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Payroll in Peachtree To Print All Employee Checks (batch print)
Step 1: Calculate the time to be paid for each employee

1. The time clock report should be in the payroll slot by 8:30am on the morning payroll is to be
processed. Peachtree uses the decimal representation for hours and minutes worked. This is the
second total time shown ... on the right side of the slash.

2. On the report, make notes along the side of each employee's entry to add paid leave time
(annual, sick and emergency) to hours worked.

3. This (worked + annual + paid sick + paid emergency) will give the total hours you need to enter
as regular time for each employee who works on an hourly basis.

4. Also on the time report, make a note of any holiday time approved for the employee. For
hourly employees, holiday time is entered into the holiday pay field in Peachtree. The hours
approved per pay period is shown on the general tab on the employee records. Instructions for
updating, printing a list, etc, are in the instructions for updating employee records.

5. Ifthere are problems or questions, check with the employee's supervisor if he/she is available.
If not, check with whichever supervisor is on duty with responsibility for overseeing payroll.
The supervisor will tell you how to handle the situation so that you can proceed with payroll.

Step 2: Access Peachtree

Make sure no one else is in Peachtree

From any staff computer at DeRidder, login and click the Peachtree desktop icon.
Enter the password.

When you have an XP desktop window, click the “Peachtree Accounting” icon.
If you see setup windows, click to close them.
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Figure 1 — Selection Filter
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Step 3: Select Employees Who Will Be Paid
From the top bar, select “Tasks” and then “Select for payroll entry”

On the Select Employees — Filter Selection:
1. Enter pay end date (BPL time ends on the Sunday before we prepare payroll)
Include pay frequencies : Bi-Weekly
Include Pay Methods : Check both hourly and salary
Include Employees : All with type set to All
Click OK
Peachtree will select employees according to the filter you setup.

kW

Step 4 : Correct Differences In Hours For Hourly Employees

Peachtree will list all employees who meet the filter criteria you used. Hourly employees will be listed
along with the number of hours they are scheduled to work in a usual 2 week pay period or the total
from their last pay check. Salaried workers will be listed along with their salary amount per pay period.
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Figure 2 — Select Employees to Pay
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Caution: Peachtree expects time to be entered in decimal format. For example, 2 hours and 15 minutes
should be entered as 2.25 hours. The time clock report shows the decimal equivalent to the right of the
slash. For example, if the time clock shows 11.15/ 11.25, enter 11.25 in Peachtree. Both Peachtree
and the time clock show time in military format.

Check date is the Monday on which the checks are prepared.

Pay end date is the Sunday on which the time ended.

Peachtree does not ask for a beginning date for the payroll.

Cash Acct. is the Regular Checking Account 000-101-00

The line that begins: “These employees have” can be used to confirm the selection filter.

Figure 2 shows the screen which lists employees who are setup to receive a check. For hourly
employees, the “Check Amount” column shows the gross calculated and the “Hours” column shows
the hours (decimal format) in the employee's standard schedule. For salaried employees, the salary
amount is shown in the “Salary” column. If there is a red check in the “Pay” column, PT intends to
prepare a check for the employee.

Using the printout from the time clock and this screen, adjust the hours worked for hourly employees.
On the printout, note time worked, leave pay and total hours for each employee (worked + paid annual
+ paid sick = total regular hours). If there is holiday pay, note it on the printout but do not include it in
the “Regular” time you enter in the computer. See the area “If there is holiday time” below to enter
holiday hours for hourly employees. No change is needed for salaried eployees. Initial the printout to
show that you calculated the time to be credited to the employee.

To change the number of regular hours (worked + paid annual + paid sick), click in the Hours column
of the employee's row and change to the correct hours. In the example below, the change is to the
employee whose entry is outlined in red.

Caution: In the illustration above, the dates would not be correct. The check date will always be
after the pay date end.
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Figure 3 — Changing regular hours to be paid

Caution: In the example above, the check date and the pay end date are the same. In our system, they
would be different. The instructions for entering these fields are included in the written part of these
instructions.

When you click out of the “Hours” field, PT will automatically recalculate the amount for the
employee's check. Please remember to enter the time in decimal format.

IF there is holiday pay: No change will be needed for salaried employees. For hourly employees,
enter the regular hours (time worked + paid annual + paid sick) in the “Regular” hours area. Enter the
holiday time in the “Holiday” field. For example, an 80 hour employee who should receive credit for 1
holiday will have the number of hours actually worked (probably 72) in the “Regular” salary area and
1/10 of the normal 2 week schedule (8 hours) entered in the “Holiday” field.

