00 NEVADA
8.000.00 NEWw HaMPSHIRE

13



State Codes

All employees must have a State Code. Use the State Code in which the employee is working. To view
the State Codes go to the Edit menu, then select the Codes options and pick the State Code tab. The
State Codes screen shows: the code number for the State, the State’s current “State Unemployment
Income” (SUI) maximum, the State’s name, Cflag, State abbreviation, and the current default SUI rates.
Valid codes are from 1 to 52 with New York being 31. See Appendix A for a complete listing of State
Codes.

Micro/Pay For : Y30 RBF/RDM EMTERPRISES o ]
File Edit “iew Heports ‘Window Help
» Defaults I [m] 4
Bank Codes
Code Max5UI StateM ame CFlag Abbrey SuiR ate =5
m 8.000.00 ALABAMA AL 0.7 r
50 26.700.00 ALASEA Ak 015
02 7.000.00 ARIZOMNA AZ 0.7
03 9,500.00 ARKANSAS AR 0.38
04 7.000.00  CALIFORMIA CA 0.34
05 10,000.00 COLORADD co 019
0E 15.000.00 COMMECTICUIT CT 0.21
07 8.500.00 DELAWARE b CE 0.3
03 7.000.00 FLORIDA, b FL 0.7
10 8.500.00 GEORGIA G 0.27
a1 30.200.00 HawWaI HI 0.30
1 2760000/ IDAHD D 015
12 9,000.00 [LLINOIS IL 0.33
13 7.000.00 [MDIANA IM n.av
14 15,200,000 10044 14 01a
15 8.000.00 FANSAS kS 0.7
16 8.000.00 KEMTUCKY b KY n.av
17 7.000.00 LOUISIAMNA, Ly 01z
18 12.000.00 MAINE ME 014
19 8.500.00 MaRYLAND MD 018
20 10,800.00 MASSACHUSETTS [0 n.zz
21 9.000.00 MICHIGAN [l 0.7
22 22,000.00 MINMESOTA (3] 015
23 7.000.00 MISSISSIPPI MS 0.27
24 7.500.00 MISS0URI MO 0.35
25 15,700.00 MONTAMA MT 011
26 7.000.00 MEBRASKA ME 0.35
27 21.500.00 MEVADA M 0.30
28 8.000.00 MEW HAMPSHIRE NH 0.27 hd

Note: All states require an application for State Income tax, State Unemployment tax and occasionally
local tax, to be filed. If your company has employees working in another state, you must file an
application in that state.

14



Bank Codes

Bank Codes are used for setting up direct deposit for an employee. The Bank code tells
ComputerSearch which bank to transfer the employee’s money to. To change the order in which the
Bank Codes are displayed pick: Code, Description, or Routing Number. The Bank Code is the two
character code from this table, which was entered in the Bank Code field on the Monetary Screen (see
Monetary section). Description contains the name of the Bank and Routing Number is the Bank’s transit
routing number. Contact ComputerSearch for a current listing of Bank Codes.

Micro/Pay For : Y90 RBP/RDM ENTERPRISES =10 x|

SR AU &9 F£8LQ

< Defaults i [m] 4
State Codes Lity Codes
Bank Code Sorting
" By Code (* By Bank Name ¢ By Routing Number
Code Drescription Foutingha =
MO 15T COkM.BAME 075907413 N
aCc 15T ALLIAWCE FCU 22237043
4l 15T COM TE=AS 111933695
KM 15T COMM. BAME & TRUST 071911652
G 15T FEDERAL SAY ANGOLS IM 274970021
oL 15T MIDWEST BAME 071901604
47 15T MISSISSIPPI FCU 2B537FI4
GF 15T MAT BK. OF GLENS FALLS 021302567
3 15T MATIOMAL EVERGREEN 071922340
P& 15T MATIOMAL OF QDON 021308705
o] 15T MATL BAME OH 041200555
F1 15T MATL OF Pa 043318092
= 15T STATE BAME. 022306782
40 4TH SUPERWISORY SCH FCU 222383055
Bk Abl BAME & TRUST FSB 1M wi. 075972147
Al Asl CU 275983088
GE ACMG FED CREDIT UNIOMN 221379918
A ADIRONDACK FCU 221380570
15 ADIRONDACK. TRUST 021302884
10 ADVANTAGE FCULROCHESTER WY 222382292
AF AEDC FCU TEMMESSEE 264181626
10 AFFIMNITY FCU 221283512
S4 AHOLD FCU BELTSWILLE WD 25R077493
P3 Al TECH FCI [23837A0 bl

15



City Codes

The City Codes' table displays the following information about the City: State Code, City Code, City
Name, STS State (Code), STS City (Code) and City Percent. STS stands for the Tax Filing service
ComputerSearch uses; currently it is Ceridian Tax Service. City Percent is the rate at which the City
taxes an employee’s Gross Pay.

City Codes are used to deduct city taxes from an employee. City taxes will only work if ComputerSearch
has a deduction set up for it. If a city tax is needed that is not currently in the table, call ComputerSearch
Customer Service.

[&E] Micro/Pay For : Y90 RBP/RDM EMTERPRISES Y i [l
Ele Edit “iew BReports ‘window Help

o FOGS

4+ Defaults o ] 4|
State Codes Bank Codes
STATE CODE CITY CITY NAME STS STATE STSCITY  CITY PERCENT =
34 43,00 AKROM OHIO 36 10 0.0z i
34 47.00 ASHTABULA OHIO 36 AN 0.0z
34 78.00 AURORA 36 EZ n.oz
34 95.00 BAREERTOMN OH 36 Fl 0.0z
34 97.00 BEACHWOOD CITY 36 12 0.0z
34 £3.00 EEDFORD CITY 36 EU n.oz
34 28.00 BEDFORD HEIGHTS 36 FM 0.0z
34 31.00 BOLMNVAR OHID 36 SG 0o
7 34.00 ERADFORD Pa Pé BN 0.o1
34 20.00 ERECKSYILLE CITY 36 55 0.0z
34 115.00 BROADYIEW HTS 36 AD 0.0z
34 £0.00 BROOK FARK OH 36 86 n.oz2
34 26.00 BRUNSWICK, OHID 36 a5 0o
34 £8.00 BUCYRUS CITY 36 AL 0.0z
04 17.00 CALIF. DBEL Ca 05 0.00
7 48.00 CHARLERDI SCH 33 aL 0o
34 100.00  CINCINMATI 36 18 0.0z
34 12.00 CLEVELAND CITY 36 14 0.02
7 116.00 COLLEGE T'wP 39 uo 0o
34 56.00 COLUMEUS OHIO 36 20 n.oz
7 29,00 COMEWANGO TWPF WwWaRR 55 CT 0o
34 75.00 CUYAHOGA FALLS 36 73 0.0z
34 41.00 DELAW/ARE 36 B3 0.o1
21 92.00 DETROIT, MICH 23 10 0.03
7 4.00 DOWNINGTOWN PA Pa G 0o
34 54.00 DUBLIN OHIO 36 74 n.oz
37 112.00 EDINBORO 9 BC 0.0z
7 113.00 EDINBORO NON RES 39 Gk 0o
37 5.00 ERIE P& 39 22 0.01 -
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View Menu Options

The View Menu Options controls which employees are displayed and in what order on the Time Sheet
and Employee screens. Default settings are controlled by your client setup with ComputerSearch.
Contact ComputerSearch customer service if you wish your view defaults to be changed.

The first option under the View menu is Group by. Displayed employees may be grouped together by
Department Number, Division or, Both. If None is selected, the Sort by option determines the order in
which employees are displayed.

The next option is Sort By. After determining how your employees should be grouped, Sort By will put
them into the desired order. Employees may be sorted by their Name or their Employee Number. Also,
Sort By offers an option to sort by Name ONLY or Employee Number ONLY:; selecting one of these
options will automatically turn Group By to None.

Select determines which employees are displayed. In the top part of Select you may choose from either
Active, Terminated or, Both. In the bottom part of Select, employees can be selected by their pay type:
Salaried, Hourly, or Both. If Both is chosen as the selection criteria from both parts of the select menu
(top and bottom), all employees will be displayed. Using the select option, it would be possible, for
example, to display only the Terminated Hourly employees to ease looking for an employee to reinstate.
Select also determines the employees to receive pay when using the Quick Pay feature.

Auto Refresh will automatically update displays based on the new selection criteria and/or changes

made to employee information. To control when refresh occurs, turn off Auto Refresh. Select the
Refresh option when you want to have the display updated.

Yiew HReports “Window Help

Group By 2 H ‘
Sort By r

| beive |

Yiew Heportz Window Help

EEE v &uu:u Refrezh Terminated
Laroup oy
Sart By 5 Depattmert Befreszh Ctrl+F Bath
Select ¥ v Both Salaried
v Auto Refrezh Hone Hourly
Refresh Ctrl+R v Both
Yiew HReports Window Help
Group By vl 4 & DS
Select 3 Employee Mo !
v Auto Befresh Mame QLY Shift+F2
Befrezh Cil+F Ernployee Mumber DMLY Shift+F1
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Employee Information Screen

This is the Employee Information screen. To access this screen, click the “Employee” button on the tool
bar. This screen allows you to Add New employees, View and Change employee information. The
following section will explain the various features of the Employee Information screen.

View will allow you to regroup or Press this button to display
resort the employee select window. Employee Information Screen.

Change Selected Employee

.Micm!Pay For: Y90 RBP/BDM ENTESPRISES ;|g|1|
File Edit Yiew PBEeports ‘Windogy
& %W@\\@@T/déi Q@

I (=] |

Select Ge M« L ir CI Personnel - ]ﬂH ] HR 2
Employees \
Selected Employee
000000 2032 PHIL MINKLER MINKL
000000 2033 P MINKL MINKL
000303 1084 CHARLES K SCHULTZ SCHUL
615001 1078 JEFFERY W BALDWIN BALDW
615001 1042 HAROLD HOOPS HOOPS “ ; »
615001 1032 ROBERT A REDFORD REDFO Select Window
620001 1081 STEPHEN C KING KING
620001 1055 ADAM W TWELVE TWELY ;
620002 1036 DANIEL C MILLER MILLE Double Click on an
620002 1025 PAUL E SHORE SHORE employee to select.
625003 1083 GREGORY P PECK PECK ;
700001 1013 JOHN M DRUM DRUM Name will then appear
700001 1072 PAMELA LEO LEO above.
700001 1016 LEO THE LION LION
700001 1045 THOMAS THE TRAIN TRAIN
700002 1015 JAMES M GARLOCK GARLO
700002 1001 DAVID LETTERMAN LETTE
700002 1035 JOHN E BEGOOD MILLE
700002 1098 PETER PAN PAN
800001 1051 ED A FELDMAN FELDM
1097 JILL R HILL HILL
: SUE THOMPSON
800002 1028 JEFFREY T SMITH SMITH
900009 2031 ROY MINKLER Il MINKL

When this screen is accessed the Select tab will be displayed. This area allows you to select individual
employees. You may change the sorting and grouping methods for displaying employees from the View
menu. See “View Options” above for more information on this subject.
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General Information

This is the General Information screen for an employee. Basic information such as Name and Social
Security Number are entered here. To access this screen, click on the General tab. Error checking for
this screen is done when the data is saved, not as it is entered.

Micro/Pay For : Y90 RBP/RDM ENTERPRISES

File Edt “iew Heports “Window Help

SR AU o FELA

% Employee Information: 1047 SUE THOMPSON

Select General Monetary Deductions Eamnings Accruals

=

Emp No: 1047 Soc Sec No: 987 654321

Last: THOMPSON First: SUE Mid: |
CSC Name:  SUE THOMPSON

SortCode: THOMP

Sex: F

Address: 82 RIVERDALE AVE

City: TONAWANDA

State: NY

Zip: 14207

State Code: 31

Dept No: 800001 W2 Pension:

Home Job#: Hire Date: 01/28/1991
Hide T/S Rate: _| Birth Date: 09/07/1959
Terminated ? _| NEC Term Date:

Employee Number - This is a display only field. Every employee must be assigned a unique number from
1 to 9997. This number is assigned when a New employee is added and cannot be changed.

Social Security Number - The employee's social security number may be viewed, entered or changed in
this field.

