Contents

I > |V o] RS 1-1
INEFOQUCTION .ttt ettt eb e nnene s 1-1
Gathering Necessary INformation ... 1-1

Quick Start Tips for @ NEeW USEr ........uuiiiaeeecc et 21-
Quick Start Tips for an Upgrading USEr.........cccovevviiviiiiiiiiiiieieeeeeeeeeeennn 1-3

2: Program, Tax and EmMpPloyer SEtUP .......cccceevereenenieneenee e 2-1

OVEIVIBIW ..ttt bt b e bbb et b et et nn et 2-1
Initial Setup for Payroll ... 2-1
Keywords/ Tables for Payroll..............eeem 2-1

(= aaTo] (o) V7= g = (1 o PR
EMPIOYET IMAIN ...ttt ettt
Yo Lo = U I =10 ] o] [0 )Y/ SRS
Address and Phones
Account Numbers

Multiple States and Multiple LocalitiesS......ccceeieeeeeeiiiiiiiiiiciiiieeeeeee, 2-4
(@Y= T4 1] 101 PR PRTT 2-5
Benefit Plan and Allowance Plan ... 2-6
Journal ENtry SETUP ....oooiiiiie ettt 2-7
T AX SEEUP ..ttt ettt st he e bbbt ea e e sa e e s be e sb e e beeee s e e eaeenaeenbeenreea 2-8
Federal TaxX SeUP ....ooii ittt ettt e e e e e e e e e e e e e e e e e e e eanenes 2-8
] PSP 2-9
FU T A ettt e e e e et e e e e et e e e e e r e e e e nrees 2-10
Withholding and EIC Tax TableS ..........cooicee e i 2-10
State Supplemental Earnings ..............iicceeeemrvveiieiiieiieeeeeeee e 12-

State Tax Setup........ceevvevevevveveennnimm
State Tax Information
State Tax Table

Add an Employer
Add a Benefit

Add an Automatic Journal ENtry .............eceeeeciiiiiiiaiaiaa e 2-16
Add @ TaX TabIe ..o e 2-16
Set UP OVEITIME ...ttt 2-18
Add Departments and POSItIONS .........cccvuveieieerieeieeeee e 2-18
3: Employeesand PayCheCKS..........cccoiiiiiiiiiee e 31
OV VBN ..ttt b e bt he e e e s e e et e e beeaeebe et e neeseesbesbesbesbeeneansaneans 31
[T 0] (o) V7<= PR 31
Personal INfOrmation ...t e 3-1
Adding an EMPIOYEE .....eeeieiiiiiiiiiee e 3-2
Addresses and PhONES ... 3-2
Emergency CONACES .........covveeuiieieiiiemmmmmc e e e e e ee et e e e e e e e e eeeeeees 3-2
Employee INfO & PICIUIE ........uuviiiiiiiiieieeeee e 3-3
EVAIUALION ...ttt 3-3
REMAIKS ...t 3-3
Wages/WithNOIdiNgG ......ccveeeee e 34
Departments and POSITIONS ..........uuiiiiiiieeeeeeiiiiiiiiieeiee e e e 3-5

iv e Contents PDS Ledger/Payroll Training Manual



Employment and Tax OPtioNS...........ccccuceememreeeeeereereereeeee e e e s e s sesssesnnennns 3-6

FiliNg StatUSES .....cccceiiiiiiiieiee e e e e e e e e eeeee s 3-7
Clergy STatUS ...ooviieee et r e e e e e e e e e e e e e e nnnnnes 3-7
Clergy Voluntary STAtusS ........ccccuuuuureetmmeeeeieeeeeeeeeeeeeaaeaa e e e e e e e eaaaeeenes 3-8
MaAStEr PAYCNECK ......ceiieiieieeeie ettt 39
Adding a Master PayCheck ..............oooii e 3-9
[ S 1S TP 39
Fixed Amount and % AMOUNt ...t e 3-10
FrEOQUENCY ... e eeeeeeees 3-10
View Actuals and Print ACLUAIS............eviecmereieinieie e 31
TOLAIS SCIEENS.....oeieiieteere et 311
QTD & YTD TOtaAIS....eeiiiiiiiiiiii et e e 3-11
BENEfIIS. ..ot 3-12
Personal ACHVItIES ........vvveiiiiie i cmcre e 3-13
Salary HiStOrY ....coooiiiii e es e e e e e e e e 3-14
PayCheCk HISOIY ........uuuiiiieiiieiii ettt 3-14
VIEW LISTING +.vttteeeeee ettt 3-14
EMPIOYEE REPOITS ...ttt a e 3-15
Print PayCNECKS. .. ..ottt et s 3-15
S U ettt e 3-15
Select the Paychecks for Payment ... 3-16
ONE-TIME ChECK ..o 3-17
Printing the PAyCheCKS .........uuviiiiiiies s vt e e e s e 3-18
= o 1 oS 3-19
Paycheck Detall.........cccceeiiiiiiiiiccceecee e 3-19
RV 1 ] o 3-20
Paycheck BatChes ...ttt 3-20
Paycheck REPOIS ....cooiiiiiee e 3-20
Voiding @ PayCheCK ..........uuuiiiiiiiiiieei et 3-21
EMPIOYEE PrOCESSES ......veiteeieeeieeeie ettt ettt sttt ae et se e be b saesee e e eneeeeneas 321
Delete EMPIOYEES .....coiiiiiieii et eeeeeme ettt 3-21
Delete Employee’s Wages / Withholding........cccccviiiiiin. 3-22
TULOMTAIS vttt 3-23
AddiNg an EMPIOYEE c..ovveeeeiiiiieee e 3-23
Adding a Wages/ Withholding SCreen .........eevveiiiiiiiiiiiiiiieeeeeneenen, 3-23
Adding the Master PayChecCkK................. o eeecernirniiniiienirereeeaeeaeeeaseens 3-2
Print PAYCRECKS ...vvvviiiiiiiiieeee e 3-25
4: Payroll ENd of Period ... s 4-1
OV VBN ..ttt a e bt ae et e e ee e e b e s bt eaeebe e e eneesaesbesbesaeeneeneansensans 4-1
MONEATY PrOCESSES ...oviivecieciceeeter sttt sttt e e et sae st e e reene e e eneees 4-1
QUAITEN Y PrOCESSES.....ccviivirieieeeeereee e steste s e e e e e ste e s tesaeere e e esaesaestestesresseeneenseneens 4-2
S 3 I @ o) {0 ] 1 EREREPR 4-3
N T Y 0 0= =SS 4-4
Setup and PriNt W-2S ..ottt e e e e e e e e e e e e s e s s eneeneeeeed 4-5
Setup and Print 2099S......e it A-7
ClOSE PEITOU. ...ttt bttt st s besaeere e e eneennens 4-7
Close Quarter for PayrOll...........ooui oo 4-8
Close Calendar Year for Payroll............ccooeeoiiiiiiiiiiiin -84
Common End of Year QUESHIONS .......ccooeeiieeeeei e 4-9

PDS Ledger/Payroll Training Manual Contents e v