IF there is an employee on the list who should not get a check: 1f an employee should not receive a
check, set the hours to zero and remove the red check in the “Pay” column on that employee's row. If
the employee should not show on future lists, you can set the record to inactive and change the hours
worked to zero on the employee's record after you prepare this payroll.
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IF there is an HOURLY employee on the list with more than 80 hours on the time clock report (or
an employee's or supervisor's note regarding more than 40 hours in a pay period): This section is
being updated. For the time being;:

1. Time worked added to holiday time may occasionally result in an employee being paid over 80
hours for a pay period. If this happens, all of the hours are paid at straight time. No overtime is
involved.

2. Ifan employee actually works over 80 hours in a pay period, we pay straight time for a
maximum of 80 hours. Time worked over 80 hours will be added to the employee's annual
leave at a rate of 1 %2 times the additional time worked. This can be adjusted after payroll.

3. If an employee works 80 hours or less in a pay period but more than 40 hours in a week, we pay
for all of the time worked. For the time worked over 40 in a single week, we add - the time
worked to the employee's annual leave. This can be adjusted after payroll.

IF an employee who should receive a check is missing from the list : we will need to go back to the
employee's record to determine why (no hours entered, biweekly not checked, etc). If you have already
entered hours for some employees, it will probably be easiest to continue to prepare payroll for the
other employees and run the missing check after the others are printed. If you decide to exit the payroll
program to fix an employees record, you will need to start at Step 3: Select Employees To Be Paid and
check the hours for all hourly employees.

IF explanatory notes are needed : make the notes on the employee's time card printout. Please note
any problems, special circumstances, etc, which relate to the time clock and pay check. For example, if
the employee's note shows 5 hours paid leave and the employee has only 4 hours, you would want to
note that to show why the check is for less hours than the employee's memo. Refer from the
employee's time card to an attachment if additional space is necessary. Please email the employee and
his/her supervisor to explain the situation.

IF you need to see detail about how the check was calculated : click on the employee's name and then
click the “Detail” icon at the top of the window. . The hours used to calculate the pay will show in the
“Hours Worked” box. Withholdings will show in the “Employee/Employer Fields” box. Gross and net
pay will show above that box.
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Figure 4 — Detail for an employee who will be paid

IF employee has used or accrued paid leave : access detail for the employee (see above). For vacation
accrual, enter a positive number of hours in VAC_Accrue. For sick leave accrued, enter a positive
number of hours in SICK _Accrue. Vacation used should be a positive entry in the VAC _taken field.
Sick leave used should be a positive entry in SICK Taken.

IF employee has sick leave to be banked when the new sick leave is added : In Peachtree, enter the
amount of sick leave remaining as SICK Taken to take it out of the system. On the time clock printout
note how much sick leave remains so that the banked sick leave total can be adjusted after you run
payroll. Instructions for that adjustment are in the Follow-up section.

IF there seems to be a problem with a check and you cannot make an immediate correction : you can
run the rest of the paychecks and print that employee's check later:

- remove the red check mark from the “Pay” column for that employee.

- proceed with the payroll printing checks for the other employees

- return to print that employee's check (using instructions for 1 check) later

IF you need to stop the process to make corrections : click to close the “Select Employees to Pay”
window, chose not to print the checks, make the corrections and then go back to Step 3: Select

Employees Who Will Be Paid.

Step 4 : Print the checks

When you are finished correcting the hours, click “Print” to send the checks to the printer. When
sending to a shared printer, be sure to let other employees who might use that printer know before you
put the checks in the printer. Also, give an “all clear” when you take out the forms.
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Figure 5 — Printing the checks

Enter the number from the first check in the box

Click “Select Form” and set to “OCR Multi-Purp Laser w/15 Flds”

Set number of copies to 2. WARNING: The illustration above shows 1 — change it to 2.
If you want to see a preview of the checks, you can select “Preview” and look through the
checks on the screen.

Let anyone else who might print know that you are putting checks in the printer.

Put the checks in the printer (make sure orientation is correct). Orientation depends on the
printer and on which tray you are using. See Addendum 1 for printers/trays for which this has
been determined..

7. Select “Print”

8. Watch to be sure the checks are printing correctly.

b s

AN

IF you are asked if the checks printed properly and if it is OK to assign the check numbers, look to
see if the checks printed properly. If they did, click “yes”. If they did not, click “no” and print checks
again. Write “Void” on each check that should not be given to an employee. Void the copy also.

IF you are asked to select a Cash Account at any point in the process : select “Regular Checking
Account” and click OK
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TO look for errors in pay checks: Reports & Forms > Payroll > Payroll register > Options > In the
Dates area, set the date range you want to see > In the 'Select a filter' area, click by employee ID and
then place a check mark by the employee's name > Click OK > The report will show earnings,
withholding, vacation, etc. It can be used to spot differences in withholdings, to verify entries made for
leave accrual and use, etc. For example, if an employee's federal tax withholding changes significantly,
it will show on this report.
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Payroll in Peachtree To Print One Employee Check

This process may be easier when you need to print a few checks separately. If you need to print
multiple checks, using the batch method is much more efficient.

