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Payroll Periods: Introduction

The Payroll Periods section of the Payroll Module is used to pay the employee wages. When
an employee is added, an employee payroll record for the employee is created. The employee
payroll record is where the wages earned are recorded and changes to the employee
information specific to this payroll period are made. Once an employee payroll record is
created, any changes made in the Employee Information section will not be shown in the
payroll record.

Accessing the Payroll Periods

To access the Payroll Periods section select the Payroll tab (circled), then click on the Payroll
icon (boxed). The Payroll Period List will appear.

W . CTAS —

Accuuntmg‘ Payroll ’lnvestments Indebtedness Reports Adrin Exit
A
Ernployee | Payroll | Tax
Tables

Payroll 718 AM

Payroll Period List | Add Payrol

Search by Date

01/01/2016 -] To 05/25/2016 H

Payroll Ending 7+ Descriptian T Check Date T+ Posted T4 Date Posted v

’ 2] View/Edit | ’ 3] Delete | | 4] Export to C5Y

From the payroll screen you can Add, View/Edit, Delete, or Export to a CSV file (a spread sheet
format).
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Payroll Periods: Creating a Payroll Period

To begin entering a payroll period, click on the Add Payroll tab (circled) on the Payroll screen.

Lo CTAS _=mx
Accounting Payroll Investments Indebtedness Reports Admin Exit
B £ 2
Employee  Payroll  Tax
Tables
Payroll 7:26 AM
Payroll Period List ( Add Payroll )
Search by Date
01/01/2016 =] Ta 05/25/2016 ]
Papral Ending ¥ Description T8 Check Date ¥4 Posted T4 Date Posted v
3 February il 02, i3
[ 2) View/Edit ] I 3) Delete l I 4) Export to CSV l

After the Add option is selected, the Add Payroll tab will open.

. CTAS _ = x
Accounting Payrall Investments Indebtedness Reparts Admin Exit
& ao
Ernployes  Payroll  Tax
Tables
Payroll 7:28 AM
Payroll Period List Add Payroll
*Payral Period Ending Date | 55 E|
*Description ‘
Motes ‘
Check Date E|
Fosting Date  <Mot Posted:> Save Cancel
Last Hame A First & Middle Name A Employes # A SSH A PERAH A Payoll_ID a el | e
Create/lpdate Payrol Roster
Enter Hours/Edit Payrol Check
View Payroll Register
Print Payrol Chacks
Enter Payrol Check Mumbers
Frint Payrol Register
INet Pay Account Distribution Repart
Fost MNet Pay to Disbursements
Edit Check
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Payroll Periods: Creating a Payroll Period (continued)

When the Add Payroll tab opens, complete the following steps:

e Enter the payroll period end date in the Payroll Period Ending Date field or use the
down arrow to choose a date.

e Enter a description of the payroll period in the Description field.
e Enter a Check Date.

e Only check the Beqginning Balances box if starting the Payroll Module of CTAS in
the middle of a fiscal year, having already issued payrolls in that year. (See page

12-31.)

Click the Save button to create the payroll period.

Payroll Period Details Screen

After saving the payroll period information, the Payroll details tab will be displayed (circled).

Lo CTAS = x
Accoun ting Payroll Investments Indehtedness Reports Admin Exit
& 8 E
Employee  Payraoll  Tax
Tables

Payroll 7:30 AM

Payroll Period List Add Payroll (16-5!25/2016 x )

i o /25 o0 16 ]
#Payroll Period Ending Date | N2 iaoils Advanced...
May Payrol
#Description Ry
MNotes

Check Date | 05/25/2016 -

Posting Date Mot Posted Save Cancel
Last Mame A First & Middle Mame A Employes # A OSSN + PERAH A Payrall_ID + Payroll Processing

Create/lpdate Payral Roster

Enter Hours/Edit Fayrol Check

Enter Payrol Check MNumbers

Print Payrol Register

MNet Pay Account Distribltion Report

| |
| \
| View Payrol Register ‘
| Print Payrol Checks ‘
| \
| \
| \
| \

Post MNet Pay to DisbLrsements

Edlitt Check

On the Payroll details screen, you can add or edit notes concerning this payroll period, change the
Payroll Period Ending Date, change the payroll Check Date, or do the payroll processing.
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Payroll Periods: Creating a Payroll Period (continued)

Adding Notes to a Payroll Period

When you are creating (see page 12-2) or changing (see page 12-44) a payroll, you can insert
comments concerning this payroll in the Notes field (boxed).

L= CTaS R
Account ting Payroll Investments Indebtedness Reports Admin Exit
&8 4 I
Employes  Payrall  Tax
Tables

Payroll 7:36 AM

Payrol Period List Add Payrol | 16-5/25/2016 x

#Payrol Period Ending Date | 05/25/2016 E| Advanced

Mary Payrol
Hezcription v EaY
Veeting Payrol
o
Check Date |05/25/2016 I~
Posting Date Mot Posted (\ Save ' Cancel
Last Mame 4 First & Middle Name & Employes # B CoNE 4 PERA# A Paol D & Pagroll Processing

Create/pdate Payrol Roster

Enter Hours/Edit Payrol Check

Wiew Payroll Register

Print Payrol Checks

Print Payrol Register

Met Pay Account Distribution Report

| |
| \
| |
| \
| Enter Payrol Check Mumbers ‘
| \
| \
| \

Post Met Pay to Disburserments

Edit Check

You can enter up to 255 characters in the Notes field. Enter your comments, and then click the
Save button (circled) to save the information regarding this payroll.

Editing Notes to a Payroll Period

You can also change (edit) the comments/information entered in the Notes field. If a comment
has been entered for a payroll, the Payroll details screen allows you to edit notes in the text box.
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Payroll Periods: Processing a Payroll

The Payroll Processing column (boxed) on the right side of the Payroll details screen contains
buttons designed to assist in the preparation of the payroll.

L= CTAS = ox
Accoun ting Payroll Investments Indebtedness Report: Adpmi Exit
Employes  Payrall  Ta
Tabl
Payroll 7:42 AM
Payrol Period List Add Payroll | 16-5/25/2016 x
*Payroll Period Ending Date | 05,/25/2016 E|
May Fayroll
HDescription Lt
Meeting P. /]
Motes eeting Fayral
Check Date | 05/25/2016 =]
Posting Date  MNot Posted Save Cancel
Last Mame 4 First & Middle Mame 4 Employes # = SSN# & PERA# + Payroll_ID & Payroll Processing

Create/lUpdate Payrol Roster

Enter Hours/Edit Payrol Check

Wiew Payroll Register

Print Payroll Checks

Enter Payrol Check Mumbers

Print Payroll Register

Met Pay Account Distributon Report

Post MNet Pay to Disbursements

Edit Check

Creating a List of Employees (Roster)

To create a list of employees to be paid, click on the Create/Update Payroll Roster button (boxed)
in the Payroll Processing column.

= CTAS = x
Accoun ting Payrall Investments Indebtedness
& 8 2

Employee  Payroll  Tax
Tables

Reports Adrmin Exit

Payroll 7:45 AM
Payrol Period List Add Payrall 16-5/25,/2016 x
#Payroll Period Ending Date | 05/25/2016 E|
May Payrol
*escription i
Notes Meeting Payrol
Check Date |05/25/2016 -]
Posting Date Mot Posted Save Cancel
Last Marme 4 First & Middle Name & Employes # =SSN # | PERA# & Payroll_ID & Payroll Processing

Create/lpdate Payrol Roster

Enter Hours/Edit Payroll Check

Wiew Payrol Register

Print Payrall Checks

Enter Payrol Check MNumbers

Print Payrol Register

Met Pay Account Distribution Report

Post MNet Pay to Disbursements

Edit Check
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Payroll Periods: Processing a Payroll (continued)

Creating a List of Employees (Roster) (continued)

After clicking the Create/Update Payroll Roster button, the Payroll Roster screen will appear.