Last Name - This field has a 20 character limit including spaces apostrophes and hyphens.
First Name - This field has a 12 character limit including spaces apostrophes and hyphens.
Middle Initial- Only one character may be entered in this optional field.

CSC Name - This is how employee names will appear on reports and checks issued by ComputerSearch.
This field has a 20 character limit (including spaces). Therefore it will be necessary to abbreviate first and
middle names. This field will be automatically updated any time a change is made to the other name
fields; however the user may edit this field after it has been auto-updated.

Sort Code - Sort Code is used to order employees on reports. Normally it is the first five characters of an
employee’s last name, i.e., Washington would have a Sort Code of WASHI. If two employees have the
same last name, you may wish to make the last character of the Sort Code the first letter of their first
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name. For example, John Smith and Steve Smith could have SMITJ and SMITS for their Sort Codes
respectively. Alternatively, Employee Numbers may be used for the Sort Code.

Sex - Employee gender may be indicated in this field using either "F" or "M".

Address Information - The Address, City, State, and Zip fields allow for maintaining employee home
addresses.

State Code - This field indicates which state this employee is earning their income in for tax purposes.
See the Code Tables - State Codes for more information.

Department Number - This optional field shows the "home" department that this employee belongs to.
This information is used in sorting and grouping employees for reports.

W2 Pension - Enter an "X" to indicate that this employee is participating in a pension fund, which must be
indicated on their W2 form.

Hide Time Sheet Rate - You may choose whether an employee’s rate of pay is shown on the Time
Sheets delivered from ComputerSearch. If this box is checked, the employee’s rate will not be printed.

Terminated - The Terminated Employee field is for display only, see Terminating an Employee later in this
section.

Employee Dates - There are three different dates available per employee: Hire Date, Birth Date, and
Term Date. These dates are entered in MM/DD/YYYY format. The date information can be typed into
the box, or double clicking in the box will cause a calendar tool to appear.
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Monetary

The Monetary screen shows the items that determine how an employee receives their pay. This includes
the various rates of pay, pay type, and frequency. Tax and direct deposit information are included on this

screen, as well.

‘ Micro/Pay For : Y90 REP/RDM ENTERPRISES E]

File Edit View Reports Window Help

R 4 ¢ <

41 Employee Information: 1029 JEFFREY T SMITH o

Select ‘ General | Monetary: | Deductions Earnings | Accruals Personnel HR ‘ HR 2

Hourly Rate: Salary Rate: 1153.85
Frequency: 2 0 T Factor: 15
Excp Rate: 0.000 3rd Pay Rate: 0.000
Fed Exemptions 1 Fed Marital Status: S
State Exemption State Mar. Stat
% of Sub Net: 0 Auto Tip Amount: 0
Addl Fed Withhe 0.00 &1 As a Percent
Addl State Witht 0.00 &1 As a Percent
Std Other Earn: 0.00 5td OE Code:
5td O E Max: 0.00 No FICA:
City Code: DBL Code:
EDIT BANKS >>(Bank code/Type Empl. Account # Money Source Effective Date
Bank 1. MT : Checking 14087019 Net Pay **Active Bank
Bank 2.
Bank 3.
Bank 4.
Bank 5.

Pay Rate - Fill in either the Hourly Rate or Salaried Rate fields as the Employee’s normal rate of pay. An

employee cannot have both. The Hourly Rate has a maximum value of $9,999.999. A Salaried Rate has
a maximum value of $99,999.99. Note that the Hourly Rate has three decimal places, whereas the

Salaried Rate has only two.

A Frequency, for how often an employee is paid, must be entered for each employee.

Frequency codes are:

1 - Weekly

2 - Bi-Weekly
3 - Semi Monthly

4 - Monthly
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Each employee also needs an Overtime Factor (also called Overtime Weight) to determine how their
Overtime is computed. Any factor from 00 through 99 can be used. Example Overtime Factors:

00 - Non-Paid Time

05 - Half Time

10 - Straight Time

15 - Time and a Half

20 - Double Time

25 - Double Time and a Half

Etc.

Exception Rate - Exception Rate (also called Second Rate) allows for paying an employee at two different
rates of pay. Exception Rate is always an Hourly Rate and has a maximum value of $99.999. A 62-Entry
Code with hours will pay an employee at his/her Exception Rate for those hours. On a salary employee if
he or she has Overtime hours and an Exception Rate, that employee will be paid at the Exception Rate
times the Overtime Factor times the number of Overtime hours.

Third Pay Rate - Third Pay Rate provides another option for paying an employee. Third Pay Rate is an
hourly rate with a maximum value of $999.999. To use the Third Pay Rate, your payroll must be setup for
this and a pay type dedicated for the Third Rate. Contact ComputerSearch about this option.

Federal Exemptions - Exemptions may be entered for both federal and state, however only federal is
required. Note: If an exemption is not entered for the State Exemption field, the Federal number is used.
If no deductions from the Tax table are to be made, enter a 99 in the Exemption fields (State and/or
Federal) for the effected tax, e.g., a person having a flat percentage withheld.

Marital Status - Place either an M (Married) or S (Single) in the box for Marital Status.

State Exemptions - Exemptions may be entered for both federal and state, however only federal is
required

Percentage of Sub Net (% of Sub Net) - Percentage of Sub Net will deduct a percentage from the
Employee’s net after all taxes and other deductions. The number entered will be treated as a percentage.
Only whole percentages may be used, no fractional. Valid entries are from 001 to 100. The amount
deducted will be placed in deduction 9 (Miscellaneous) on the Payroll Reports.

Auto Tip Amount - Auto Tip Amount allows for an employee’s tips to be calculated on a rate per hour
worked basis. The rate entered here will be multiplied by the hours worked to compute the employee’s
tips. If an employee is setup for automatic tips and tips are entered on the time sheet, these two figures
will be added.

Additional Tax Withheld - Employees may have an additional amount of federal or state tax withheld from
their check. Enter the dollar amount of the desired additional withholding in the appropriate box(es)
(Additional Federal Withheld box and/or Additional State Withheld box). The maximum amount for
additional tax is $9,999.99. If an employee wants to have an additional percentage or flat percentage
removed from his/her paycheck, check the “As a Percent” box next to the Additional Tax Withheld box.
Enter, in the Withheld (State and/or Federal) box, the percentage needed, e.g., 10.50 would be ten and a
half percent. If this is to be a flat percentage (no amount from the Tax tables, just the percentage
deducted) make sure to change the Federal Exemptions to 99 for that tax.

Standard Other Earnings - Standard Other Earnings allows you to add an additional amount to an
employee’s gross pay on a continual basis. A dollar amount may be entered or using Standard Other
Earning Codes (see below) it can be setup as a percentage or a rate. When using the percentage or rate
setup, you may wish to use Standard Other Earning Maximum to set the highest amount to be added
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anytime. The amount added by Standard Other Earnings is placed in the Other2 pay field. The
maximum amount for this field is $9,999.99.

Standard Other Earnings Codes can make Standard Other Earnings a rate or percentage.

Codes:
1 - Percent of Regular Earnings A - Only Week 1
2 - Percent of Regular + Overtime Earnings B - Only Week 2
3 - Percent of Gross Pay C - Only Week 3
4 - Rate x Regular Hours D - Only Week 4

5 - Rate x Regular and Overtime Hours

Standard Other Earnings Maximum - Sets the maximum Standard Other Earnings to be added to the
gross pay.

No FICA - If an employee is exempt from paying FICA place an ‘X’ in this field. Note: An employee
cannot be changed from FICA Exempt to FICA Taxable midyear. Another new employee must be
created for him/her. A 1099 employee would be setup for No FICA and would also have a special DBL
Code of 9.

City Code - This code is used to indicate that this employee must have a local city tax deducted from their
wages. See Code Tables - City Codes for more information.

Disability Insurance (DBL) Code - DBL Codes allows employees to be setup as exempt from NYS
disability, State Unemployment Insurance (SUI), or Federal Unemployment Tax (FUTA).

The DBL Codes: X - No Disability, Take SUI and FUTA
2 - Take Disability, No SUI or FUTA
3 - No Disability, SUI, or FUTA
9 - 1099 Employee - No Disability, SUI, or FUTA *

If left blank DBL, SUI, and FUTA are taken normally. * Remember for a 1099 employee he or she also
needs to be setup for No FICA. Place code X in the No FICA Box.
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Banking
Direct Deposit
The Bank section is used to set up an employee for direct deposit if your client master file has also been

setup for direct deposit. If your payroll needs to be setup for direct deposit, please contact
ComputerSearch.

eeeeee el | ts  emp totals
i
SEIEED Esit/ Concel HR2
Hourly Rate: 10
Frequency:
Excp Rate: 0
Fed Exemptions Add aBank
State Exemption
% of Sub Net: [ |
CODE: Ein
Addl Fed Withhe
Addl State Witht
Std Other Earn  Checking
Std O E Max: e
City Code IS
EDIT BANKS »3|Bank code/Ty
Bi 1
Bank 2. * Net
Bank 3.  From Deductign #/$ Dl Eind Ded Amount 40.00
Bank 4.
Bank 5.
Employes Account ‘
TFITIEHEET™ & [rmeme‘Explurer vz am <[ C22 vindowsExplo... +| B MaropayFor:vs.. [OTHED sissam

Edit banks button Add a Bank button

How to Setup Direct Deposit

Every time a new direct deposit account is created for an employee it must first go through a
prenotification (prenote) cycle. This takes 10 banking days. If there is a problem with the account setup,
the bank will contact you about the problem during this period.

To setup an employee for the prenotification cycle, press the 'Edit Banks" button on the employee's
Monetary tab then press the 'Add a Bank' button. Start by entering the Bank Code, which is the two
character code for the Employee’s bank. You may alternatively enter the transit routing number here, or
press the Find... button next to the bank code.

Choose (C)hecking/(S)avings. Note: If an employee can write a check against this account, it is
considered a checking account.

Choose either Net or a deduction number and amount. You may use the Find...button to view and
choose the deduction. A deduction amount may be set up at this time.

When the prenatification time passes the deduction or the net pay amount will be deposited into the
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employee's bank account at that time. You will see the effective date after the payroll runs and after you
have received your current Micromaster.

Lastly enter the Employee’s bank Account Number in the Bank Account field.

If the Bank reports a problem to you on the prenotification, You must delete the bank using the delete
option and add the corrected bank information starting the prenotification process over again.

If there are no problems after 10 banking days, the net pay or the deduction amount will be used as the
deposit amount. If everything was set up correctly you will not need to do anything for this to take place.

If, in the future, you need to change the bank or the account number you must delete the bank entry and
start a new bank entry and of course go through the prenote period.

You may change the checking or savings option and also change the net pay to a deduction (you may

only have one bank entry setup as net pay) or the deduction amount without going through the prenote
period.

Monetary Screen after payroll runs

S8 4BS ¢4 s
P
i
Select ‘ﬁeneml ‘: ¥ ‘E i i |Ag|:ma|s Personnel HR HR 2
Hourly Rate: 33.000 Salary Rate:
Frequency: 1 0T Factor: 1.5
Excp Rate: 0.000 3rd Pay Rate: 0.000
Fed Exemptions 2 Fed Marital Status: M
State Exemption State Mar. Stat
% of Sub Net: 0 Auto Tip Amount: 0
Add| Fed Withhe 0.00 51 As a Percent
Addl State Witht 0.00 &1 As a Percent
Std Other Earn: 0.00 Std OE Code:
Std O E Max: 0.00 No FICA:
City Code: DBL Code:
EDIT BANKS >3 Bank code/Type Empl. Account # Money Source Effective Date
Bank 1. MT : Checking 12343555 07 : SVING $30.00 0842172007
Bank 2.
Bank 3.
Bank 4.
Bank 5.
\ / /
M TganE Eﬁ B 7| (D) adep.. | @ AIM/v 4. | (B Micor... | HMiol... @g@@g%@ ZN 3@ 1005am

Note: Money Source and Effective Date

Holding a bank for one payroll
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ADD A Bark | Bl Cevse)

EDIT aBark |

DELETE Barkis) |

EDIT & BANK Change Bank Code

MT : Checking  »| |

MT : 022000045 : M T BAMNE

{* Checking

" Saving

f« MET Put on HOLD far a Pay Penod
{ From Deduction #2% o Eind.. Ded. Amaunt: $0.00

Account Mumber

o |

Note: Hold option available for NET PAY type deposits

Should a direct deposit need to be stopped for one pay period, thereby cutting an employee a “live
check,” use the 'Hold' option. This option is used only with Net (N) checks, i.e., Net Pay Deposit. Note:
This is not a permanent change; the hold is only active for that pay period. After the Micro Master has
been downloaded and a new payroll started, the bank will revert to the NET PAY deposit.