Step 1: Calculate the time to be paid for the employee Do this as you would if you were running
checks for all employees. See Step 1 in Payroll in Peachtree To Print All Employee Checks for
instructions.

Step 2: Access Peachtree These instructions are in Step 2 of payroll for all employee checks.

Step 3: Prepare the check
1. Select Tasks
2. Select Payroll Entry — The window will look like a check.
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Figure 6 — Entering Information For A Single Check

3. Click the icon to the right of the “Employee ID” field to select the employee.

4. Inthe “Hours Worked” at “Regular”, adjust hours if necessary.

5. Ifthe employee is an hourly employee who should receive credit for paid holiday time, enter
those hours on the Holiday row of the Hours column in “Hours Worked”.

6. If the employee is accruing or using paid annual or sick leave, follow the instructions above._

Do not enter a check number unless Peachtree asks for one.

~



Payroll in Peachtree — Update 7/11/2009

8.
9.
10.

Select print

Make sure “Select Form” is set to OCR Multi-Purp Laser w/15”
Make sure the next check number Peachtree put in the box matches the check you will print.

Page 10 of 15

Change it if not. If you enter the same check number as Peachtree assigned, the check will print
with “Duplicate” on the signature line.

11.
12.
13.
14.

Figure 7 - Printing The Check

r

Set the number of copies to 2 — WARNING: The picture shows 1.
Preview (see Figure 6) if desired.
Put the check in the printer — double check orientation.

Click “Print” in the “Payroll” entry window to print the check.

.
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Pay ta the : Feim B | Pay Period Ends Haurly - Hours |
Order of: - n 10, 2009 (337} 463-2305 Hourly - Hours |
Shot Uni . Cancel B
— Prirter | ks in Pay Period
Sale Help | || View Detaled List
Rere Mame:  Shitp:/fodinbeau.ib.la.usE314p Printer Setup | lephane 1 | Last Payment Amt
Bills - [ Horly Type:  Okidata OLE10e/PS PostScript Amount Memo
st | [ pegular where:  http:/fodin.beauw lib.la.us:631 /printers, -17.74 | O
Vene| M
o Carmment: -17.32 | O
-4.05| O
GEnE
557 O
| | WAC_ACcrue 0.00 | GA LI
Add another pay bvpe Gross Pay: 279,30 Change order of pavroll fields
Fhtree Solutions
Payrall Register Wigw | Print Bull-Service Payrall
Employes List Wiew | Prink Peachtres Direct Deposit

Checks & Forms
Tax Update Service
e-Filing Service
Product FeedBack

fijtartl  Peachtree A... ||@ Payroll Entry

« % 3:11PM

IF you are asked if the check printed properly and if it is OK to assign the check numbers, look to
see if the check printed properly. Ifit did, click “yes”. If it did not, click “no” and print check again.

Write “Void” on each check that should not be given to an employee. Void the copy also.
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How To Print A Payroll Check Registry — List of Payroll Checks
From Employees and Payroll, select reports.

@ Select a Report or Form _ ol x|
File Edit GoTo Window Help

® X @ & Q& A | & 7] -
Cloze  Deletz Group Print  Dizplay Options Columns  Fonts Send To Stylez  Copy Help _

Beports ] Forms ]

[ Accounts Receivable = payroll: Ermployee Information and Earmings

@ Accounts Payable ‘ Current Earnings Report et aile cl Farmation For the current period, by empl;

|=] Employee Compensation Report Raise dates, amounts, and percentages in detail, by emploves, PI
@ General Ledger |=] Employee List Emploves address, social security number, Federal filing skatus, ar
_ |=| Exception Report Identify and update employees with incorrect withholdings,
[E| Financial statements

|=] Payroll Check Register h Pavyroll checks (prinked and unprinted),

I kb
f‘lﬁ nventory |=] Payroll Journal Payroll transactions displaved in journal Format (showing debits an
ﬁ Job Reports [Z] Payroll Register Employes paycheck information For the selected date range show
pavcheck amount,

f& Account Reconciliation |=] Payroll Tax Report Adjusted gross, taxable gross, and the amount of kax For a specif
i_?ﬁ Time/Expense Reports |=] Quarterly Earnings Report Detailed information per payroll check for the quarter (by emplove

Adjusted gross, taxable gross, tax withheld, and liability amounts

|=] Tax Liability Report by emplavee).

Company Reports

& C talR L u ¥acation and Sick Time Report + Wacation and sick time EII:EI’LIE!ElJ taken and balance for the selecte
rystal Reports
Yearly Earnings Report Detailed infarmatio per payroll check for the entire year-to-date

@,J Report Groups

| b | ' 4
Figure 8 - Selecting The Payroll Reports

If you need to print a copy of the Payroll Check Register for this payperiod.