Payroll Roster
Unszelected Employees Employees on Payroll Roster

Last Mame First & Middle Mame Emplopee # Last Mame First & Middle M ame Employee #

Doe Jane 4
Doe John 1

Do 2 Jane
Doe3 Jon
Do= 4 Johi
Do=h John

i

LB RN ENS

i

>

i

i

55

e

To select the employees who will be paid:

e Select the names of employees to be paid from the Unselected Employees box and move
the names to the Employees on Payroll Roster box. The “>>" button will move all
employees’ names listed in the Unselected Employees box to the Employees on Payroll
Roster box. The “>" button will move the highlighted name(s) from the Unselected
Employees box to the Employees on Payroll Roster box. You can also move an individual
name by double-clicking on that name.

e The “<” button will move highlighted employees’ names from the Employees on Payroll
Roster box to the Unselected Employees box. The “<<” button will move all employees’
names from the Employees on Payroll Roster box to the Unselected Employees box.

e Once all necessary employees are moved to the Employees on Payroll Roster box, click
the Save button (circled) and employee payroll records will be created.
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Payroll Periods: Processing a Payroll (continued)

Entering the Employee Hours

After the Payroll Roster has been created, a list of the employees on that roster will appear on the
Payroll Details screen. To enter the number of hours worked, click the Enter Hours/Edit Payroll
Check button (boxed) in the Payroll Processing column.

o CTAS = X

Accounting Payroll Tnvestments Indebtedness Reparts Adrain Exit
Employes  Payrall  Tax
Tables
Payroll 7:54 AM
Payrol Period List Add Payrol 16-5/25/2016 x
#Payroll Period Ending Date | 05/25/2016 E|
May Payrol
*escription ey
Meeting Payrol
Notes [1Eeting Payro
Check Date |05/25/2016 (-]
Posting Date Mot Posted Save Cancel
Last Mame 4 First & Middle Name £ S5N 6 Emplopee # & FERA#H - Payroll Processing
»y =
= Dos John 00C-00-0000 1

Create/lUpdate Payrol Roster

Enter Hours/Edit Payrol Check

View Payrol Register

Print Payrall Checks

Print Payrol Register

Met Pay Account Distribution Report

I
[
I
I
l Enter Payrol Check MNumbers
I
I
I

Paost MNet Pay to Disbursements

Edit Check

When you click on the Enter Hours/Edit Payroll Check button, the Payroll Check Information
screen will appear.

Payroll Check Information
Employee #: 4 Mame: Jane Doe
iGrose Pay [F3] Tares F4) Ermplopes Dieduction [F5] Emplower's Share [FE) #cct. Dist [F7)
Select an Employee [Payroll Period Ending 57255201 6] Check Mumber:
Last Mame First & hdiddle Mame Employes # Fay Frequency Gross Pay Sick Balance Sick Accrues “Wacation Balance “Wacation Accrue
: i Iy 0.00: 0.00: 0.00: 0.00:
Doe Johm 1 0.00 0.00 0.00 0.00 0.00
Gross Pay Summary Sick
0.00
Mame RegHrs Sick Hrs Wac Hrs Arnount Ovwertirme Gross Pay Tips 8 EE B 0.00
»  Meeting $50.0000 [ $0.00  Reqgular Pay $0.00
Hourly $20.000 | el $0.00 . £0.00
Owerti F -
Ehra Mesting gre.000 [ £0.00 I P BB B
$0.000 $0.00 Gross Eamings $0.00 acation
CD-Owvertime $1EIDUDUDUD :ggg Tatal Deductions $50.00
. b 5
= B MNet Pay $-50.00 Balance 0.00
EIC Arnourt
Accied 0.00
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Payroll Periods: Processing a Payroll (continued)

Entering the Employee Hours (continued)

Payroll Check Information

Emploves #: 4 Mame: Jane Doe
Gross Pay [F3]© Taxesz [F4) E mployes Deduction [F5] Employer's Share [FE] Aot Dist [F7)
Select an Employee [Fayroll Period Ending 5/25/2016] Check Mumber:
Last Mame First & hiddle Mame Employes # Pay Frequency Grozz Pay Sick Balance Sick Accrue “Wacation Balance “Yacation Accrue
T ere 125.00: 0.00: 0.00: 0.00:
Dioe John 1 Bi‘w'eekly 0.00 0.00 0.00 0.00 0.00
Payraoll @

[0] Payroll details Saved successfully.

Gross Pay Sick
Mame Feg Hrs Sick Hrs Wac Hrs . S i o0 Ealance 0.00
p Meeting 1.00 T T FICCOO——TTEgTEr Ty $125.00
Haurly $20.000 ] $0.00 . $0.00
Exira Mesting - $75 00 & $75.00 Overtime Pay Accrued 0.00
$0.000 $0.00 (Gross Eamings $125.00 Vacation
CD-Overtime $33‘ DDDDE sggg Total Deductions $33.56
- $0. $0. Net Pay $65.44 Balance 0.00
EIC &mount
B d 0.00
Met Pay + EIC I

\

When the Payroll Check Information screen appears, complete the following steps:

e Enter the number of hours for each pay rate (boxed). When the pay rate is a meeting
rate, enter the number of meetings attended in the Reg Hours field.

e Once the hours have been entered for an employee, click the Save button (circled).
e Then click OK (center) on the Payroll box.
e Continue onto the next employee until all employees’ hours have been added.

e When the hours have been entered for all of the employees, click the Save button, then
the Close button in the Payroll Check Information box.

Information on the Taxes (F4), Employee Deduction (F5), Employer’s Share (F6), and Acct. Dist
(F7) tabs can be updated by clicking on the appropriate tab. For more information on these tabs,
see Chapter 11 of this manual, Employee Information.

Note: Changes made to the employee payroll period record will not change any information

in the Employee Information record.
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Payroll Periods: Processing a Payroll (continued)

View a Payroll Register

The next step is to view a Payroll Register. The Payroll Register can be viewed in either a
Landscape or Portrait format. To view the Payroll Register, click on the View Payroll Register
button (boxed) in the Payroll Processing column on the Payroll details screen.

= CTAS = %

Lccoun ting Payrall Investments Indebtedness Beport: Adm Exit

&8 a o
Employee  Paroll  Tax
Tables
Payroll B:25 AM
Payroll Period List Add Payrol © 16-5/25/2016 x
HMPayrol Period Ending Date | 05/25/2016 |z|
Mezcription Mz Payrel
Motes Meeting Payrol
Check Date | 05/25/2016 [-]
Posting Date Mot Posted Save Cancel
Last Name + First & Middle Name: + 550 + Employee # A PERAH - Payroll Processing

’ : Do Jahn 000-00-0000 1 l Create/Update Payroll Roster I
[ Enter Hours/Edit Payroll Check l
l‘ Wiew Payroll Register ||
[ Print Payrol Checks I
l Enter Payrol Chadk Numbers I
l Print Payrall Register I
l Met Pay Account Distribution Report I
l Post MNet Pay to Disbursements I

When the View Payroll Register button has been clicked, the CTAS Payroll Register screen will
appear.

CTAS Payroll Register

This report can be displayed in either Landscape or Portrait display format.
Select the format;

) Landscape @ Portrait

(Preview“u Close I

When you click the Preview button (circled), the print preview (Report Viewer screen) will show
the payroll register based on the format option selected (boxed). A sample of the Landscape
format can be found on page 12-11. A sample of the Portrait format can be found on page 12-12.
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Payroll Periods: Processing a Payroll (continued)

Viewing a Payroll Register (continued)

After reviewing the Payroll Register, close the Report Viewer window by clicking the red “X”
(circled).

a:' CTAS Report Viewer EI@@I
o N
L 1 M e~
Main Repart
-
New Township Payroll Register- Landscape 5/25/2016
Payroll Period Ending: 05,/25/2016
Empl H Eami Pretay Dedusti
mployee ours mings retar Dedustiors Tamble  Federm!
D Mame Regular Quertime  Regular Owertime Tips Gros FERA Deflrcome  Cafeteria Other Wages WHTax FICA Medicar =
4 Doe,Jane 2.00 o.op F13E00 0.0 0.0 5125.00 000 550.00 s0.00 0.0 700 0.0 R 5181
1 Doe,lohn 40.00 o.on 520000 50.00 50.00 5800.00 55200 515.00 50.00 50.00 573300 B44p4 549,60 51160
TOTALS 4z [aful] 592500 g0 g0 §9z2500 s $65.00 00 g0 fe0Em0 G448 55735 134
Empl I
mployes stste reLrnze
] Mame WHTa Health Dertal Life UrionDues  Othersl  Others2 Others2 Net Pay EC Mt Py & HIC Check#
4 Doe, Jane 50.00 50.00 50.00 s0.00 s0.00 50.00 50.00 50.00 565.44 s0.00 56544
1 Doe,John RNEN] 50.00 50.00 s0.00 s0.00 50.00 50.00 50.00 561367 s0.00 561367
ToTaLs FEENEECEL 000§ 5000 SL0 S0 $673.11 0.0 $673.11
i
Current Page Mo 1 Total Page No.: 1 Zoom Factor 200%
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Payroll Periods: Processing a Payroll (continued)

Sample Payroll Register (Landscape)