Holding a bank with a deduction as the money source

If deductions need to be stopped for that check, go to the Deductions area on the Time Sheet screen,
enter the Deduction number in the Ded No field, zero for the amount in the Amount field and select “Omit”
in the Force/Omit field. If the Direct Deposit check has a direct deposit deduction, e.g., the check is split
between checking and savings accounts, go to the Deductions tab on the Employee Information screen
and place zeroes in the Amount field to stop that deduction. Note: The Deduction amount will need to be
re-entered for the following payroll.

Deleting a Direct Deposit

Simply choose the Delete button on the Edit Banks Screen and check mark the bank you wish to
delete. An asterisk will appear on the monetary screen where the bank code was.
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Deductions

The Deductions screen can be used to Start, Stop, or Change an employee’s deduction Amount, Type,
Week, and Balance.

Micro/Pay For : Y90 RBP/REDM EMTERFRISES
File Edit “iew Reportz Window Help

SR AU Fo| £H4LA

# Employee Information: 1047 SUE THOMPSON

Select General Monetary Deductions Earnings Accruals Persc
Mo Tvpe Week Spec Deszcrption Amount Balance aTD ¥TD

2 4| 401-K 4.00 32.81 32.8

3 UNITD 2.00 2.00 2.00
11 3 SLOAN 2254 22.54 22.54
15 CITY?2 25.39 0.00 0.00
18 UNMED 19.23 19.23 19.23
22 STDIS 13.61 13.61 13.61

Deduction Type

To setup deductions that are not a simple dollar amount, the Deduction Type will need to be used. The
different codes available allow for many ways to set a deduction’s amount. For example, when using a

Fractional Percentage Deduction code (7 or F), entering 9.25 in the amount field will cause 9.25% to be
deducted.

Deduction Type Codes:

1 - Percent of Regular Earnings

2 - Percent of Regular + Overtime Earnings

4 - Rate x Regular Hours

5 - Rate x Regular and Overtime Hours

6 - Rate x Regular + Rate x (Overtime Hours x Overtime Factor)

7 - Fractional Percentage of Gross

A - Deducts a flat amount and maintains an arrearage balance

B - Percentage of Net Pay after taxes and other deductions, only one B code deduction allowed
D - % of Disposable Income - Child Support

F - Fractional Percentage of Regular, Overtime, and Otherl Earnings
L - Tax Levy

M - Maximum Net Pay

N - Net Pay

R - % of disposable income - Higher Education Loan, Garnishment

S - Substitute Tax Levy

Deduction types may be set up on the Client Master file. Therefore, all employees with that deduction
have the type automatically set, i.e., 401-K deductions that are all Percentage of the Gross.

Other more specialized types are available for garnishes and other special situations. Please contact
ComputerSearch for more information.
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Deduction Week

A number entered in the Deduction Week field will cause this deduction to be deducted on that particular
week ONLY. Valid week numbers are 1, 2, 3, and 4.

The “L” Deduction Week code may be entered in the week field. This will cause the deduction to be
taken every week except week 5 on a weekly payroll and every week except week 3 on a biweekly
payroll. The “M” Deduction Week code will take a deduction on the last week of a month.
Other Deduction Week Codes:

A-Week1&2 D-Week2&3

B-Week1&3 E-Week2&4

C-Weekl1&4 F-Week3&4

G-Weeks1&2&3
Under normal situations, deductions that are for a particular week should be coded on the Client Master.
This will control the week of that deduction for all employees.

Deduction Amount

The maximum amounts for deductions in the Deduction Amount field are:

Deductions 1 - 8 is $99,999.99
Deductions 11 - 49 is $9,999.99

Stopping Deduction
Entering zero in the Deduction Amount field will stop the deduction for an employee.

Deduction Balance
The amount of the deduction is subtracted from the Balance, per pay period. If the Balance is lower than
the amount of the deduction, then just the remaining balance is taken. Once a deduction Balance
reaches zero the deduction is automatically stopped. The maximum amount for a Balance field are
Deductions 1 - 18 is $99,999.99
Deductions 21 - 49 is $9,999.99

Quarter To Date / Year To Date

The last two columns on the deductions screen display the Quarter and Year to date totals of each
deduction for the selected employee.
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Earnings

Micro/Fay For : Y90 RBP/RDM EMTERFRISES

File Edit “iew PReport: ‘Window Help

SR AWS o FHELA

%, Employee Information: 1047 SUE THOMPSON

Select General Monetary Deductions Eamings Accrual
Quarter to Date: Year to Date:
Gross: 82020 82020
FICA: b1.27 b1.27
Fed ¥Withheld: 46_05 4605
St Withheld: 2052 2052
Disablity: 1.20 1.20
0ASDI: 4966 419 6k
Medicare: 11.61 11.61
City: 0.00 0.00
Tips: 0.00 0.00
Meals: 0.00 0.00
Tips as Wages: 0.00 0.00
Alloc Tips: 0.00
3rd Party GR: 0.00 0.00

The Earnings screen displays the Quarter-To-Date (QTD) and Year-To-Date (YTD) pay information for
the selected employee. This information includes: Gross, FICA, Federal Withheld, State Withheld,
Disability, OASDI (Social Security), Medicare, City, Tips, Meals, Tips Over Minimum (Tips Over Min),
Allocated Tips (Alloc Tips), 3rd Party Sick Pay Gross (3rd Party GR), 3rd Party Sick Pay FICA (3rd Party
FICA), 3rd Party Sick Pay Nontaxable Gross (3rd Party NonTx GR), 3rd Party Sick Pay Federal Withheld
(3rd Fed Withheld, 3rd Party Sick Pay State Withheld (3rd State Withheld), Month-To-Date Gross (MTD
Gross), Tax Shelter Annuity (TSA), Federal Unemployment Tax (FUTA), State Unemployment Insurance
(SUI) and FICA Taxable (FICA Txbl).

To access the Earnings screen click the Employee Information button on the toolbar or go to the Edit

menu, select the Employee option (Ctrl + E), and then click on the Earnings tab. Note: The information
displayed on this screen is not editable.
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Accruals

B Micro/Pay For : Y94 NICKS IMPORT EXPORT BEX|
Fle Edit View Reports Window Help
zave cancel tfe emp totals
41 Employee Information: 111 BRUCE R BANNER 1234 =JoEd
Select | General | Monetary | Deductions Earnings | Accruals Personnel HR ‘ HR 2

Type Cycle  Allowed Balance QTD Taken YTD Taken OQTD Gross YTD Gross Max Bal  YTD Accrued Max YTD Accru

1 0.00 -3429.00 120.00 1211.00  1550.00 15615.00 0.00 0.00 0.00
3 000 -10.00 0.00 4.00 0.00 160.00 0.00 0.00 0.00
5 A4 10.00 68.00 0.00 12.00 0.00 240.00 120.00 78.00 80.00
[ 6 40.00 40.00 0.00 12.00 0.00 340.00 0.00 40.00 0.00
7 0.00 0.00 0.00 0.00 0.00 251000.00 0.00 0.00 0.00
9 v 10.00 60.00 0.00 0.00 0.00 0.00 120.00 80.00 80.00

Vaniable Pay Type Descriptions

1: REGULAR 4 JURY 7 BOMUS
2: IND RATE 5 SICK. f: COEFF
3 HOLIDAY B VALD g PERS

e

The following employee information can be viewed on the Accruals screen: Pay Type, Balance Hours,
YTD and QTD Taken Hours, YTD and QTD Gross, and if used, the codes for accumulating these hours.
To access the Accruals screen click the Employee Information button on the toolbar or go to the Edit
menu, select the Employee option (Ctrl + E) and then click the Accruals tab.

3 =k E s
. |2 Data |LZ} Micropay M... ) Google Talk... Copy of MP.... N.i (] | @Q 1:12PM

Pay Type - A description of your Pay type is displayed at the bottom of the screen. Pay type, may be
Regular, Vacation, Sick, etc.

Cycle Code - Cycle codes determine how often an employee receives his/her allowed hours for a Pay
type. The codes:

1, 2, 3, 4 - Yearly at the end of this quarter
5 - Accrues annually based on HR Date 1
6 - Accrues annually based on HR Date 2
7 - Accrues annually based on HR Date 3
8 - Accrues annually based on HR Date 4
9 - Accrues annually based on HR Date 5

A - Percentage of All Regular Hours Worked - Only Entry Codes 61 & 62
M - Monthly - On the first pay of the following month for previous month accrual
( continued )
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P - Percentage of Hours Worked - All Regular Hours any Entry Code

Q - Quarterly
V - Percentage of all hours (Regular and Overtime) all pay types

W - Weekly

Y - Yearly based on Hire Date

Z - Yearly based on Hire Date. Writes over balance, no carry over.

X - Yearly based on Hire Date. Writes over balance, no carry over UNLESS negative then
subtracts Negative balance from new balance.

Max Bal - Maximum number of hours an employee can have in his balance. Will not accrue any
additional hours until balance is below Max Balance.

YTD Accrued - Number of hours accrued this year.

Max YTD Accru - Maximum number of hours an employee can accrue in a year.

Allowed Hours - Allowed Hours are the number of hours an employee will accumulate for a specific pay
type at the end of the cycle as defined by the Cycle Code. This may also be the percentage of hours to

accumulate for a pay type.

Balance - Remaining hours for that pay type. The balance is setup by the client for their employees. The
amount shown reflects a declining balance.

QTD Taken - Hours taken within that quarter for that pay type.
YTD Taken - Hours taken to date for that pay type.
QTD Gross - Dollars earned within that quarter for that pay type.

YTD Gross - Dollars earned to date for that pay type.
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Personnel

The Personnel screen has fields for: personnel data, number of weeks worked, and various employee
date information.

[5] Micro/Pay For - Y90 RBP/RDM ENTERPRISES R i - 10 x|

File Edit “iew Reports ‘Window Help

S8 AU O | £ SLQ

ﬂ Employee Information: 1047 SUE THOMPSOHN
Deduction:

General Monetary Earnings Ag-::ruals

Select

PHOME Memo Emp #
Personnel 2 Last Week Worked
Personnel 3 Weeks Worked
Perzonnel 4 Wkz Worked QTD
Perzonnel b Wk Worked YTD
Perzonnel b #'wkd Under:

Perzonnel 7

Personnel 8

Perzonnel 9

Perzonnel 10

Perzonnel 11 EIC Code:
Perzonnel 12

Personnel Fields - There are twelve personnel fields available in Micropay for your use. These fields may
be filled with any alphanumeric data. Sizes for the personnel fields:

Fields 1-3 10 characters

Fields 4-10 4 characters

Fields 11-12 6 characters

Titles can be entered for Personnel fields. Contact ComputerSearch Customer Service for more detalils.

Memo Employee Number - Memo Employee Number will hold seven characters that are alphanumeric.
The Employee’s phone number is typically placed in this field; however, any entry may be placed here.

Weeks Worked - The number of weeks worked by this employee.

Last Week Worked - The last week number during the year this employee received pay. The week
number starts at the beginning of the year with 1 and counts until the end of that year.

Weeks Worked QTD - The number of weeks this employee was paid during that quarter.
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Weeks Worked YTD - Reflects the number of weeks an employee was paid during that year.
# Wkd Under - This field is obsolete, but has been retained to maintain compatibility with historical data.

EIC Code - The Earned Income Credit (EIC) code must be set up by ComputerSearch before it can be
used, to do this call customer support at (716) 689-0511. This code refers to the status of employees who
file for EIC on their tax returns. The valid codes which may be entered in this field are:

1 = Single or Head of Household

2 = Married, both filing for EIC.

3 = Married without spouse filing
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Human Resources (HR)

The HR screen has fields for human resources related data, title, phone number, e-mail address, ID
photo etc. These fields are not used in payroll processing; they are for your records only. All data entered
on this page will be transmitted to ComputerSearch for storage.