"New Township Payroll Register- Landscape 5/25/2016
Payroll Period Ending: 05,25 /2016
Employes Hours Earnirgs Preta: Deductiors
Federal
D Marme Regular Overtime  Regular  Overtime Tips Gross PERA  Deflrsome  Cafeteria Cther WHTax FICA Medicare
0 Doe,lane Z.00 0.00 512500 50.00 50.00 5125.00 S0.00 550.00 50.00 50.00 50.00 5T s181
1 Daoe,dohn 40.00 0.00 5800.00 50.00 50.00 5800.00 552.00 515.00 50.00 50.00 54454 54960 511.60
TOTALS az.0 0.00 32500 0,00 S0.00 92500 £52.00 $65.00 0.00 50,00 44,81 £5735 $13.41
Ermpl 1
mployee e reumnce
D Harme WFH T Health Dertal Life UnionDuss  Othersl  Othersz  Otherss Mt Fay Mt Pay & EIC Check#
T Due,dane 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 SEE.A4 56544
1 Doe,John 513.29 50.00 50.00 50.00 50.00 50.00 50.00 50.00 561367 561367
TOTALS £13.29 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £679.11 £67911
Page 1 of 1
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Pavroll Periods: Processing a Payroll (continued)

Sample Payroll Register (Portrait)

Check Number

New Township Payroll Register 512512016
Payroll Perod Ending  057/25/2016
4 Doe, Jane
Evtra Mesting 1.00
Horly 0.00
Mesting 1.00
0.00
CO-Overtime 0.00
Regular E arnings $125.00
Overtime E amings $0.00
ips $0.00
Total Gross E arnings $125.00
FERA $0.00
Defered |ncome $50.00
Cafeteria Plan $0.00
Pretax Other $0.00
Tawxable Wages $75.00
Federal Withhalding $0.00
FICA $7.75
Medicare $1.81
State ‘withholding $0.00
Health Inzurance $0.00
Dental Insurance $0.00
Life Insurance $0.00
Union Dues $0.00
Others1. $0.00
Others2. $0.00
Others3. $0.00
Met Pay $65.44
Earmed Income Credit $0.00
Met Pay & E armed Income Credit $65.44
Check Mumber
1 Doe.John
0.00
Hourly 40.00
Meeting 0.00
0.00
Regular E arnings $800.00
Overtime Earmings $0.00
Tips $0.00
Total Gross E arnings $300.00
FERA $52.00
Defered |ncome $15.00
Cafeteria Plan $0.00
Pretax Other $0.00
Tawxable Wages $733.00
Federal Withhalding $44.84
FICA $49.60
Medicare $11.60
State Withholding $13.29
Health Inzurance $0.00
Dental Insurance $0.00
Life Insurance $0.00
Unioh Dues $0.00
Others1. $0.00
Others2. $0.00
Others3. $0.00
Met Pay $613.67
Eamed Income Credit $0.00
Met Pay & E arned Income Credit 361367
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Payroll Periods: Processing a Payroll (continued)

Printing Checks

Print Payroll Checks is the next step in the Payroll Processing. If you are not using CTAS to print

checks, you will skip this step.

To print a check, click the Print Payroll Checks button (boxed).

= CTAS
Account ting Payrall Inwestments Indebtedness Reports Adrnin Exit
& 8 I
Ernployze  Payroll  Tax
Tables

Payroll

Payroll Period List Add Payrol  © 16-5/25/2016 x

8:40 AM

*Payral Period Ending Date  05/25/2016 E
May Payrol
Hescription Y rEY
[Meeting P. Il
Motes =2 TNg Fayrol
Check Date  05/25/2015 [=]
Posting Date Mot Posted Save Cancel
Last Name 8 First & Middle Mame = S5M & Emplopes # = PER& # & Paroll Processing

+ Doe John 000-00-0000 1 Create/Update Payrol Roster

Enter Hours/Edit Payroll Check

View Payroll Register

Frint Payrall Checks

Print Payroll Register

[Net Pay Account Distribution Report:

|
\
[
\
\ Enter Payroll Check Mumbers
\
l
l

Post MNet Pay to Disbursements

After clicking the Print Payroll Checks button, the Select Date screen will appear.

- -
Select Date

Select Date | ps252015 [=]
Vertical Ad] No adjustment -
[ Preview I l Close J

When the Select Date screen appears, complete the following steps:

e Enter the date of the checks in the Select Date box.

e You can adjust where the payee, date, and amount are to be printed on the check by
clicking on the Vertical Adj down arrow and choosing an adjustment. This allows you to
line up the payee name with the “Pay to the order of” line on the check. Checks can

printed onto a blank sheet of paper to preview a sample of the check.

e Click the Preview button and a print preview of the checks will be displayed.
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Payroll Periods: Processing a Payroll (continued)

Printing Checks (continued)

When the print preview (Report Viewer screen) appears, insert the checks into the printer.
After reviewing the preview, click on the Printer icon (circled, left) to begin printing the checks.

By clicking the red “X” (circled, right) you can close the Report Viewer screen.

-
Ea)y v« w e d -
Ma\r\epavt‘

Jane Doe

Jane Doe
458 - 3rd Street
Here, MN 000000000

Jane Doe
Extra Meeting
Hourly
Meeting

CD-Overtime

Grogs Pay - Regular
Gross Pay - Over
Retirement Contribution
Cafeteria Plan
Deferred Income
Pretax Other
Federal

State

Sacial Security
Medicare

YTD Total Wages
YTD Taxahle Wages

100
0.00

100

0.00

0.00
$125.00
$0.00
$0.00
50,00
450,00
$0.00
$0.00
50,00
§7.75
5181
$1,300.00
£1,200.00

05/25/2016

********65.44

Sixty Five Dollars And Forty Four Cents

Payroll Period Ending
Health - Employes
Health - Dependant
Dertal - Employes
Dental - Dependant
Life - Employee
Life - Dependant
Union Dues

Other Deductions
Total Deductions
Health - Employer
Dental - Employer
Life - Employer
et Pay

Check Date

¥TD Federal Taxes
Y10 State Taxes

05/25/2016
50.00
$0.00
50.00
50.00
50.00
$0.00
50.00
50.00

$53.56
$0.00
50.00
50.00
86544
05/25/2016

464,04
530.26

Curtent Page No. 1

Total Page No. L+

Zoom Factor 130%
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Payroll Periods: Processing a Payroll (continued)

Printing Checks (continued)

After clicking on the Printer icon, the Print screen appears.

= Print ot 3m
General | Layout
Select Printer
e HP Laserlet 4250 PCLG %= Send To OneNote 2010

=0 Microsoft XPS Document Writer
5 PDF Complete

4 1 b

Status: Ready Prirt to file | Preferences
Location:
Ero=t Find Prirter...
Page Range
G Mumber of copies: 1

Selection Currert Page

Pages:

Print Cancel Apph

Click on the Print button to begin printing the checks. The following page has a sample of the
check.

To close the printing of the checks:

e Click the red “X” icon on the Report Viewer screen (see previous page).
e Click the Close button on the Select Date screen.
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Payroll Periods: Processing a Payroll (continued)

Printing Checks (continued)

Sample Check

lans Doe

Jane Doe

45§ - 3rd Street

Here, WM 000000000
lane Doe
Extra Meeting 1.00
Houry 0.00
Meeting 1.00

oo
CO-Owertime o.oo
Gross Pay- Regular £125.00
Gross Pay- Over 30000
Retiremen Comm bt an $0.00
Cafeteria Flan $0.00
Deferred Income $50.00
Pretax Other $0.00
Federal s0.00
itane $0.00
Social Seourity 3775
Medicare $1.81
¥TD T otal Wages $1,50000
¥TD Taable Wages $1,200.00
Jane Doe
Extra Mesting 1.00
Houry .00
Meeting 1.00
oo

CD-Overtime oo
Gross Pay- Regular $125.00
Gross Pay- Cwer $0.00
Retirenent Cortribution 5000
Cafeneria Man $0.00
Deferred Income $50.00
Pretax Other $0.00
Federal $0.00
state so.oo
Social Seourity $7.75
liedicare 5181
¥TD Total Wages $1,500.00
WTM T avmhl e Wimees 1 20N NN

05/25/2016

O D

Sixty Five Dollars And Forty Four Cents

Payraoll Perod Ending
Health - Emploves
Health - Dependant
Dental - Emploves
Dertal - Dependant
Life - Emplayees

Life - Dependant
Urnion Dues

Other Dedudions
Total Dedudtions
Health - Emplover
Dental - Employer
Life - Ernplaser

Met Pay

Check Date

YTD Federal Tawes
Y¥TDr State Taxes

Payraoll Period Ending
Health - Emploves
Health - Dependant
Dental - Employes
Dermal - Dependant
Life - Employes

Life - Dependart
Union Dues

Other Dedudions
Total Dedudions
Health - Ernpl over
Dental - Employver
Life - Ernployer

Met Pay

Check Date

YTD Federal Tawes
WTT Srete Taves

052542016
$0.00
$0.00
$0.00
40000
$0.00
$0.00
$0.00
$0.00

45956
$0.00
40000
$0.00

$65.44

05 /25/2016

46404
$34 26

05 /25/2016
$0.00
$0.00
40000
$0.00
40000
$0.00
40000
$0.00

35956
$0.00
$0.00
40000

$65.44

05 /25,2016

46404
¥ BT
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Payroll Periods: Processing a Payroll (continued)

Entering Check Numbers

After the checks have been printed, you will need to enter the check numbers. Once a check
number has been entered, you cannot print a check. To enter the check numbers, click the Enter

Payroll Check Numbers button (boxed).

Lo CTAS
Accounting Payroll Investments Indebtedness Reports Adrmin Exit
& & 4

Employee  Payroll  Tax
Tables

Payroll

Payroll Period List Add Payrol | 16-5/25/2016 x

9:00 AM

*Payrol Period Ending Date | 05/25/2016 E|

May Payrol
#escription v ray

Meeting Payrol

MNotes
Check Date | 05/25/2016 -]
Posting Date Mot Posted Save Cancel
Last Hame B First & Middle Name +# 55N + Employes # + PERA# Payroll Processing
y &
= Doe Jaohin 000-00-0000 1

Createlpdate Payrol Roster

Enter Hours/Edit Payroll Check

View Payrol Register

Frint Payroll Checks

Enter Payrol Check Mumbers

Print Payrol Register

Met Pay Account Distribution Report

Post Met Pay to Disbursements
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Payroll Periods: Processing a Payroll (continued)

Entering Check Numbers (continued)

After clicking the Enter Payroll Check Numbers button, the Payroll Check Numbers screen will
appear.

Payrall Check Murnbers

Check Date 05/25/2016 E
Last Mame First & Middle Mame Erplayee # Check Number

Doe Jane 4 833
: : 300

Save ] [ Lloze

When the Payroll Check Numbers screen appears:

e Enter the date of the checks in the Check Date dropdown (boxed). This is the date that
will be posted to disbursements as the date of the check.

Note: In addition, this is the date CTAS will use to calculate the withholding for each
quarter for the Form 941 report, and this is the date requested when printing the Account
Distribution reports.

e Enter the Check Number for each payroll check.
e Click the Save button, then click the OK button.
e Close the Payroll Check Numbers screen.
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Payroll Periods: Processing a Payroll (continued)

Print Payroll Register

Next select the Print Payroll Register button (boxed).

LR CTAS = x

Accounting Payrall Investments Indebtedness Reports Admin Exit

@ 82
Employee  Payroll  Tax
Tables

Payroll 9:25 AM

Payrol Period List Add Payrol | 16-5/25/2016 x

*Payrol Period Ending Date | 05/25/2016 B
May Payrol
*Dezcription Ve
e Meeting Payrol
Check Date  05/25/2016 [

Posting Date Mot Posted Save Carcel
Last Name 4 First & Middle Name = 55N B Employee # + PERA & + Paproll Processing
y B

+ Doe dobn 000-00-0000 1 Create,Lipdate Payrol Roster

Enter HoLrs/Edit Payrol Check

View Payroll Regiater

Print Payrol Checks

Enter Payroll Check MNumbers

Print Payroll Regizter

Net Pay Account Distribution Report

Post Met Pay to DisbLrsements

Edit Check

When the Print Payroll Register button has been clicked, the CTAS Payroll Register screen will
appear.

CTAS Payroll Register

This report can be displayed in either Landscape or Portrait display format.
Select the format;

@ Landscape () Portrait

E—
Freswiew Close

When you click the Preview button (circled), the print preview (Report Viewer screen) will show
the payroll register based on the format option selected (boxed).
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Payroll Periods: Processing a Payroll (continued)

Print Payroll Register (continued)

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report.
(See page 12-15 for printing instructions)

o CTAS Report Viewer E @
N N

A(5): B L nma-

Main Report

New Township Payroll Register - Landscape 5/25/2016
Payroll Period Ending ~ 05/25/2016
Employee Hours Earnings Pretax Deductions
Taxable  Federal
D Hame Regular Overtime  Regulr  Overtime Tips Grass PERA  Def income  Cafeteria Other Wages  WHT&  ACA Medicare
4 Doelane 200 000 3L2500 50.00 s000 512500 30.00 350.00 5000 3000 $7500 snon §775 3181
1 DogJohn 4000 000 gs00AD 50.00 5000 SEODO0  §52.00 415.00 5000 3000 57IRO0 GM4E 440 31160
TOTALS 200 000 92500 $0.00 $000  $92500  $5200 6540 $0.00 $000  $80800 SMBd  $5735 s13M
Employee Insurance
ror State
D Hame WH Tax Health Dental Life Union Dues  Othersi  Others2  Others3 Het Pay AC Het Pay & BC Check #
4 Doelane $0.00 $0.00 30.00 $0.00 5000 5000 5000 $0.00 36544 5000 $65.44 799
1 Doelohn 1329 $0.00 30.00 $0.00 5000 5000 5000 $0.00 461367 5000 361367 a0
TOTALS $13.29 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $679.11 $0.00 $679.41

q{

Current Page Now 1

Total Page Mo 1

Zoom Factor 123%

To close the Payroll Register:

e Click the red “X” icon (circled, right) on the Report Viewer screen.

e Click the Close button on the CTAS Payroll Register screen.
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Payroll Periods: Processing a Payroll (continued)

Net Pay Distribution Report

The Net Pay Account Distribution Report may be used to report the payroll information to the
town board or city council. To print the Net Pay Account Distribution Report, click on the Net
Pay Account Distribution Report button (boxed).

CE CTAS i

Accounting Payrall Irvestments Indebtedness Reports Adrin Exit

& 8
Ernplayee  Payroll  Tax
Tables

Payroll 9:38 AM

Payrol Period List Add Payrol | 16-5/25/2016 x

*Payroll Period Ending Date | 05/25/2016 B
May Payrol
*Description v
Meeting Payrol
MNotes ey
Check Date | 05/25/2016 [
Posting Date Mot Posted Save Cancel
Last Mame & First & Middle Name + G5M +# Employes # & PERAH# + Pagroll Processing
P R
# Doe don 000-00-0000 1 Create/Update Payrol Roster

Enter Hours/Edit Payrol Check

View Payroll Register

Print Payroll Checks

Enter Payroll Check Numbers

Prinit Payroll Register

MNet Pay Account Distribution Report

Post Net Pay to Disbursements
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Payroll Periods: Processing a Payroll (continued)

Net Pay Distribution Report (continued)

After clicking on the Net Pay Account Distribution Report button, the Payroll Report Data screen
will be displayed.

Payroll Report Data " —

Report Type

By Employee

Unallocated (Due to Rounding) Account
Fund: Account Number: Object Code:
100: General Funds - 41110: Council.(Town Board) v 100: Wages and Salaries:

[ Preview I| Close |

There are two options for organizing the Net Pay Distribution Report. The By Account option
(circled) is the default selection. With this option, the report will be organized by account number
to show how the net pay will be distributed when the net pay is posted to the disbursements.
Instructions for using the By Employee option are shown on the next page.

When the By Account option is selected, the Unallocated (Due to Rounding) Account box
appears immediately below it. There are times when the account distribution for an employee
does not match the total net pay for the employee due to the percentage allocation in the account
distribution. The Unallocated (Due to Rounding) Account is used to account for this difference.
A sample of the Net Pay Distribution Report by Account can be seen on page 12-25.

To use the By Account option to print the report:

e Click the By Account radio button if it is not already filled in.

e In the Unallocated (Due to Rounding) Account box, enter the Fund Number in the
Fund field. Then, enter the Account Number and the Object Code in the adjacent
fields.

e Click the Preview button (boxed).
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Payroll Periods: Processing a Payroll (continued)

Net Pay Distribution Report (continued)

The second option, By Employee (circled), will print the report alphabetically by employee. A
sample of the Net Pay Distribution Report by Employee can be seen on page 12-24. To use the
By Employee option to print the report.

Payroll Repart Data

Report Type
© By Employ By A

I Preview ” Close

Click the By Employee radio button (circled), then click the Preview button (boxed). The print
preview (Report Viewer screen) will appear.