Micro/Pay For : Y90 REP/RDM ENTERPRISES _ O] x|
File  Edit “iew Beports ‘Window Help

SRAGS F F1ELALQ

¥ Employee Information: 2032 JILL MINKLER

Select General Monetary Deductions Earmings Accruals Personnel HR HR 2

@ Employee Title: Emergency Contact:
; ! Employee Status: Contact Phone:
Browse far Delete Link to Employee Email: Contact Relation:
R, .k ol Employee Phone:

Phone Ext: Termination Reason:

" Portrait % Landscape Last Worked Date-

EEOQ Number:
License Number:
Labor Code:
Wrkmn's Cmp Cd:

Next Review Date: =

o | ’

Rate Change Histary

Last Change | Salary | Hourly
111942003 0.000
0.000

C:iMicropay'PicturesiJMinkier.jpg

Browse for Picture - An Employee ID photo may be displayed on this page. Any JPEG (JPG) or Bitmap
(BMP) file may be displayed. The Browse for picture button allows you to create a link to an existing
image anywhere on you local or network disks. This feature may be used to add new images or change
existing image links. Images may be displayed in either portrait or landscape orientation by selecting the
appropriate radio button.

Delete Link to Picture - This feature allows you to remove an existing image file link; it does NOT delete
the image file itself.
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Employee Title - The title field is a text field to provide you with a means for classifying employees.

Employee Status - This is an editable, single character data field provided as an option for your records.

Employee Email - A text data field has been provided for you to record a single email address for each
employee.

Employee Phone - You may record one phone number per employee in this field.

Phone Ext. - This field is useful for keeping track of in-house phone extensions. An employee directory
report can be generated from this data using the CS Reports program.

Next Review Date - Performance/salary review dates may be tracked in this field. If you wish this data to
appear in the date alarm section of the time sheet header page the box next to the data field must be
checked for each employee. This field MUST be updated manually.

Several fields are available to record individual emergency contact information. CS Reports may be used
to generate an emergency contact directory using this information.

Emergency Contact Name- This text field allows you to record the name of an individual to be contacted
in case of emergency.

Contact Phone- The phone number for the emergency contact may be stored and edited in this field.

Contact Relation- It is often necessary to know the relation of an emergency contact to the employee.
This information may be stored here.

Termination Reason - An editable text field is provided for recording termination information.

Last Worked Date - This date field is not automatically populated, but is provided as an option for your
record keeping.

Rate Change history is a new section that is automatically populated each time a change is made to an
employee's rate of pay.

Last Change - The date of each rate change is recorded in this editable field

Salary - Changes in the salaried rate of pay will cause the new salary rate to be displayed here.

Hourly - Changes in the hourly rate of pay will cause the new hourly rate to be displayed in this column.
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HR2

The HR2 screen has fields for additional user defined human resources related data including COBRA
insurance information. These fields are not used in payroll processing; they are for your records only. All
data entered on this page will be transmitted to ComputerSearch for storage along with your payroll data.

Micro/Pay For : Y90 RBP/EDM ENTERPRISES : ' -0l x|
Fil= Edit Yiew Beports “Window Help
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# Employee Information: 1047 SUE THOMPSON ; o B[] 4
Select General Monetary Deductions | Earnings Accruals Personnel I HR ] HA 2
MY DATE 1 [ MY DATAI Numeric 1 j‘
HR DATE 2 [ HR FIELD 2 Numeric 2
HR DATE 3 [ HR FIELD 3 Numeric 3
HR DATE 4 [ HR FIELD 4 Numeric 4
HR DATE 5 [ HR FIELD 5 Numeric b
Cobra Notified Date:
Cobra Election: [
Cobra Effect. Date:
Cobra Term Date: [ -
Al LlJ
File Attachments
Delete Browse/Vie Date Added | Filename | Descripti
Delete Yiew [12/22/2003 11:27 AM CAMICROPAY\REPORTSYReviewsi2003Sthom 2003 ANNUAL SA
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Cobra Notified Date - Enter the date of the employee is notified of COBRA eligibility; this date is NOT
available in the data alarm list on the timesheet header page.

Cobra Election - Click on the check box to indicate that the employee has elected to use Cobra benefits.

Cobra Effect Date - Enter the date that COBRA benefits went into effect, this date is NOT available in the
data alarm list on the timesheet header page.

Cobra Term Date - Enter the date on which the COBRA benefits will terminate. This date WILL be
displayed in the data alarm list on the timesheet header page if the checkbox to the right of the field is
checked.
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File Attachments -

Browse/View - Any document on you local or network disks may be associated with and employee. This
feature may be used to keep track of letters of commendation, reprimand, or other special recognition.
Once a file has been selected the time that the file was added and the full path specification to the file are
displayed in editable fields. After selecting the file, the Browse button changes to View and the Files may
be viewed in the default application by clicking on the button.

Delete - This feature allows you to remove an existing file link, it does NOT delete the file itself.

Adding a New Employee

To add a new employee, click the Employee Information button, then from the Edit menu select Add
Employee. The General Information screen will be displayed and the next available employee number
will be generated. The Employee number may be changed to any available number from 1 to 9997;
simply type the new number and that number will appear in the Employee number field. Note: Once the
Employee has been saved the Employee Number cannot be changed. If an employee has been
terminated, their employee number can be reused after ONE CALENDAR YEAR. For example, an
employee terminated in March 1999, their number can be used again in January 2000. If an employee is
terminated and then is rehired, their previous employee number may be reused, simply pay the
terminated employee and they will be reactivated. Note: This must be done in the same year. Terminated
employees are dropped from Micropay at the end of the year.

Now enter the rest of the information for the Employee on this screen and any others as necessary. The
following is the minimum information necessary for a new employee: Name, State Code, Sort Code, Rate
of Pay, Federal Exemptions, Marital Status and Department Number. This information is contained on
the General or Monetary screens as follows:

General Information Screen Monetary Information Screen
Name Rate (Hourly or Salary)

State Code Federal Exemptions
Department Number Marital Status

Sort Code

Once all your information has been entered, be sure to save the changes by clicking the “Save” button or
select Save Employee under the Edit menu. To abort adding a new employee, select Cancel Employee
from the Edit menu. This must be done before saving or else you cannot abort adding a new
employee. Note: Once an employee has been added the entry cannot be deleted.

Changing an Employee

To make a permanent change to an employee, find the field you need to change, then click in that field
and type the new or correct information. Once finished save your changes by clicking the “Save” button
or from the Edit menu select Save Employee. If you decide you do not wish to make these changes, go
to the Edit menu and select Cancel Employee, this will undo your changes since your last save to this
employee.

Terminating/Inactivating an Employee
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Terminating an employee is done from the Time Sheet screen. To terminate an employee use an entry-
code of 19 in the Entry field on their time sheet, then save the employee. Alternatively, using an entry
code of 11 causes the employee to be marked as "inactive". Inactive employees are handled exactly the
same as terminated employees in every way, except that they are NOT removed from your employee
database at the end of the year. Now a small window will appear asking for a termination date. You may
enter a date or accept the date already in the window, which is the week ending date for the current
payroll. The terminated box on the General Information screen will now be checked and the date entered
will appear in the Terminated Date on that screen as well. Note: If the Select option from the View menu
is not set to either “Both” (Active and Terminated) or “Terminated,” the terminated employee will not be
displayed.

To reactivate an employee, change the view to show terminated employees and then on the Time Sheet
screen make an entry for that employee with any entry code other than 19 or 11.
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Cancel Employee

Cancel Employee will undo changes made to an employee since the last time they were saved.
Employee information is restored to the settings before the last save. If you Cancel while adding a new
employee and before saving, that employee will be aborted.

SR AU & QL

save‘rcancel tfs emp totals
-

by
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td Other Earn: 0.00 Std OE Code:
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ity Code: DBL Code:
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Cancel button
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Time Sheet Area

The Time Sheet area contains tabs for displaying and editing data for the Time Sheet Header, individual
Time Sheets, and Preissued Checks.

Time Sheet Header
The Time Sheet Header must be completed before any changes or additions can be made to the payroll.

If the payroll has been transmitted, a “New” button appears on the Header screen. Click the “New” button
to start a new payroll.

I:[ Micro/Pay For : Y90 REP/RDM ENTERPRISES L [3O] x|
File Edit ¥Yiew BHeports “Window Help

AUGS e 7dLRY ]

# Time Sheets

Time Sheet Header ' Time Shest

&

| Preizzued Checks

Current Week Status: |NIIIT Validated | www.CSPayroll.com
Week Ending Date: 06/07/2004 Check Date: 0670772004

Starting Check No 1 Next Check Date:

Week No: 2 Reset MTD Totals: °J

[T Stop ALL NET PAY Direct Deposits

HR Date Alarm List
— Date Fange...

r Ignore Date Flags * no dates to report on *

% Ahead " Both
€ Past

Save

 Wwithin 30 Days
* within 60 Days
 Wwithin 90 Days

HHR Dates Reports

All fields at the top of this page except the Next Check Date must be filled out. Double clicking the mouse
in any date field will bring up a calendar tool. Once the Time Sheet Header has been filled out, click on
the “Save” button.
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Time Sheet Header Fields:
The Status box will display “Not Validated.” Once the payroll information has been entered and validated,
the display will change to “Validated.” After transmitting the payroll to ComputerSearch, the Status
changes to “Transmitted.”
Week Ending Date - The date the pay period ends.
Check Date - The date checks are to be dated.

Starting Check Number - Enter the number for the next check or enter “1". If “1” is used, the next number
in order will be used to date the check.

Next Check Date - (Optional) The Check Date of the next payroll expected to run.

Week Number - This indicates the Week of the month, based on check date, for the current payroll. Valid
values are 1-5 for weekly payrolls and 1-3 for biweekly payrolls.

Reset MTD - Resets the department summary report for the month. Normally done on week 1 of the
month. This field is a "check box” and will reset MTD totals when the box is checked.

Stop ALL NET PAY Direct Deposits - this check box allows you to stop the direct deposits for this payroll.

HR Date Alarm List:

Several dates from the Employee Information HR and HR2 tabs can be used to trigger alarms shown in
the display list at the bottom center of the Time Sheet Header page. To make use of this feature you
must enter date values in an alarm capable date field (Review Date, Cobra Termination Date, HR Date 1
to 5) AND click on the check box next to the field for each employee. None of these date fields are
automatically updated so that you may look for past dates to determine if one has been overlooked.

Date Range - There are two sections under the date range title. The top portion allows the user to select
one of four options:
Ignore Date Flags - basically turns off the alarm system, all flagged dates are ignored.

Ahead - displays names of all employees with flagged dates occurring in the next 30,
60 or 90 days

Past - displays names of all employees with flagged dates having occurred in the
past 30, 60 or 90 days

Both - displays names of all employees with flagged dates having occurred in both

the past and the upcoming 30, 60 or 90 day
The second portion permits the user to specify how long the date alarm range should be, 30 60 or 90
days.

Any flagged dates that fall within the specified date range will cause a title (i.e. Review Date) to appear in

the display list. The title line is followed by the names of all employees having, in this case, a review date
with in the specified date range.
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Time Sheet

The Time Sheet screen is where most pay entries will be made for employees. In the lower right corner
of the screen is an information box. This box displays important pay information for the selected
employee; the information in the box cannot be edited. Also on the Time Sheet is the Quick Pay button.
Quick Pay is an easy way to pay all hourly or salaried employees (see Quick Pay section for more
details). Common functions are available from the Tool Bar on the Time Sheet screen (see Keystrokes
and Buttons section for more details). In the View Timesheet Entries section you can select between
viewing One Employee or All Employees. The All Employee view mode allows you to browse through all
of your payroll entries, but data cannot be entered in this mode. The One Employee view mode must be
used to enter payroll data.