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report.
(See page 12-15 for printing instructions)

N
u|
o2 CTAS Report Viewsr =E (=
HOEE : o e - =y
Main Report
New Township Net Pay Account Distribution 5/25/2016
For the payroll period ending: 05/25,/2016
Account # Employee # Employee Hame Amount
100-41110-100 1 Dae, John 61367
#Account Total 613.67
100-41405-101 4 Doe, Jane 5272
#Account Total 3212
601-41405-101 4 Dae, Jane 5272
Account Total 32.1n2
100-41110-100
Unallocated due ta rounding 40,00
Total For Period $679.11
John Doe City Council /Town Board Date
John Doe 2 Town Supervisor Date
Jon Doe 3 City Council /Town Board Date
Current Page Mo. 1 Total Page No.: 1 Zoom Factor: 100%

To close the report:

e Click the red “X” icon (circled, right) on the Report Viewer screen.
e Click the Close button on the Net Pay Distribution Report.
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Payroll Periods: Processing a Payroll (continued)

Sample Net Pay Distribution Report by Employee

MNew Township Met Pay Account Distribution By Employee 5/25/2016

For the payroll period ending: 0S/25/2016

Employee Name Employee Num ber Account Hum ber allocation Amount Check Humber
Cioe, lane 4 100-41405-101 43272 899
601-41405-101 3272
Het Pay: $65.94
Doe, lohn 1 100-41110-100 461367 900
Het Pay: $613.67
John Doe City Council/ Town Board Date
John Doe 2 Town Supervisor Date
Jon Doe 3 City Council/ Town Board Date
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Payroll Periods: Processing a Payroll (continued)

Sample Net Pay Distribution Report by Account

Mew Township

For the payroll period ending: 05/25,/2016

ACcount # Employee #
100-41110-100 1
100-41405-101 4
601-41405-101 4

100-41110-100

Unallocated due to rounding

Met Pay Account Distribution

Emiployee Hame
Doe, lohn

Doe, lane

Doe, lane

Account Total

#Account Total

Account Total

Toral For Period

5f25/2016

Am ount
61367
613.67

272
32.72

3272
J2.72

#0.00
679,11

lohn Doe

City Council; Town Board Date
John Doe 2 Towvin Supervisor Date
Jon Doe 3 City Council; Town Board Date
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Payroll Periods: Processing a Payroll (continued)

Post Net Pay to Disbursements

CTAS is a cash basis system. In a cash basis system, only the net pay is posted for payroll. The
withholding amounts will be recorded when the checks are written to pay the withholding
amounts. The amounts posted in the account distribution in disbursements are from the account
distribution recorded in the employee payroll record.

To post the net pay to disbursements, click on the Post Net Pay to Disbursements button (boxed).

Lo CTAS = x

Accounting Payroll Inwestments Indebtedness Reports Admin Exit

@& 82
Employee  Payroll  Tax
Tables

Payroll 10:03 AM

Payroll Perind List Add Payrol | 16-5/25/2016 x

*Payrol Pericd Ending Date | 05/25,2016 E|

Maty Payrol
*Description vy
Meeting Payrol
MNotes 9Ty
Check Date | 05/25/2016 -]
Posting Date Mot Posted Save Cancel
Last Hame 4 First & Middle Mame + 55N + Employes # + PERA# + Payroll Processing
P R
# Doe Jofn 00C-00-0000 1 Create/Update Payrol Roster

Enter Hours/Edit Payrol Check

View Payrol Register

Frint Payrol Register

Net Pay Account Distribution Report:

|
l
|
Print Payroll Checks ]
|
|
l
l

|
|
|
|
l Enter Payrol Check Murmbers
|
I
I

Post Net Pay to Disbursements
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Payroll Periods: Processing a Payroll (continued)

Post Net Pay to Disbursements (continued)

After clicking on the Post Net Pay to Disbursements button, the Post Net Pay screen will be
displayed.

Post Met Pay

Payroll Period Ending D ate 8/25/2016

[rescription May Payrall

All unallocated amounts {Rounding Errors) will be posted to the following account:

Fund MNurmber Account Mumber Object Code
100: General Fund |v| 41110: Council{/Town Board 100: WAGES AMD SALARIES (101 through 109)

I| Post |I| Lancel |

To post the net pay:

Enter the Fund Number in the Fund Number field.
Enter the Account Number in the Account Number field.
Enter the Object Code in the Object Code field.

Click the Post button (boxed). To ensure data privacy, the posted payroll will display the
payroll period ending date, rather than the employee’s name.

CTAS will post an amount to this Fund, Account Number, and Object Code only when the net
pay account distributions do not equal the net pay. The amount is only a few cents and occurs
because of the distribution by percentage.

After clicking the Post button, when the net pay has been posted, the following screen will appear.
Click the OK button to return to the Payroll details screen.

F ~
Payrall e

':0] Met pay successfully posted to disbursement

e —

Cx
~—
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Payroll Periods: Deleting an Employee from a Payroll Period

To delete an employee from a payroll period, open the Payroll Period List (see page 12-2).

LI CTAS = x
Accounting Payroll Inwestments Indebtedness Reports Admin Exit
@ o2
Employee  Payroll  Tax
Tables
Payroll 8:24 AM

Payroll Period List | Add Payrol

Search by Date

01/01/2014 EI Ta 07/08/2016 B

T4 Posted T8 Date Posted T
Hi 204

Payrall Ending T4 Description
(=Y 01102014 Jan. 10 Paproll

72 2me

u 01/24/2014 Jan, 24th Pay period Y
4 02/07/2014 Feh. 7th Payrol 0202142014 ¥ 07/22/2m4
4 02/21/2014 Feh. 213t Paprol 022142014 ¥ 0772272014
4 03/07/2014 March 7th Paproll 03/07/2014 v 07/22/2m4
1 03/21/2014 March 215t Payroll 03/21/2014 v 07/22/2014
1 04/04/2014 il 4th Payrol 04/04/2014 Y 07/22/2014
= 04/18/2014 Apiil 18th Paproll 04/18/2014 ¥ 07/22/2014
4 08/02/2014 May 2nd Payral 05/02/2014 ¥ 07/22/2m4
097162014 May 16th Paprol 05/16/2014 ¥ 07/22/2m4
4 05/30/2014 May 30th Payral 05/30/2014 ¥ 07/22/2m4
1 061372014 June 13th Payroll DE/13/2014 v 07/22/2014
1 OB/27/2014 June 27th Payroll DE/27/2014 Y 07/22/2014
0741172014 July 1Tth Payrol 07/11/2014 ¥ 07/22/2014
w 02/23/2016 Fehiuary 02/23/2016 ¥ 02/23/2016
<) | |

2) Yiew/Edit 3] Delete 4) Export to CSY
‘ e —— 4

Highlight the payroll period you wish to change and click the View/Edit button (circled). After
the View/Edit button has been clicked, the selected individual payroll tab will appear.
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Payroll Periods: Deleting an Employee from a Payroll Period
(continued)

To delete an employee from the selected payroll period, click the Create/Update Payroll Roster
button on the Payroll screen (circled).

L~ CTAS - = x

Zecounting Payrall Investrents Indebtedness Beparts Admin Bt

& 485 I
Employes  Payroll  Tax
Tables

Payroll 8:32 AM

Payrol Period List Add Payrol © 26-6/2/2016 x

*Payrol Period Ending Date = pOSTED =
June Payrol st
*Hescripton U
MNotes
Check Date | A5 E|
Posting Date  5/7/2016 12:00:00 AM Save Cancel
Last Name A First & Middie Name A 55N A Emplopes # A PERAH A Payroll Processing
poeDee e DBODODOD
+ Doe2 John 000-00-0000 2 2 l C Create/lUpdate Payrol Roster ) l
& Doe3 Jon 000-00-0000 3 3

Enter Hours/Edit Payrol Check

i View Payrol Register l

Print Payroll Checks

l Enter Payrol Check Numbers l

l Print Payrall Register l

l MNet Pay Account Distribution Repart l

Post Met Pay to Disbursernents

Edit Check

After clicking the Create/Update Roster button, the Payroll Roster screen will appear.
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Payroll Periods: Deleting an Employee

from a Payroll Period

(continued)

Payroll Roster
Unselected Employees

Last Mame First & Middle MNarne Employee # Lazt Name
Do Jane 4 Doe

Doe 2 Jane 3 Doe 2
Doed John B Doe 3
Doe 5 John 7

|

b

|

]

]

<

Employees on Payroll Roster

First & Middle Mame Employee #

John
John
Jon

1
2
]

To select the employee(s) who will be deleted from the payroll period:

e Highlight the name(s) of employee(s) from the Employees on Payroll Roster box on the
right and move the names to the Unselected Employees box, on the left. The “<” button
will move highlighted employee(s)’ hames from the Employees on Payroll Roster box to
the Unselected Employees box. The “<<” button will move all employees’ names in the
Employees on Payroll Roster box to the Unselected Employees box. You can also move
an individual employee by double-clicking on the name of the employee.

e Click the Save button.

The following message will appear; click OK.

Payroll

- £3 |

This payroll has already been posted.

Ledger.

Please remember to update the related disbursement in the General

[ 0K ] | Cancel

The employee’s name will no longer appear on this payroll period, and the payroll record will be

deleted for this employee.

If there was a need to re-issue a new check for the employee deleted from the posted payroll,
add a new payroll for that individual. Make sure that the original check is voided in

disbursements.
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Payroll Periods: Entering Payroll Beginning Balances

12-31

If you begin using the Payroll Module during the year, CTAS provides an option to enter the
balances for the wages and withholdings. By entering the balances, you can skip entering each
individual payroll that has been previously paid.

To enter the payroll balances for January 1 to date, click on the Add Payroll tab (circled).

4 05/25/2016

May Payrall

L= CTAS _ o x
Accoun ting Payroll Inwestments Indehtedness Report: Admi Exit
& aa
Ernployee  Payroll  Tax
Tables
Payroll 10:58 AM
Payroll Period List(_Add Payral
Search by Date
01/01/2015 [-] To 05/25/2015 [-]
Payroll Ending W4 Description T4 Posted T+ Date Posted v
(W% 02/23/2016 February Y

2) View/Edit ] | 3) Delete l | 4] Export to CSY

Office of the State Auditor




CTAS User Manual

12-32

Payroll Periods: Entering Payroll Beginning Balances (continued)

After the Add Payroll tab is selected,

you can start to enter the beginning balances:

Enter Description “Beginning Balances for 20XX” in the description field (circled, left).

Place a check mark in the Beginning Balances box (red arrow). When the Beginning

Balances box is checked, the Payroll Period Ending Date is automatically filled in.

Click the up or down arrow to select the fiscal year for the Beginning Balances (circled,

No check date will be entered. (Checks have already been issued.)

[ ]
e Select the Advanced box (boxed, top).
[ ]
right).
e Click the Save button (boxed, bottom).

-
I ==
Accounting Payroll Investments Indebtedness Beports Admin Exit
@ 83
Employee  Payroll  Tax
I Tables
Payroll 8:21 AM
Payroll Period List | Add Payroll
. )
Payroll Period Ending Date  01/01/2016 B Advanced...
_ |Beginning Balances for 2016
*Description
— [ This payroll period will be used to set up beginning balances for wages and withholdings.
You only need to select this if starting payroll in the middle of the year.
Notes
Select Year
Check Date B
Posting Date  <Not Posted> Save Cancel ‘
Last Name 4 First & Middle Name 4 Employee # + S5N# + PERAZ 4 Payroll_ID + Payroll Processing
Create/Update Payrol Roster
Enter Hours/Edit Payroll Check
View Payrol Register
Print Payroll Checks
Enter Payroll Check Numbers
Print Payrol Register
Net Pay Account Distribution Report
Post Net Pay to Disbursements
Edt Check
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Payroll Periods: Entering Payroll Beginning Balances (continued)

After clicking the Save button, the Payroll details screen appears with a Beginning Balances
checkbox selected stating it is the Beginning Balances.

Accounting Payroll Investments Indebtedness Reports Admin Exit

@ 88
Employee  Payroll  Tax
Tables

Payroll 8:34 AM

Payroll Period List Add Payroll | 1-1/1/2016 x

*Payrol Period Ending Date | N[NNI E| g
Beginning Balances for 2016

*Description

[ This payroll period will be used to set up beginning balances for wages and withholdings.
You only need to select this if starting payroll in the middle of the year.

Notes
Select Year 2016~
Check Date
Posting Date Mot Posted Save Cancel
Last Name + First & Middle Name: A Employee # A SsN# + PERAZ A Payroll_ID + Payroll Processing

—————— ———

q’\ Create/Update Payrol Roster )
l
l
l
l
l
l
l

Enter Hours/Edit Payroll Check

View Payroll Register

Print Payroll Checks

Print Payrol Register

Net Pay Account Distribution Report

Post Net Pay to Disbursements

|
|
|
I Enter Payroll Check Numbers
|
|
I

=

Creating a Roster

To create the list of employees with Beginning Balances, click on the Create/Update Payroll
Roster button in the Payroll Processing column (circled).

After clicking the Create/Update Payroll Roster button, the Payroll Roster screen will appear.
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Creating a Roster (continued)

Payroll Roster
Unselected Employees Employees on Payroll Roster
Last Name First & Middle Name Employee # Last Name First & Middle Name Employee #
Doe sane
Save Cancel
. ———

To select employees with Beginning Balances:

e Select the names of employees to be paid from the Unselected Employees box and move
the names to the Employees on Payroll Roster box. The “>>" button will move all
employees’ names listed in the Unselected Employees box to the Employees on Payroll
Roster box. The “>" button will move the highlighted name(s) from the Unselected
Employees box to the Employees on Payroll Roster box. You can also move an individual
name by double-clicking on that name.

e The “<” button will remove highlighted employee name(s) from the Employees on Payroll
Roster box to the Unselected Employees box. The “<<” button will remove all names
from the Employees on Payroll Roster box to the Unselected Employees box.

e Click the Save button, and the employee Beginning Balances records will be created.

Office of the State Auditor



CTAS User Manual 12-35

Payroll Periods: Entering Payroll Beginning Balances (continued)

Entering the Beginning Balances

After the Beginning Balances Roster has been created, a list of the employees will appear on the
Payroll details screen. To enter the Beginning Balances, click the Enter Hours/Edit Payroll Check
button (circled).

r n
Accounting Payroll Investments Indebtedness Reports Admin Exit
& 84 &
Employee  Payroll  Tax

Tables

Payroll 8:43 AM

Payroll Period List © Add Payroll ' 1-1/1/2016 x
*Payrol Period Ending Date | (1/01/2016 EI

Advanced...

. |Beginning Balances for 2016
*Description

[¥I This payroll period will be used to set up beginning balances for wages and withholdings.

You only need to select this if starting payroll in the middle of the year.
Notes
Select Year 2016

Check Date E|

Posting Date Mot Posted Save Cancel
Last Name + First & Middle Name + SSN + Employes # + PERAZ Payroll Processing
[

4 Doe John (000-00-0000

Create/Update Payrol Roster

E=l
| |
( Enter Hours/Edit Payrol Check ;P

View Payrol Register

Print Payroll Checks

Enter Payroll Check Numbers

Print Payrol Register

Net Pay Account Distribution Report

| |
| |
| |
| |
| l
| |

Post Net Pay to Disbursements

[ o
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Entering the Beginning Balances (continued)

When you click on the Enter Hours/Edit Payroll Check button, the Payroll Check Information
screen will default to the Gross Pay (F3) tab (circled).

Payrell Check Information
Employee &: MName: Jane Doe
C (F3F)) Taxes (F4) ' Employee Deduction (F5) | Employer's Share (F6)
Select an Employee (Payroll Period Ending 1/1/2016) Check Number:
Last Name First & Middle Name Employes # Pay Freguency  Gross Pay  Sick Balance  Sick Accrue  Vacation Balance  Vacation Accrue
Dos John Weekly ' 0.00 0.00 0.00 0.00 0.00
Gross Pay Summary Sick
g 0.00
MName Reg Hrs Sick Hrs “ac Hrs Amount Overtime Gross Pay Tips Belonce 0.00
p  Mesting 5750000 [0 $0.00 Regular Pay
s 1 | o o
* Vocat
i £0.00
Gross Eamings ion
Total Deductions
P force 000
EIC Amourt
Accrued 000 N
Net Pay + EIC
Save Close

Enter the number of hours for each pay rate (boxed). The Gross Pay should equal the total paid

for the year. When the pay rate is a meeting rate, enter the number of meetings attended in the
Reg Hrs field.
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Entering the Beginning Balances (continued)

Click on the Taxes (F4) tab (circled) to enter the federal and state withholdings. The Tax and
Pretax Benefit Deductions screen will appear.

Payrell Check Information

Name: Jane Doe
mployee Deduction (F5) Employer's Share (FE)
Calculate Tax Filed W5 for Eamied Income Employes Spouse
Tax Status Eingle]
Federal Deductions 0 Total Federal Tax Withhold FICA Total FICA
Federal Withhelding 50.00 5 0.00 FICA £0.00 5 0.00
|
Tax State  MN
State Deductions 0 Total State Tax Withhold Medicare Total Medicare
State Withholding $0.00 ] 0.00 Medicare 50.00 5, 0.00
Pretax Deductions Deduct For
Deduction Name Employee Share Income Tax FICA Medicare
p  Deferred Income £0.00 i
Cafeteria $0.00 [ v [
* ] i )
Delete
Save | Close |

When the Tax and Pretax Benefit Deductions screen appears:
e Enter the total amount of federal tax withheld in the Total Federal Tax field.
e Enter the total amount of the state tax withheld in the Total State Tax field.
e Enter the total amount of FICA withheld in the Total FICA field.
e Enter the total amount of Medicare withheld in the Total Medicare field.

e Enter the total amount of Pretax deductions (deferred income, cafeteria plan, others) in the
Employee Share column.

e Check the appropriate boxes if a W5 has been filed.
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Entering the Beginning Balances (continued)

Click the Employee Deductions (F5) tab (circled) at the top of the screen to enter employee
deductions.