View Selected Employee Quick Pay Button
o x|
File Edit] “iew FHeports “Window He
' Breizsued Checks
EMPLEYEE
: . Employee No Deptd EE# Marme Save
 Wiew Entries ————— 700002 103% JOHNM E BEGOOD MILLE = -
& One 1047 700002 1099 PETER PAN PAN
oy 1051 ED A FELDMAN FELDM
1097 JILL B HILL HILL
1047 SUE THOMPSON
Drelete Li
TIMESHEET EFFFIEY T SITH elete Line

Entry C0 Rea Hrz OT Hrs Other 1 Other 2 Dept OR Hr.Rate 5alary FR OT

DEDUCTIONS Entry Code 61 regular B2 2nd rate
Ded Ho  Amount Entry Force/Omit Pay Rates 3.250 .0og 000 |
j Type Howrly Howrly Hourly
Frequency Biweekly OT Wwit: 1.50

Home Dept 200001 N

\
\

Selected Employee’s Information
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Using the Time Sheet Screen

This is a general explanation of how to create a pay entry.
Selecting an Employee

First, select the employee for whom an entry will be made. To do this: move the highlight bar to the
desired employee and press Enter or place the mouse pointer over the desired employee and double
click the left, mouse button. Once an employee has been selected the cursor will move to the entry code
box and the name of the employee will appear in the title bar.

Type the Entry Code and press Return. Fill the other fields as necessary. To pay a salaried employee
their standard salary only the entry code is needed.

Employee being

Paid

Micro/Pay For : Y90 RBF/RDM EMTEAPRISES i ] |
File Edit “iew FReportz Window Help
# Timesheet - 1051 ED A FELDMAN s L -0l =l
Time Sheet Header I Time Shest Preissued Checks
EMPLOYEE
. = . Employee No Deptat EE# Maime Save
 Wiew Entries 700002 1035 JOHN E BEGODOD MILI =] ~
' One 1051 700002 1099 PETER PAN PAN
~ &l 800001 1051 ED A FELDMAN FEL]
800001 1097 JILL R HILL HILI
800001 \ 1047 SUE THOMPSON THC | :
200004 1029 JEFFREY T SWITH SHI Delete Line
TlMESHEET m’lﬂ T & | sy RBALRIEL ) 1k RALRL [

Entry CD Hea Hrg OT Hrs Other 1 Dt1er2 Dept OR Hr.Rate Salarv FR OT

Employee Selection Window

If additional lines are needed for an employee, press the Down Arrow or Enter at the end of the line
(column labeled OT). To access the Deduction area, click in the Deduction number box or press Alt-D.
Enter the Deduction number, the amount and the Entry Code for the deduction. Note: By clicking in the
Deduction number box, then clicking the right, mouse button, the Client Deductions window will be
displayed. Double clicking on an entry in the Client Deductions window will cause that deduction code to
be entered with the pay code from the first timesheet line for this employee.

. Deductions & |

Ded # Description Type wWeek MonT axable

(114 Cancel
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Deduction Overrides

To enter the Deductions area on the Time Sheet screen, click in the Deduction number box or press Alt-
D. Enter the number for the deduction to override. Pressing F4 or clicking the right mouse button will
bring up the Client Deductions window that has a list of your deductions. If a specific amount is needed,
type it in the Amount box, then press Return. The cursor will now be in the Entry box. Here the Entry
Code is entered for the deduction. If an employee has more than one check, this tells the computer from
which check to take the deduction.

Micro/Pay For : Y30 RBP/RDM ENTERPRISES e =1oix]
File Edit “iew HReports Window Help
J# Timesheet - 1047 SUE THOMPSON W o [=
Time Sheet Header ] Time Sheet ' Preissued Checks
LT Emploves No Dept#  EE#  Name .
~View Entries 800001 1051 ED A FELDMAN TELL =
' One 1047 800001 1097 JILL R HILL HILI
I 800001 1047 SUE THOMPSOM THQ
800002 1029 JEFFREY T SMITH SHI
900009 2031 ROY MIMKLER Il HIN
Delete Line
TIMESHEET [
Entry CD Rea Hiz  OT Hrs Other 1 Other 2 DeptOR HrRate Salary FR OT
Regmar—> &1 4000  5.00
Pay / a1 40.00
Vacation
Pay
DEDUCTIONS Erty Code 1 regular B2 2nd rate
Ded No  Amount Entry Force/0mit Pay Rates 3.290 oo .00u |
2 25.00 61 - Type Hourly Hourly Hourly
= Frequency Bitwfeckly 0T *wih 1.50
Home Dept 800001
Deduction
Overrides

The last box is the Force/Omit box. To stop a regular deduction from a particular check, select Omit here
by clicking the down arrow and choose Omit from the list. If a standard deduction is to be deducted from
a check that it would normally not (such as an 81 check), select Force here. When using Force/Omit an
amount need not be entered.

To omit all deductions (except taxes) on a check use deduction number 99 and the Force/Omit box will
show Omit All. This will stop all voluntary deductions.

Deduction numbers for various taxes:

55 - Social Security - Never change or else it may create an “Out of Balance” with your “941"
on your quarterly reports. Call ComputerSearch for more information.

56 - Medicare

52 - Federal Tax

53 - State Tax

54 - Disability
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Time Sheet Fields
Entry Codes (Entry):

61 - Regular Pay

62 - Second Rate

63 - Holiday Pay

64 - Jury Pay

65 - Sick Pay

66 - Vacation Pay

67, 68, 69 - Defined by the Client

All Sixty series entry codes combine onto one check. Alpha entry codes act the same as the Sixty series,

each letter representing a separate check, i.e., A1=61, A5=65, B1=61, etc.

7X - Single line Reqular Check

Seventy series’ checks do not combine as a single check. 71 and 72 checks are two separate checks;

both at the employee’s regular rate of pay, and will take all scheduled deductions.

8X - Bonus Check

Eighty series’ checks only take dollar amounts from the Other-1 and Other-2 fields. Taxes are the only

deductions taken unless a deduction is forced or a deduction override is entered.
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9X - Separate Vacation Check

Ninety series’ checks are each for a separate check for vacation with X being the week of the month for
which the check is being issued. If deductions are setup to come out on a specific week, a vacation
check with that week (as the second digit) will have that deduction.

Regular Hours (Reg Hrs): All hours entered here will be taken at straight time, multiplied by the First (61)
or Second (62) rate depending on the Entry Code. Note: If a Temporary Rate is entered, this will override
the Employee’s normal rate. Hours entered for a salaried employee are for recording purposes only; they
will not affect the salary. Maximum value for a Regular Hours entry is 999.99.

Overtime Hours (OT Hrs): All hours entered here will be calculated at the Overtime Factor. For a
salaried employee if he/she has an exception rate this times the Overtime Factor will be used for this
calculation. Maximum value for an Overtime Hour entry is 999.99.

Other 1 - Entries here will be added to the gross as dollar amounts. The Eighty series’ checks only look
here for a dollar amount to figure the gross. The maximum dollar amount for an Other-1 entry is
$999,999.99.

Other 2 - Entries here are also added to the gross as dollar amounts. For restaurant payrolls, the dollar
value of tax-exempt meals is entered here. The maximum dollar amount for an Other-2 entry is
$999,999.99.

Department Override (Dept OR): This field is used to assign part of an employee’s earnings to a
department other than his/her home department. Enter the desired department number for the override.

Temporary Rate (Hr. Rate or Salary fields): Use these fields to pay an employee a different rate instead
of the normal rate. Enter the amount in the appropriate field, e.g., for an hourly employee, place the
amount in the Hourly Rate (Hr. Rate) field or for a salary employee, place the amount in the Salary Rate
(Salary) field. The Hourly Rate field has a three decimal place limit and a maximum value of 9,999.999.
The Salary Rate field has a two decimal place limit and a maximum value of 99,999.99. Note: DO NOT
enter dollar signs in these fields.

FR - A temporary override of the frequency code for that check only. This will change the tax calculations
to the following:

1 - Weekly

2 - Bi-Weekly

3 - Semi Monthly

4 - Monthly

9 - Maximum Federal and State tax rates

Overtime (OT) - A temporary override of the Overtime Factor just for that check. The codes are:

00 - Non-Paid Time

05 - Half Time

10 - Straight Time

15 - Time and a Half

20 - Double Time

25 - Double Time and a Half

Job Number (Job No): Job number for this pay line. This information is used on the optional Payroll Job

Distribution report. Contact ComputerSearch for information on setting up this report. Note: This feature
is disabled by default (see the Time Sheet Tab section to enable this feature). Any numeric values may
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be used for the Job Number. Note: if the Job Number is to be used to track commercial work, such as
construction jobs, place the letter “c” in front of the job number. For further information contact
ComputerSearch.

Deleting Entries
Entries may be deleted, on the Time Sheet screen, one line at a time or all entries at once, for an

employee. The “Delete” button found on the screen will delete the current line. The Delete Time Sheet
command under the Edit menu will delete all entries, i.e., multiple lines, for an employee.

Delete all entries for
an employee

Delete one line
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Keystroke and Button Shortcuts for the Time Sheet
There are some special keystrokes and buttons designed to make the Time Sheet screen easier to use.
Keystroke Shortcuts:

Tab or Enter keys - After entering a value in the Entry Code field, pressing the Enter or Tab key will
advance the cursor to the next field and generate a new line.

Arrow Keys - The Up/Down arrow keys will move the cursor between lines. The Left/Right arrow keys will
move the cursor within a field.

/ - Pressing the slash key will save the current employee’s data and move the highlight bar to the next
employee in the list box.

Alt-D - Moves the cursor to the Deductions area at the lower left of the screen; it places the cursor in the
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Deduction Number box.

F2 - Clear a field.

F4 or Right Mouse Button - Brings up a pop-up menu of choices where available.
F5 - On time sheet is the same as pushing the regular hours button.

F8 - On time sheet is the same as pushing the holiday hours button.

Shift-F1 - Sorts employees by number.
Shift-F2 - Sorts employees by name.

Esc - Will clear a recently entered value in a field or if the value has been changed it will return the field to
its previous value.

Button Shortcuts:

Delete Button - Deletes current line only.
View Timesheet Entries - “One” is used for data entry. “All” is for viewing entries only.

% - The Quick Pay button will pay several employees, if they receive identical pay entries.
@ - Expands or shrinks the Employee Select Window.
@ - Issues standard regular hours.

£ - Gives an employee regular and holiday hours.

Note: The number and type of hours given by the regular and holiday functions are setup on the
Preference screen (select the Toolbar tab).

@ - Saves the current employee’s entries and highlights the next employee.

@; - Saves the current employee’s entries. The same as “Save” button at right of the screen.

Quick Pay

The “Quick Pay” button will pay several employees at once. Note: All employees must receive the same
pay entry or the Quick Pay feature cannot be used. Quick Pay may be used to pay Hourly, Salary or
Both pay types.

Note: If Quick Pay is used to pay both Salary and Hourly employees together (as opposed to using Quick
Pay to pay them separately), an Hourly employee will need to be selected as the base, pay entry. This
will place hours in the Regular Hours field and ensure Hourly employees will receive a paycheck. Hourly
employees’ pay is calculated by using the number of hours entered in the Hours Field. Therefore, having
hours in the Hours field is essential. Normally Salary employees do not have hours placed in the Hours
Field. Having hours placed in the Hours Field will not affect Salary employees with this method.

When using Quick Pay to pay just Salaried or just Hourly employees, use the Select option under the

View menu to have the Employee window display only Salaried or Hourly employees (see View Options
for more information). Make a base, pay entry: select one employee and make a pay entry for him/her
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and then save this entry. When the “Quick Pay” button is clicked, a reminder message will be displayed
asking whether the employee type (Salary, Hourly or Both) has been selected and if a pay entry has been
made. If this has been done, click “Yes.” If not, click “No”. Then go and select the employee type the
base pay entry will be made for and make the entry. Note: This message is a reminder and will always be
displayed when the “Quick Pay” button is clicked.

Quick Pay Setup

# Quick Pay el i - O] x|
615001 1032 REDFORD ROBERT *
620001 1081 KING STEPHEMR Help
620001 1055 TWELVE ADAM -
620002 1036 MILLER DANIEL
620002 1025 SHORE PAUL
625003 1083 PECK GREGOR'
f00001 1013 DRUM JOHH E xit
f00001 1072 LEO PAMELA
F00001 1016 LION LEO
00001 1045 TRAIN THOMAS
F00002 1015 GARLOCK JAMES
700002 1001 LETTERMWAN DAVID
00002 1035 BEGOOD JOHH N
00002 1099 PAN PETER
800001 1051 FELDMAN ED
800001 1097 HILL JILL
goooo1 1047 THOMPSOMN SUE
800002 1029 SMITH JEFFREY .

[ ] ADD Checks To Existing Entries

b arks Al

i k. Pay 'em Delete Entries

Now you can select the rest of the employees you want to pay. If all of the employees listed are to be
paid, click the “Mark All” button. All the employees will be highlighted. To select individual employees to
pay, hold down the Ctrl key and then click on each employee; clicking on an employee that is already
highlighted will deselect them. To highlight a contiguous block of employees click on the first employee in
the range, then hold down the Shift key and click on the last employee in the range. After the employees
have been selected, click the “Ok Pay’em” button. A warning message will appear informing you that this
action will overwrite previous pay entries made for these employees.
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Quick Pay

If this is a regular pay entry, then click “Yes.” If these entries are to be added to any pay entries they
already have, the “Add Checks To Existing Entries” option must be checked first. Otherwise, the Quick
Pay Entries will overwrite any existing entries.

# Quick Pay g -0 x|
615001 1032 REDFORD ROBERT *
620001 1081 KING STEPHEMK Help
620001 1055 TWELYE ADAM =
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700001 LIONM LEDO
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[ ] ADD Checks To Existing Entries

b arlk, Al

i k. Pay ‘em Delete Entries

& Employees Paid

After Quick Pay has completed paying the employees, it will display the number of employees paid in the
status line, at the bottom, of the Quick Pay list box. Click the “Exit” button to return to the Time Sheet
screen.

The “Delete Entries” button will delete ALL entries for any selected employees. Use with CAUTION.

Hints & Tips
-To pay a salaried employee the only entry needed is an entry code.

-A salaried employee who receives more than one sixty-series entry will need to have zeroes entered in
the Temp Rate for each line other than the first. Lines that are not zeroed out, i.e., have zeroes in the
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Temp Rate; will pay the employee his/her salary AGAIN.

-On a seventy-series check (separate check) for a salaried employee, if an employee is not to receive
his/her regular salary, zeroes or an override salary needs to be entered in the Temp Rate for that
employee.

-An eighty-series check (separate bonus check) will only take amounts toward the gross from the Otherl
(dollar amount) field. Only taxes and DBL will be taken. The DBL deduction (#54) will more than likely
need to be zeroed out and if the employee wants any voluntary deductions, such as 401-K, you must
“force” that deduction to be taken (Deduction number plus a minus (“-“) sign).
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Accrual Balance Checking
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save cancdl | ts  emp totdls

& Micro/Pay Preference

7S8£QL

BEIX]
<9

Employees

Job Number
< Job Number on Time Sheet

Employee Check Digit
[~ Use Check Digit

Certified Payroll ( Input Hours by Day ]

Pay T{pe Balance check upon entry of Hours
¥ Jumn ON Check Accrual Balance

¥ Waming BEEP

" Warning Pop Up

Accrual Types to Check

v BVACATION

| irie sheet

[0

] Tool Bar

[XWse Certified Payroll Feature: [ Right Click on Job Number ]

¥ 3 HOLIDAY v 7 BONUS
v 4JURY 8
¥ 5SICK rs

Special Files Location

Save

Unda Changes ‘

Use Labor Code

Use Labor
¥ Code
Ezit

\

|

legooe=e ™

= bvusnﬂ off.

v| C22 windows Exp... | 2 Visual Basic I- BT T [ Microsoft Word -... [ Links ”@%w\; £5i5 s @D, 1:29PM

Turn these options on at the preference screen for the timesheet.

Turn on the accrual checking here and its various options. The labor code filed will appear on
the timesheet when this is checked. The certified payroll input option is here. They will all be

off by default.
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Accrual Balance checking
&
Labor Code Field

‘ Micro/Pay For : HO8 test lar code u[ﬂ]ﬂ
File Edit View Reports Window Help
save cancel | ths  emp totals
4 Timesheet - 1108 JENNIFER M ANDERSON m|=[X]
Time Sheet Header | Time Sheet ] Preissued Checks
EMPLOYEE
o — Deptit EE# Name
Save
View Ertiies 000521 1108 JENNIFER M ANDERSON ANDER =
& One 000521 1095 ANTHONY J ARRICALE ARRIC
Al 1102 000521 1174 EDWIN BAEZ BAEZ
000521 1118 JOE BAGLIO BAGLI
000521 1061 PAUL R BAIER BAIER
000521 1207 JEFFREY T BOYD BOYD
000521 1006 PAUL R BOYLE BOYLE
Mame Lookup. 000521 1110 MARK J BROTZ BROTZ
000521 1024 ERIC A COHEN COHEN
000521 1175 KEITH A CROSBY CROSB
PaerEl s B\ Tk s o Zam 000521 1146 GREGGORY E DIMON DIMON Delete Line
000521 1008 WILLIAM T DOUGLASS DOUGL
TIMESHEET 000521 1105 DANIEL E DOUGLASS DOUGL 5
Ente CD ReaHis OTHis  Other1 er12 | DeptOR  HiRate  Salaw | Job# FR OT Labor Code
61| 24.00 1234567890
7 3 8.00 b
66 8.00
[Right mouse diick on entry code for list of entry codes|
Tothls: 40.00 0.00 0.00 0.00 0.0
DEDUETIONS E
Pay Type TD Taken  YTD Taken H
(61 REGULAR 42250 42250
De§Ho  Amount  Entw Force/Omit 163 HOLIDAY 600 1600
=l 85 5ICK 800 800 | J
166) VACATION 16.00 16.00) 7
i
H
—/
e
H
H
2
B
H
\ 8
e gy @ 9| ()2 Maosof.. ~| (588 (3 sMicroPay thy 2 Visual Basic ~ ojPa B MicosoftW... | Links }Q% MG K QD n24pm

Upon entering an accrued pay type, if the balance will go to zero or less a message will appear
here and if you had selected in the preferences a popup message may appear.

Also note the ten character Labor Code field at the end of the row here.
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Certified Payroll Input

Put an initial entry code on the pay line. Right mouse click on that lines job number field. This screen will
pop up.

i 8
Sunday | Monday | Tuesday | Wednes | Thursday | Friday | Saturday
Fegular 8.00 .00 6.00 4.00 8.00
0T Hours 250
Ok Cancel

You may enter the hours by day. The timesheet will be filled out like the
following:

Entry CD Hea Hrs  OT Hrs Other 1 Other 2 Dept OR Hr.Rate Salary Jobt FR OT Labor Code
61 8.00 250 OMON|

61 §.00 0TUE

61 6.00 O0WED

61 4.00 0THU

61 §.00 OFRI

You may make changes as needed or cancel the whole time sheet and start over.
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Preissued Checks

Preissues update an employee’s information without producing an actual check. Both Regular and Third
Party Sick pay Preissues are entered on this screen. The method for doing each is different.

Micro/Pay For : Y30 RBP/RDM EMTERPRISES -0l x|
File Edit “iew Beportz ‘window Help
J# Preissued Checks - 1047 SUE THOMPSON [l
Time Sheet Header | Time Sheet ed Checks 1
Prei Type Employee Ho Employee
@ N Out Dept# EE# Mame Save |
1047
; 700002 1099 PETER PANM PAN E
I Prink A Check o — 800001 1051 ED A FELDMAN FELDM Delete Line |
™ Zrd Party Sick = g00001 1097 JILL B HILL HILL
g00001 1047 SUE THOMPSON THOMP :
I FIEA Erernpt 800002 1029 JEFFREY T SMITH SMITH New Preissue
900009 2031 ROY MINKLER HI MINKL
lzzued checks

Preizzue Line Items

Pay Tvpe Job Mo Dept OR Req Hours oT Rea Pav OT Pay Other 1 Other 2

Deductions Taxes

Ded Ho Amt W/Ending 12/26/72003 Soc Sec Medicare
Federal State DBL
Gross 0.00 Met

An employee is allowed up to five “In” and five “Out” regular preissues. Each employee may have one “In
Preissue” that prints a live check. This feature is useful if you want a check to come out in a very specific
way. This preissue is in addition to the maximum five “In Preissues.” For Third Party Sick Pay an
employee may have one “In” and one “Out” preissue for taxable and one “In” and one “Out” for non-
taxable amounts. “Out Preissues” do not need to be entered with negative numbers; this is handled
automatically. A negative number on an “Out Preissue” will be treated as a positive.

On regular preissues the gross pay will be calculated from the line items entered. Then any deductions
and/or taxes plus the net pay will need to be entered. These calculations will be checked when the
preissue is saved and if it does not crossfoot; a message will appear along with the Net that would
crossfoot. Make the necessary adjustments and save again.

Keystrokes and Employee selection function the same for Preissues as they do for the Time Sheet. The
special toolbar buttons for the Time Sheet are, however, not available.
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Regular Preissues

The first step to enter a preissue is to select an employee. If this employee already has any preissues,
they will show up in the Entered Preissues box. To edit one of these preissues double click on it and the
information will be brought up. If the employee does not have any preissues, the screen will be brought
up ready for a new preissue. Otherwise, to add a new preissue, click the “New Preissue” button.

To enter a new preissue, determine whether this is an IN (add to totals) or an OUT (subtracts from totals)
preissue, then select the “IN” or “OUT” button under Preissue Type, in the upper left corner of the screen.
If this preissue is to cut a live check, select the “Print A Check” option. Now click in the Pay Type box to
start entering your Preissue Line Items for the preissue. All entries for a preissue need a Pay Type,
otherwise only the fields you need should be filled. Amounts placed in Regular Pay, Overtime Pay, Other
1, and Other 2 fields will add to the gross.

After all your Preissue Line Items have been entered, enter any deductions as necessary. To access the
Deduction area, click in the Deduction area or press Alt-D. Enter the Deduction Number and Amount for
any deductions.

Finally, enter any taxes and the Week Ending Date (W/E Date) this preissue will be given. To access the
Week Ending Date field, click in the W/E Date field or press Alt-X. Press return to accept the date or
enter a new date. Fill each field as needed. The cursor will travel from W/E Date to Soc. Sec., to
Medicare then across the second row (Federal, State, DBL) and lastly to the Gross and Net fields. The
amount in the Gross field will equal the dollar amounts entered in the Preissue Line Items. If this is not
correct, check your entries and make any changes needed. Note: The Gross amount cannot be entered
directly. Save the Preissue by clicking the “Save” button.

5| Micro/Pay For : - X
Emp|oyee Micro/Pay F Y390 RBP/RDM EMTERFRISES m]
. File Edit Wiew Reports “Window Help
for this =
entry
i [ P4
Time Sheet Header ] Time Sheet
Prei Type Employee Ho Employee
Lol R i s Dept# EE# Mame Save |
In=Add | Brint s ek 0 700002 1033 PETER PAN PAN - _
s Entored Praissues 800001 1051 ED A FELDMAN FELDM Delete Line
Out=Void ] Sl Py Sk 4 800001 1097 JILL R HILL HILL
g00001 1047 SUE THOMPSON THOMP !
I [ FICS Exrempt 800002 1029 JEFFREY T SMITH SMITH ERIREEEE
900009 2031 ROY MINKLER Il MINKL
lzsued checks
Preizzue Line ltems
Pay Tvpe Job No Dept OR Req Hours ot Req Pay OT Pay Other 1 Other 2
61 40.00 1.00 400.00 15.00 75.00 0.00
62 0.00 2.00 0.00 45.00 0.00 0.00
Deductions Taxes
Ded Ho Amt W/Ending 12/26/72003 Soc Sec 33.17 Medicare 0.00
X 2 57.50 Federal 6420 State 27.45 DBEL
Deductlons ] -75.00 Gross 535.00 Met \ 42768

Taxes
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Third Party Sick Pay Preissues

To start entering a Third Party Sick Pay preissue select the employee that has the Sick Pay entry. If this
employee already has any preissues, they will show up in the Entered Preissues box. To edit one of
these preissues, double click on it and the information will be brought up. If the employee does not have
any preissues already entered, the screen will be brought up ready for a new preissue. Otherwise, to add
a new preissue, click the “New Preissue” button.

For a new preissue, select whether this is an IN (add to totals) or an OUT (subtracts from totals) preissue
by selecting the “IN” or “OUT” button under Preissue Type, in the upper left corner of the screen. To
make this a Third Party Sick Pay, select the “3rd Party Sick” option. If the sick pay is “FICA Exempt,”
select this option too.