Payroll Check Information
Employee &:

Gross Pay (F3) ° Taxes (F4) N /. Employer's Share (FE)

Health Plan Retirement Type

Employee Amourt 5 0.00 Percentage 0.0000 =

Dependent Amount 5 0.00 Amount £0.00

I Total Amount 5,

Dental Plan

Employee Amount 5

Dependent Amount L 0.00 Union Dues Amount %

Life Plan Other Deductions

Employes Amount s 0.00 Type Amovnt

Dependent Amount s 2 s
2 5
3 s

Save | Close |

When the Employee Deductions screen appears:

e In the Insurance Deductions (After Tax) column, enter the total employee amount
withheld for health insurance in the Employee Amount field of the Health Plan area.

Enter the total dependent amount withheld for health insurance in the Dependent
Amount field of the Health Plan area.

e Enter the total employee amount withheld for dental insurance in the Employee
Amount field of the Dental Plan area.

e Enter the total dependent amount withheld for dental insurance in the Dependent
Amount field of the Dental Plan area.

e Enter the total employee amount withheld for life insurance in the Employee
Amount field of the Life Plan area.

e Enter the total dependent amount withheld for life insurance in the Dependent
Amount field of the Life Plan area.

e In the Other Deductions column, enter a Retirement Type description then total
amount withheld for retirement in the Total Amount field under Retirement Type.

e Enter the total amount withheld for union dues in the Union Dues Amount field.

Enter the total amount for any other deductions and the type of those deductions in
the Other Deductions area.
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Entering the Beginning Balances (continued)

Click the Employer’s Share (F6) tab (circled) at the top of the screen to enter the employer’s share
of any deductions.

Payrell Check Information
Employee &: MName: Jane Doe
Gross Pay (F3) % Taxes (F4) Employee Deduction (F5) ( Employer's Share (F6)
Employer's Share
Health Insurance Amount s 0.00(
Dental Insurance Amount s
Life Insurance Amount 3
| Deduction Name Employer Share
p  Deferred Income £0.00
Cafeteria $0.00
*
Delete
Retirement Rate
Regular Percentage 0.0000 =
Additional Percentage 0.0000 5
TOTAL 0.0000 =
‘ Save || Close |

When the Employer’s Share screen appears:

e Enter the total amount of the employer’s share of health, Dental and Life insurance in the
adjacent amount field.

e Enter the total amount of the employer’s share of deferred income, cafeteria or other
pretax plans under the Employer Share column (circled, center).

e Enter any changes to the employer’s percentage rate for retirement in the Retirement Rate
area.

e Click the Save button, then the OK button.

e Select Gross Pay (F3) tab (circled, top) then the next employee. Click the Save button
then the OK button when the Beginning Balances information has been entered for all of
the employees.

Then, close the Payroll Check Information screen.
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Printing a Beginning Balances Payroll Register

The next step is to print a Payroll Register. The Payroll Register can be printed in either
Landscape or Portrait format. To print the Payroll Register, click on the Print Payroll Register

button (boxed).

r T
T ==

Accounting Payroll Investments Indebtedness Reports Admin Exit
& &4 &
Employes  Payroll  Tax
Tables
Payroll 9:43 AM
Payroll Period List Add Payroll  1-1/1/2016 x

*Payrol Period Ending Date | 01/01/2016 E| Advanced

. Beginning Balances for 2016
*Description

[¥I This payroll period will be used to set up beginning balances for wages and withholdings.
You only need to select this if starting payroll in the middle of the year.

Notes
Select Year 2016+
Check Date |ZI
Posting Date  Not Posted Save Cancel
Last Hame + First & Middle Name + 8SN + Employee # + PERA# - Payroll Processing
(]
] -2 20 LLELELELD Create/Update Payrol Roster

Enter Hours/Edit Payroll Check

View Payrol Register

Print Payroll Checks

Enter Payroll Check Numbers

Print Payroll Register

Net Pay Account Distribution Report

Post Net Pay to Disbursements

I Edit Check

When the Print Payroll Register button has been clicked, the CTAS Payroll Register screen will
appear.

[ CTAS Payroll Register

This report can be displayed in either Landscape or Portrait display format.
Select the format;

@ Landscape (' Portrait

Preview Close

-
s — —

When you click the Preview button (circled), the print preview (Report Viewer screen) will show

the payroll register based on the format option selected (boxed).
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Printing a Beginning Balances Payroll Register (continued)

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report.
(See page 12-15 for printing instructions)

- S—
s CTAS Report Viewer ‘ i
& By 1 N e-
Main Report
A
New Tawnship Payrall Register- Landscape 5/27/2016
Payroll Period Ending: ~ 01/01/2016
Employee Hours Earnings Pretax Deductions
Taxable Federal
D Hanie Regular Overtime  Regular  Overtime Tips Gross PERA  Def.Income  Cafeteria Other Wages  WHTax  FICA Medicare

Doe, Jane 2600 0 $850.00 000 000 $850.00 4250 000 000 000 80750 41550 5270 1233
Doe John 1200 0 $1,20000 30,00 $0.00 $1,20000 $60.00 450,00 $0.00 30.00 SL090.00  §2933 7440 $17.40

TOTALS #0000 5205000 G000 G000 §205000 510250 §50.00 §0.00 S0 SLETSD  SMAI SLRI sl

Empl I
mployee State Insurance
> Name WH Tax Health Dental Life Union Dues  Others1  Others 2 Dthers 3 et Pay EIC Het Pay & EIC Check #

Do, Jane $1268 5000 000 000 000 $0.00 000 5000 $714.29 5000 571429
Do, Jokn §19.4 5000 000 000 000 000 000 5000 $949.63 5000 $549 63

TOTALS 3192 §0.00 §0.00 $0.00 §0.00 $0.00 §0.00 $0.00 §1,663.92 $0.00 §1,663.92

¢ 1 3
Current Page Ne.: 1 Total Page No. 1 Zoom Factor: 115%

To close the report:

e Click the red “X” icon (circled, right) on the Report Viewer screen.

e Click the Close button on the Payroll Register screen.
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Payroll Periods: Entering Payroll Beginning Balances (continued)

Sample Payroll Register (Landscape)

New Tawnship

Payrall Register- Landscape 5/27/2016
Payroll Period Ending; 01/01/2016
Employee Hours Eamnings Pretax Deductions
Taxable Federal
D Hame Regular Overtime  Regular Overtime Tips Grass PERA Def. Income  Cafeteria Other Wages WHTax  FICA Medicare
Doe,Jane 2600 i $850.00 40,00 $0.00 $850.00 44250 $0.00 40.00 $0.00 0750 $1550  $5270 1233
Doe,John 1200 0 $1,20000 $0.00 000 $1,20000 $60.00 $50.00 $0.00 000 $1,09000  $293% 47440 $1740
TOTALS 3800 000 §2,050.00 $0.00 $000  $2,05000  $10250 $50.00 $0.00 $000 189750 G483 SLTAD 52973
Employee Insurance
ploy State
D Name WH Tax Health Dental Life Union Dues  Others 1 Dthers 2 Others 3 Net Pay EIC Net Pay & EIC Check #
Doe,Jane $1268 {000 {000 5000 $0.00 3000 $0.00 {000 §714.29 5000 §714.29
Doe,John $19.24 $0.00 $0.00 40.00 4000 $0.00 4000 $0.00 $949.63 40.00 494963
TOTALS $31.92 50.00 $0.00 50.00 50.00 $0.00 50.00 $0.00 $1,663.92 50.00 $1,663.92
Page1 of 1
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Payroll Periods: Using the Search Feature

In the Payroll Period List section, you can search for payroll periods by date.

d = M
Accoun iting Payroll Investments Indebtedness Reports Admin Exit
Employee  Payroll  Tax
Tables
Payroll 10:15 AM
Payroll Period List | Add Payroll
Search by Date
01/01/2016 -] To 05/27/2016 -] ——
=
(o — — |

Payrell Ending ¥+ Description ¥ Check Date ¥+ Posted W+ Date Posted va

Enlrair

To select a range of search dates:

e Click on the first date field and enter a new date, or use the calendar by clicking on the
down arrow at the end of the field.

e Click on the second date field and enter a new date or choose a date from the calendar by
clicking on the down arrow at the end of the field.

e After choosing the date range, click the Search button (circled).