Click in the W/E Date field or press Alt-X. The cursor will now be in the W/E Date field in the lower right
area of the screen. Enter a date for the sick pay or accept the one in the box. If this is FICA Exempt sick
pay, the only fields entered are: W/E Date, Gross, and Net. For a nonexempt sick pay, all fields except
DBL can be entered. Once all the information has been entered, save the Preissue

[=] Micro/Pay For : Y30 RBP/RDM ENTERPRISES - =10 x|
File Edit View Heports ‘“Window Help

R 40O ¢ FALRLa

J Preissued Checks - 1051 ED A FELDMAN R G =10l x|
Time Sheet Header ] Time Sheet ] Preissued Checks
Prei Tupe Employee No Employee

& IN  Dut Dept# EE# MName
I~ Fiift4 Chest 700002 1015 JAMES M GARLOCK

Entered Preissues 700002 1001 DAVID LETTERMAN

3™ Party [ 3d Party Sick 700002 1035 JOHN E BEGOOD
PETER PAN ——
Sick P | |FICA Ebepl ED A FELDMAN =
lck Fay JILL R HILL
Issued checks
SUE THOMPSON [

Preissue Line Items

Pay Type Job No Dept OR Reaq Hours oT Req Pay 0T Pay Other 1 Other 2

Deductions Tazes

Ded No Amt W/Ending 1272672003 Soc Sec 6.20 Medicare 1.45
Federal State DBL
Gross 100.00 Net 92.35

\

Only Items Needed
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Reports

There are six reports built into Micropay: New Employees, Permanent Changes, Time Sheets, Preissues,
Banking and Not Paid. These reports are there to provide general information regarding your current
payroll. To access these reports, select the Reports menu or press Alt-R.

%&pnrts Window Help
1

. Hew Employees

. Permanent Changes
Time Sheets r
Freizsues

B arking r
Mot Paid

. [Eliert i Eeter

. MP Reparts..

3 Aecess Heponts..

100 11 T I = 103 e |

Errirt
v Preview

There is an option in the Report menu to select Preview or Print. Preview will display the reports on your
screen at which point they can be reviewed and printed out. Print will send the report directly to the
printer.

Reports included with Micropay:
New Employees - Creates a one page report with complete information for each new employee entered
for the current payroll. When a new payroll has been started any employees entered on previous payrolls
are no longer new.
Permanent Changes - Creates a report with that displays any permanent changes made to employees
on the current pay period. The report shows the Employee with the old value of the field and the new
value given to it.
Time Sheets - The time sheet report resembles the filled in time sheet. It shows the entries made for
employees. All fields with an entry are shown for each employee. This report is useful for creating paper
copies of your information for your records and/or for checking your entries. Time Sheet reports can be
sorted as follows:
1. By Department and Employee Name:
-Lists employees by department and displays department sub totals.
2. By Department, By Employee (Employee Sub Totals):
-Lists employees by department and displays employee sub totals.
3. Summarized By Department:

-Displays summaries by department.

Preissues - The preissue report is similar to the time sheet report except that it displays only the
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Preissues entered for each employee. Only filled fields are printed on this report.

Banking - There are two options for the banking report: “Pre-noted” or “all.” The “Pre-noted” option
allows you to view employees’ accounts that are pre-noted, but not yet active. The second report is for all
employees’ banking setups. Both reports show all the banking fields and are sorted by employee
number. On the “All” banking report, all of an employee’s bank accounts are shown together.

Not Paid - This report will display employees that have not been paid. If an employee does not receive a
pay entry, e.g., a 61 entry code on the time sheet, this constitutes an employee not being paid and thus
they will appear on the Not Paid report. This report can be useful when importing information from a time
clock. Run the Not Paid report after importing information from a time clock to verify employees have
received pay entries.

A custom report option is available for Micropay. Contact ComputerSearch for more information.
Reports Toolbar

At the top of any report’s screen there is the Reports Toolbar. Using the toolbar you can: change the
magnification of the display, print the displayed report, export the displayed report as a file or an email,
and close the display. Note: The Reports feature of Micropay uses a program called Crystal Reports™.
Certain programs use different versions of Crystal Reports™; therefore the type of buttons and placement
of the Reports Toolbar may be different on your computer than what is depicted below.

MicrofPay For - Y90 RBF/RDM EMTERPRISES - [Preview] - |EI|1|
File
[ 4 1ol b M o= [ & &[0z | Tomls  100% 90t
Today: 12022
vyon REBF/RDM ENTERPRISES Run Date:
Micro/Pay Preissues fE Date: 12/
Check Date: 12429,
not Validated
Emp# Employee Hame In/0ut 3rd Party Print Seq #
1,047 THOMPSON SUE IH 1
PayCd Description JobHo Depart# Eeg Hre 0T Hris Reg Pay 0T Pay Other1 Other2 Gross Typ:
651 EEGULAER 40.00 1.00 00,00 F15.00 T5.00 F535.00
52 ZHD RATE 2.00 500
1,051 FELDM AN ED IH H ]
PayCd Description JobMo Departd Reg Hr: 0T Hrs Reg Pay 0T Pay Otherl Other2 Gross Type
ZHD EATE F100.00
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Reports Toolbar Buttons:

L 1of1+ " & & ||1|:|U/ ||

Change magnification
xport this report

Print this report
Terminate report generation
Go to last page of report
Go to next page of report
Current page being displayed (of total pages)
Go to previous page of report
Go to first page of report

1. Go To First Page — This button will return you to the first page of a multi page report. It remains inactive
(grayed out) while page one is being displayed.

2. Go To Previous Page — Clicking on this button will display the previous page of a multi page report. It is
inactive when the first page of the report is being displayed.

3. Page Number — This control shows the user which page is currently displayed and the total page count
of the report.

4. Go To Next Page — Clicking on this button will display the next page of a multi page report. It is inactive
when the last page is being displayed.

5. Go To Last Page — This button will display the last page of a multi page report. It remains inactive
(grayed out) when the last page of the report is being displayed.

6. Terminate Report Generation — Occasionally the user may realize that the wrong report has been
selected. This button provides the ability to cancel the report generation process. This can be very useful
when the mistakenly selected report is taking a long time to generate.

7. Print Reports - This button will print the displayed report. When this button is clicked, it will bring up the
print dialogue box. You can choose to print “All” pages of the report or a selected range of pages. You
may also select the number of copies and if whether or not the copies should be collated. When you
have finished making your choices, click the “OK” button to print the report.

Printer: Syztem Printer [HP 451)

Print Fange

(O
- -
" Pages Copies: I 3
Erom: I 1 Iao I ¥ Collate Copies




The print dialogue also displays the printer being used. Note: A printer must be setup for your computer
in order to view and print any reports. If you want to change the printer you must change the default
printer through Microsoft Windows. Consult your Microsoft Windows manual on how to setup a printer.

8. Export Report: The export button provides several methods for exporting the report. Clicking this
button will bring up the Export dialogue box shown below.

Cancel

Farmat:
= ] 4
5070 g = |

Deztination:

I.-’-'-.ppliu:

ation

hl‘lh

—|Dizk file
Exchange Folder
Lotug Doming
kicrozoft b ail [MAPI]

Export to a File

The Export dialogue has two options: Format and Destination. Finished reports can be exported to a
number of popular spreadsheet and word processor formats. The Format field allows you to determine
the file type such as an Excel, Lotus 1-2-3, MS Word, plain text, Adobe PDF, and others. The Destination
option allows you to export directly to a specific program (Application), saved to disk file, saved to
Microsoft Exchange Folder, directly to Lotus Domino (v. 3.0+) e-mail client, or to Microsoft MAPI e-mail
client. By default “Disk file” is selected. Choose this option to export the report to a file. Click the “OK”
button once the desired format has been selected.

Choose Export File A B 21x]

Save jn; I'a MICROPAY j EI

[CITRI00: [ 5aved

DATA, I TOBESENT

FPw kS ta
PavROLL
Fictures

REPORTS

File: rarme: IPHE|55UE.H|S | Save I
Save as type: |Excel 8.0 [*s] R Cancel |
o

The “Choose Export File” dialogue lets you select the file name and location for the exported report.
Select the appropriate Drive and Folder location for the file. Make any desired changes and then click
the “OK” button. The displayed report has now been exported to the specified file in the indicated file
type.
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Export to an Email

The export dialogue also allows you to export a report as an e-mail.
Note: Destination will default to “Disk file.” Click the down arrow, to the right, and select “Microsoft Mail.”

Again, select the desired export format for the report. Then click “O.K.”

Send Mail x|
Send I Check Mames Address Cancel |
Te ||
Ce: I
Subject: I
Meszzage
-
I

The Send Mail screen will ask for information needed to send an email. Once you have finished filling out
this screen, click “send.” Your report has now been sent as an email.

9. Change Magnification - This allows you to select predefined magnifications of the displayed report from

a drop-down list. Alternatively any integer percentage value desired may be selected by typing it into the
box.
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Time Sheet Control Totals

The Time Sheet Control Totals area lets you decide what entries will be included in your totals, check
totals for hours, pay and deductions. Also included is Validate Payroll Entries, which prepares your data
to be transmitted to ComputerSearch. To access this area go to the Edit menu and then select Control
Totals, press Ctrl-N or the Totals button.

Setup Control Totals

[E] Micro#Pay For : Y90 REP/RDM EMTERPRISES i RS - 10| x|

FEile Edt Beportz ‘Window Help

ok FS <

& Time Sheet Control Totals el =10l x|
Saiup Conirol Tokals ' Hours & Pay I Deductions & T axes ] Walidate Paproll Entries
~ Time Sheet Fay Types — Include Employees” Pay Type
[a]] [ i+ Both
x 0 i
e mﬂ mﬂ " Salaried Clas
f[nE o o - o
—Include In Totals ﬁﬂ;
(=] (=] ‘
3 { TO | i+ Bath -
o ﬂﬂ Eﬂ . Default Settings
" Time Sheet
P TO = Preissued Checks
o | ]
— Preizsue Type
o Preissue T
{+ Bath
i n
= Dut

This screen will allow you to pick which entry codes are added to the totals and the pay types (Salaried or
Hourly). You may also choose to have the time sheet entries in the total only or the Preissues only, or
both. If you decide to have the Preissues count in the totals, “IN” or “OUT” Preissues may be selected.
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Hours & Pay

This screen displays the calculated totals for: Regular Hours, Overtime Hours, Other #1, Other #2, Temp
Rate, Regular Pay and Overtime Pay. There is a column called “My Totals,” where the totals may be
entered manually. Clicking the “ReCalculate” button will display the difference between “My Totals” and
“Computed” totals. If changes are made to any of the total entries, the “ReCalculate” button will need to

be clicked again to see the changes. Also displayed here are the Number of Checks issued and the
Number of Preissued Checks.

[5] Micio/Pay For : Y30 RBP/RDM ENTERPRISES T - (o] x|

File Edit Reportz ‘Window Help

oL FRS

& Time Sheet Control Totals

] 4
Setup Control Totalz ] ‘Wours £ Pau ' Deductions & Taxes ] Walidate Payrall Entries
Totals
 COMPUTED My Totals | DIFFERENCE ﬂ @

| Regular Hours 1000.00 100000

| Overtime Hours 123.00 123.00 HeLalculate

| Other #1 75.00 75.00

| Other #2 0.00

| Temp Rate 0.000

| Regular Pay 400.00 400.00

____Overtime Pay 60.00 60.00 -

Humber of Checks from Time Sheets | 74 Total Humber of Preissues | %/

MHumber of "Print a Check® Preissues El
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Deductions & Taxes

This screen displays the calculated Deduction totals for each Deduction field. There is also a column
called “My Totals” where totals may be entered manually. Clicking the “ReCalculate” button will display
the difference between My Totals and Computed totals. If changes are made to any of the total entries,
the “ReCalculate” button will need to be clicked again to see the changes. Also displayed on the
Deduction & Taxes screen is a computed Grand Total; this value may be entered manually under the “My
Totals” column. Again, clicking the “ReCalculate” button will recalculate the totals.

[E] Micro/Pay For : Y90 RBP/RDM EMTERPRISES ; i - 10| x|

File Edit Beportz Window Help

X

AU

& Time Sheet Control Totals o ] |
Setup Control Totalz ] Hours & Pay I Dediciions £ Tares ' Walidate Paproll Entries
Deduction Totals
| Description | COMPUTED | My Totals | DIFFERENCE ﬂ @
R 'REIMB 0.00
|4l]1 X 57 50 57 50 ReCalculate
'3 UNITD 0.00
4 EIC 0.00
| \LIFE 0.00
[ £ NIGAR 7R 00 75 00 =
| Descnption COMPUTED My Totals DIFFEREMCE
| |GRAND TOTAL 114.97 114.97
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Validate Payroll Entries

This screen is used to prepare the payroll data for transmission to ComputerSearch. Click the “Begin
Validation” button on the screen and wait until the validation process is finished. Once the validation
process has finished the “Payroll Status” window will display “Validated.” The payroll is ready for
transmission. Click the “Transmit” button to go to the Communications area.

[E5] Wicro/Pay For : Y90 REP/RDM ENTERPRISES

& Time Sheet Control Totals

Payroll Header

Employees

Preiszues

Time Sheet Entries

--- Payroll Entries Yalidated -
--- Ready for Transmitting ---

Validate, then Click Transmit or if you have more than one payroll you may wish to finish up the others
and transmit all the payrolls together.
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Preview Payroll Journal

Preview allows you to send a validated payroll and receive back a preview journal. A payroll may be
validated for preview at any point. It is totally optional to do the preview. You will send the payroll wait
about 4 minutes, and receive your journal, which may be viewed for errors. You may correct the errors

and resubmit again for preview.

g Micro/Pay For : Y90 RBP/RDM ENTERPRISES

File Maintenance Help

{@ MicroPay Communicatons
Send Files Receive Files ]
- I - I Preview Start Cammunications
MOTE: Preview YALIDATED Payrolls - - - Preview transmits but does @
li[s] Live. To LIVE you must send the

not your
payroll(s] using the Send Files tab

Transmit Method

Select these Payrolls to Preview ?;l;cﬂlgalléamlls (D (e " Modem
i+ Intemet
Validation Date/Time
L Crvimsclian Mame

¥90-09/17/2007 01:10 PH
Add Al
>

<< All
Back

Pickup Reforts View Sample Preview |
Adpbe Reader 6.0 and up required to view the PDF files

Nothing to freview Refresh List |
Delete Selected Report |

I~ Goopfine ta check for previsw files every 4 Iinute(s]

MICROPAY INTERMET
CONNECTION 34

il /
99 Sld R C el S R _— = (DaSs il vuezem

Click Add All or click individual payrolls. Click Start Communications. The ‘Go online to check for
preview...” box will be checked for you and 4 minutes will count down before the program automatically

checks for the preview journal that ran at ComputerSearch.
Please close Adobe reader before sending another preview to ComputerSearch.

When the preview journal is ready for viewing you will see the PDF file listed in the box above the ‘Go
online...” check box. Double click on it to open the journal in Adobe reader.

Transmit the Payroll
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B Micro/Pay For : Y90 RBP/RDM ENTERPRISES

File Maintenance Help

{@/ MicroPay Communicatons

Send Files ' BReceive Files

RUN DATE —>  (09/17/2007

Select thege Payrolls to Transmgit

Yalidation Date/Time

I Preview

Selected Payrolls to
TRANSHIT

Y90-09/17/2007 01:10 PM
Add All
>

<< All
Back

1 Payrolls

Copy To a Diskety

i Diskette Diive 4:

" Diskette DrivefB:

Make a Diskette

Copy Elzewhere. ..

Start Communications

Transmit Method
" Modem

& Internet

LR Eivwaciin Mame

MICROPAY INTERMET
COMNECTION 34

Click 'Agd All' or if you have more than one payroll you maybe wish to send one by clicking on
the payrpll or click the 'Add All' button. The payrolls in the 'Selected Payrolls to TRANSMIT'
box arefthe ones that will be sent. Click Start Communications when ready. You may change

the RUN DATE that ComputerSearch will run the payroll on.
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Confirmation Numbers

When transmitting your payroll for processing, you will receive a confirmation number and completion
status.

-,

B3 Confirmation

- Confirmation Mumber List --
a0-091 72007 1:01:57 PM | Completed

The Caonfirmation number containg the s

client number the date and time the |

payroll was transmitted.

Completed : Payroll sent and your
MicroPay databaze is
properly marked az

The Confirmation number contains the client number the date and time the payroll was transmitted.

Completed: Payroll sent and your
Micropay database is
properly marked as
transmitted.

NOT Completed: Payroll sent but the
Micropay database is not
marked as such. You will
not see the 'New Payroll
button' when you want to
start a new payroll.

NO CONFIRMATION: Payroll NOT SENT, try
sending again.

Note: You may review this list again on

the client selection screen (the
screen after entering your password)

The Client logon screen will now show if the payroll is Validated, the confirmation status or normal (you
will just see the client number and name). Normal means you are working on the payroll.
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Receive Files

B Micro/Pay For : Y90 RBP/RDM ENTERPRISES E]

File Maintenance Help

{@* MicroPay Communicatons

Send Files ; i Preview
2 I Receive Files ' - Start Communications

©

~Standard Data Files
Download Data For These Clients
Transmit Method
¥ HWicro Master(s]  Modem

w Payroll Histor,
o 35 & @+ Intemet

Special Fil
[~ Special Files Lt Civamacion Name

MICROPAY INTERNET
CONNECTION 34

- Micro/Pay Program Files | MicroMaster /Diskette [MPALL*.ZIP)

|~ Force Update @+ Diskette Drive A:
| Have a Diskelte
" Diskette Drive B:

When the payroll is processed at ComputerSearch your updated files are created. These files are ready
the day after you have sent the payroll. If you had sent the payroll on Friday the files are ready on
Tuesday as we do not normally process the payrolls till Monday. Check off the Micromaster and Payroll
History. Some clients may receive ‘Special Files’, if so check the Special Files box. Click Start
communications to receive these files.

They may be times when you might be told to only check the force update check box by someone at
ComputerSearch. This is mostly used to make sure you can communicate with us and does nothing to
your data file. You may use this option on your own to check your connection with us. The option will
only update your programs and report files, if needed.
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Micropay Communications

To access the Micropay Communications area, go to the File menu and select the Send/Receive option
or on the Validate Payroll Entries screen click the “Transmit” button. The Micropay Communications
screen performs the following functions: the Communication process (send or receive files), making a
diskette, and configuring the data connection to ComputerSearch.

File Edit ¥iew Reports

Cloze
Claze All

Send/Receive

Eix Databaze

Irpart

Exit T &snother Client
E xit

On the menu bar of the communications screen is the Maintenance menu. In this menu are two choices:
Citrix Program Neighborhood and Edit Micropay INI. The Citrix Program Neighborhood provides access
to the settings Micropay uses within the Citrix data communications protocol. The Edit Micropay INI
option allows you to display and modify the settings in the Micropay initialization file. NOTE: Making
changes to either the INI file or the Citrix settings should ONLY be done with the guidance of the
ComputerSearch technical staff. Making changes here may make Micropay unusable, and/or unable
to transmit or receive payroll data.

| Maintenance Help

Citrix Program Meighborhood
Edit Micropay (M| i
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Appendix A — State Codes List

01
50
02
03
04
05
06
07
09
10
51
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
Florida
Georgia
Hawaii
Idaho
[llinois
Indiana
lowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana

26
27
28
29
30
31
32
33
34
35
36
37
52
38
39
40
41
42
43
44
45
46
08
a7
48
49

Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah

Vermont
Virginia
Washington
Washington, D.C.
West Virginia
Wisconsin
Wyoming



Appendix B - Employee Number Box

The Employee Number box is found on the Time Sheet screen, to the left of the Employee list box. The
Employee Number box is also available on the Select tab on the Employee Information screen.

# Timesheet - 1047 SUE THOMPSON , -|0] x|
Time Sheet Header I Time Sheet ' Preissued Checks
EMF’LQ"('EE. Emplogee No Deptd EE# Maime S ave |
Wiew Entries 700002 1099 PETER PAN PAN =] -
& One |1U4? 800001 1051 ED A FELDMAN FELL
~ 800001 1097 JILL R HILL HILL
Al 800001 1047 SUE THOMPSON THOJE
Delete Li |
T 800002 1029 JEFFREY T SITH SMIT{  Delelin
Time Sheet Screen
i Employee Information: 1047 SUE THOMPSON B - Ol =]
_5_ General Monetary Deduchons | Earnings Acciuals I Personnel ] HR ] HR 2
Employees
1047
700002 1099 PETER PAN PAN -
800001 1051 ED A FELDMAM FELDM
800001 1097 JILL R HILL HILL
g00001 1047 SUE THOMPSON THOMP
800002 1029 JEFFREY T SMITH SMITH

Employee Information Screen
How to Use

Type the desired employee number in the box and press the Enter key. This will display that employee.
If the selected employee is not available, an error message will display informing you that they are not in
the list.

Normally when the Time Sheet screen is brought up the first employee in the Employee list box will be
highlighted and his/her employee number displayed in the employee number box. As you pay each
employee, the employee number box will display his or her number.

If you want to use the Employee Number box instead of the Employee list box, to select employees, click
in the Employee Number box, enter an employee number and press the Enter key. That employee will
then be displayed. The cursor will be positioned in the Entry Code field and you can pay this employee.
After you save that entry, the cursor will go back to the Employee Number box. Enter the next employee
number and press the Enter key.

Note: The Employee Number box will not display the next employee number of the next employee
displayed in the Employee List box. You must enter each employee number.

Selecting Terminated Employees

The Employee Number box, on the Time Sheet screen, only has access to employees that are listed in
the Employee List box; normally terminated employees are not listed along with active employees. In
order to gain access to terminated employees go to the View menu, then go to the Select option and



chose Terminated. This will display only terminated employees and now you will be able to select
terminated employees using the Employee Number box.






Index

% Sub Net
Accruals
Allowed Hours
Balance
Cycle Code
Pay Type
QTD/YTD Gross
QTD/YTD Taken
Adding a New Employee
Additional Tax Withheld
Auto Tip
Bank Codes
Banking
Cancel Changes
Change User Password
Change User Security Level
Changing an Employee
City Codes
Client List Box
Cobra Data
Effective Date
Election Flag
Notified Date
Termination Date
Code Tables
Bank Codes
City Codes
state codes
Database Functions
Fix Database
DBL Codes
Deductions
Amount
Balance
QTD/YTD Totals
Stopping
Type
Type Codes
Week
Direct Deposit
Earnings
EIC Code
Employee Information
banking
CSC name
dates
direct deposit

23
31
31
31
31
31
32
32
37
23
23
16
25
39

37
17

36
36
36
36
36
14
16
17
15

24
28
29
29
29
29
28
28
29
25

30
33
19
25
20
21
25

employee number
general
hide rate
Monetary
% sub net
additional tax
auto tip amount
disability
exception rate
federal exemptions
frequency
marital status
no FICA
overtime factor
pay rate
standard other earning
state exemptions
third pay rate
name
prenotification (prenote)
social department
social security number
sort code
terminated
W2 pension
Exception Rate
Federal Exemptions
Fix Database
Frequency
H Code
Hide Time Sheet Rate
HR
Cobra Data
Emergency Contact Info
Last Worked Date
Next Review Date
Rate Change History
Termination Reason
HR2
Importing Data
apply transactions
setup
spreadsheet
time clock
Translate
Inactivating an Employee
Micropay Basics
Starting Micropay
Next Review Date
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No FICA
Overtime Factor
password
Pay Rate
Personnel
EIC Code
Last Week Worked
Weeks Worked QTD/YTD
Preferences
Check Digit
Job Number
New Employee
Special Files Location
Time Sheet
Preferences
Tool Bar
security level
Standard Other Earnings
codes
maximum
Starting Micropay

State Codes

24
23

22
32
33
33
33

11
11
10
13
11
10
12

23
24
24

15

State Exemptions
Stop Deductions
Terminating an Employee
Third Pay Rate
time clock
User Mangement
change password
User Management
change security level
User Management
deleting a user
new user
password
security level
user name
user name
View Menu
auto refresh
group
refresh
select
sort

23
29
38
23
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