Payroll periods meeting the date criteria will be displayed.
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Payroll Periods: Editing the Payroll Information

To edit the information for a payroll period, highlight the payroll period you wish to change and
click the View/Edit button (circled).

Accounting Payrall Investments Indebtedness Reports Admin Exit
Employes  Payroll  Tax
Tables
Payroll 10:17 AM
Payroll Period List | Add Payroll
Search by Date
01/01/2016 - To 05/27/2016 [~

Payroll Ending T Description T+ Check Date T+ Posted T+ Date Posted TR

v D[ oowee | [ e

After the View/Edit button has been clicked, the Payroll details screen will appear. To change the
information for an employee, highlight the employee's information and click the Edit Check
button (boxed, below).

- e

Accoun ting Payroll Investments Indebtedness Reporis Admin Exit
Employes  Payroll  Tax
Tables
|
Payroll 10:19 AM
Payroll Period List Add Payroll | 15-2/23/2016 x
*Payroll Period Ending Date | 02/23/2016 - POSTED =
Februa
*Description =
MNotes
Check Date | TEEEIE [~]
Posting Date  2/23/2016 12:00:00 AM Save Cancel
Last Name /| First& Middle Name = SSN = Employee # = PERAF = Payroll Processing
...
+ Dee John 000-00-0000 1 l Create/Update Payroll Roster ]
+ Doeb John 00D-00-0000 7 22

Enter Hours/Edit Payroll Check

l View Payrol Register ]

Print Payroll Checks

l Enter Payroll Check Numbers ]

l Print Payroll Register ]

l Net Pay Account Distribution Report ]

Post Net Pay to Disbursements

Edit Check
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Payroll Periods: Editing the Payroll Information (continued)

After clicking Edit Check button, the Payroll Check Information screen will appear. You can
then make any changes to the payroll until the payroll has been posted. Once a payroll has been
posted, the only changes you can make are to remove an employee from the payroll roster or

change the check date.

-
Payrell Check Information

Employee #: 4 Mame: Jane Doe

i 3} Taxes (F4) Employee Deduction (F5)
Select an Employee (Payroll Peried Ending 2/23/2016)
First & Middle Name

Last Mame Employee &

Gross Pay

Sick Hrs

ol
7]
=E
=
w

MName Reg Hrs

Delete

Employer's Share (FE)

Pay Frequency

Amount

This payroll has been posted.
Only changes to the Account Distrbution can be made.

Acct. Dist (F7)
Check Number: 2447

Gross Pay Sick Accrue | Vacation Balance | Vacation Accrue

Sick Balance

Summary Sick
i Tips
(icripcl|iGro== By . - Balance 0.00
Regular Pay $1175.00
Owvertime Pay Accrued 0.00
i £1175.00
Gross Eamings V. ion
Total Deductions $238.19
Net Pay £536.81 Balance 0.00
EIC Amount
Net Pay + EIC £935.81 Accrued 0.00

Save Close

After editing the information, click the Save button.
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Payroll Periods: Editing the Payroll Period Date

To edit the Payroll Period Ending Date, highlight the payroll period you wish to change in the
Payroll Period List tab and click the View/Edit button (circled). Payrolls cannot be posted to edit

Accoun iting Payroll Investments Indebtedness Reports Admi Exit
Employ: Payroll  Tax
Tables
Payroll 10:27 AM
Payroll Period List | Add Payroll
Search by Date

| 01/01/2016 =] T 05/27/2016 [=] _
Search

Payroll Ending ¥+ Description 74 Check Date -+ Posted ¥+ Date Posted e
(9% 027232016 February 102/23/2016 Y 021232016

After the Edit option is selected, the Payroll details screen will appear. Click and edit the Payroll
Period Ending Date (boxed), then select the Save button.

r = -
Accoun ting Payroll Investments Indebtedness Reports Admin Exit
& a4
Employes  Payroll  Tax
Tables
Payroll 10:42 AM
Payroll Period List Add Payroll / 16-2/23/2016 x
3
Payrol Period Ending Date | 02/23/2016 |L| I Advanced.
February Payrol
*Description i
Notes
Check Date |02/23/2016 [-]
Posting Date Mot Posted Save Cancel
Last Hame = First & Middle Name = Employee # = SSNE = PERAZ | Payroll_ID = Payroll Processing

Create/Update Payrol Roster

Enter Hours/Edit Payroll Check

View Payrol Register

Print Payrol Checks

Enter Payroll Check Numbers

Print Payrol Register

Net Pay Account Distribution Report

Post Net Pay to Disbursements

| o
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Payroll Periods: Editing the Payroll Check Date

To edit the payroll check date, highlight the payroll period and click the View/Edit button
(circled) on the Payroll Period List screen.

r n
Accounting | Payroll | Inwestments Indebtedness  Reports  Admin  Exit
Employes Payroll  Tax
| Tables
Payroll 10:44 AM
Payroll Period List | Add Payroll
Search by Date
01/01/2016 -] To 05/27/2016 [
| = |
Payroll Ending T4 Description T4 Check Date T4 Posted T+ Date Posted Ta

Y 02/23/2016

4 027232016 February 02/2372016

: 2) View/Edit ? 3) Delete ] I 4) Export to CSV
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Payroll Periods: Editing the Payroll Check Date (continued)

After the View/Edit tab is selected, the Payroll details screen will appear. Edit the payroll check

date (boxed), then select the Save button.

,

Accounting Payrall Investments Indebtedness Reports Admin  Exit
& 44
Employes  Payroll  Tax
Tables
Payroll 10:46 AM
Payroll Period List Add Payroll | 16-5/27/2016 x
= ; ) -
Payroll Period Ending Date | NEJFR/EON
May Payrol
*Description VA
Notes
| checkpate [05/27/2016 |
Posting Date Mot Posted Save Cancel

Last Name 4 First & Middle Name 4 Employee # + SSN# + PERAZ + Payroll_ID

|_eon

Payroll Processing

Create/Update Payrol Roster

Enter Hours/Edit Payroll Check

View Payrol Register

Print Payroll Checks

Enter Payroll Check Numbers.

Print Payroll Register

Net Pay Account Distribution Report

Post Net Pay to Disbursements
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Payroll Periods: Deleting a Payroll Period

The need to delete a payroll period could occur if errors were made when the payroll was entered.

r N
Accoun ting Payroll Investments Indebtedness Reports Admin Exit
& 8 o
Employes  Payroll  Tax
Tables
Payroll 10:47 AM
‘Payroll Period List | Add Payroll
Search by Date
01/01/2016 =] To 05/27/2016 []
| s
Payroll Ending R Description ¥ Check Date w8 Posted A Date Posted )
+« 027232006 February 022372016 Y 027232008
(O (11270016 May Payroll 0512712016 N
2) View/Edit c 3) Delete > 4) Export to CSV

To delete a payroll period, highlight the payroll period and click the Delete button (circled) on the
Payroll Period List tab. After the Delete option is selected, the Confirm Payroll Delete screen
will appear; Click Yes.

Confirm Payroll Delete l"‘ — ‘]

You will then receive a screen message that indicates the payroll period was deleted. Click the
OK button to complete the process.

[

Payroll deleted successfully

If there was a need to re-issue new checks for a posted payroll that was deleted, make sure
that the original checks are voided in disbursements.
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Payroll Periods: Export to CSV

CTAS allows you to export your data to a CSV file. The CSV ("Comma Separated Values™) file
format is used by many spreadsheet applications, including Microsoft Excel. Many CTAS users
export data to CSV files to give them flexibility in analyzing and presenting their entity’s data.

Click the Export to CSV button (circled), from the Payroll Period List tab.

r 5
Accoun ting Payroll Investments Indebtedness Reports Admin Exit
& o=
Employes  Payroll  Tax
Tables
Payroll 10:47 AM
‘Payroll Period List | Add Payroll
Search by Date
01/01/2016 =] To 05/27/2016 []
e
Payroll Ending R Description ¥ Check Date w8 Posted A Date Posted )
+w 027232016 February 02/2372016 Y 02/232016
(O (11270016 May Payroll 0512712016 N

o [ e (Cormmeen D

When the Save As window opens, select the location on your computer where you would like the
file saved and click Save. CTAS will save the data as a CSV file in the location selected

Pavroll Periods: Printing Reports

Information on how to create and print each report can be found in Chapters 13 (Tax Filing) and
Chapter 14 (Payroll Reports) of this manual.
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