Select “Payroll Check Register”, select Options

Set the date to include the date printed on the checks (both from and to fields) so that it will exclude

other payrolls and checks - OR - Click to highlight “Check Number” in the Filters area & filter by #.

Modify Report - Payroll Check Register

Dates Sorting and Surmnary If you filter by date range, PT will
automatically change “This Period” to
sarthy: [checkoae - Range” when you change the dates.

[SE1C=H THis Period

From: [Jan 1, 2009 j To: [Jan3t, 2003 j
Filbers
Seleck a filker: Select an option:

&L Cash Account ID

Check Mumber e t a te
Emplovee Type

Employee ID

Employee Mame

Click check

Figure 9 - Select By Date -or- Select By Check Numbers
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How to filter by check number:

Filkers

Select a filker: Select an option:

L Cash Account ID

ol

Ermplaves Tvpe

Employes 1D ¥ Range Fram: [First Record To: |Last Record
Ernplaves Marme

Figure 10 - Selecting By Check Number

In the “Select an option” area, put the dot in “Range”

Put the number of the first payroll check printed in “From”
Put the number of the last payroll check printed in “To”
Click “OK?” to prepare the report.

® Payroll Check Register
File Edit GoTo Window Help

B = =
Cloze Se irﬁt Optiohs Columns FE-Ants SEIEIp I-Ele E‘?;n_/é_il Eucel F%IF
....|.{..1....|....2....|....3....|....4....|....5....|....
Beauregard Parish

Payroll Check Re

For the Period From Jan 1, 20
Fiter Criteria includes: 1) Check Numbers from to . Report order iz by Check Date. Report is printed in De

Reference «Date «Employee o Amount +
I] 33600 1112109 Adam B. Smith Mr

33601 112009 Andrea H. Fahr hs

. 33602 1112109 Brian Gray Mr

33603 112209 Celise R. Harper Ms

33604 11203 Charles J. Foreman Mr

. 33605 112049 Carolyn L. Martin Ms

33606 11209 Dehborah K. Mullen bls

Figure 11 - Payroll Check Register Report

Click the print icon at the top of the report to send it to the printer.
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FOLLOW-UP

This can be done on the Tuesday following payroll Monday.

Prepare the signature packet.
The bills folder will be in the file cabinet in tech services. It will contain a check for each bill that

needs to be paid and documentation to show why we are paying it. Check to see that the payents and
documentation match. If they do not, check with the supervisor who is overseeing bills and payroll
today.
When the bills and payroll are both correct, print the Check Register Report.
e Reports & Forms > Accounts Payable > Check Register
Click Options
Set the Date field to 'This year'
In the 'Select a filter' box, click 'Check Number' — be sure to include voided checks in the range
Click Range and enter the first and last check printed
Print the list and check to be sure it is correct.
Print the list of on-line bill pay transactions:
e Vendors & Purchases > Reports > Electronic Payment Register
e Click Options
e Set the date range
e Print the list and check to be sure it matches the invoices
Type or print the signature lines & statements at the end of the list.
Quick way to add approval/signature area to the reports:
Print 2 copies of the check register report
In Open Office, bring up the document named signature.odt
Check to see if there is room at the bottom of the report for the signature lines. If you are not
sure if there is room, print the signature.odt document and hold it and the report together up to
the light to see if they overlap.
- If there is room, put the last page of both copies of the report in the printer. Send the attached
file to the printer. Put the last pages back with the reports.
- If there is not room, print the attached and fasten one of the sheets behind each of the reports.

If you did not update the spreadsheet for leave at the time you ran the payroll, update it now.
Compare the totals on the spreadsheet with the totals showing on the Atriuum leave and payroll report.
If there are differences, email pay@beau.org with the name of the employee and a description of the
problem so that we can check with Peachtree.

If any employee has sick leave that might need banked:
These are the instructions for entering banked leave in Peachtree. You will also need to enter all leave
adjustments in the spreadsheet.

When an employee accrues sick leave, check to see how much of the employee's remaining sick leave
can be banked without exceeding the employee's maximum banked allowance. If no more can be
banked, do not adjust the records.

e Load Peachtree
From the left column select “Employees & Payroll”
Click on the Employees Icon
Select “New Employee” or “View and Edit Employees”

°
°
°
e Employee ID is the staff member's user ID. My user ID is vickir so my Employee ID is vickir.


mailto:pay@beau.org
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Open the tab named “General” and update the field named “Banked Sick Leave” with the new
total — the amount entered here is the total hours for the employee, not the amount
banked at the last update. Date and initial after the hours. For example: if I am entering for an
employee who has 27 total hours banked as of Feb 2, 2009, I would enter: 27 hrs, 2/2/2009, VR
Save the record.

Click the 'Pay Info' tab

Click “Raise History”

In the last column of the last row which contains data, click to open the Notes field.

If there is information in the notes field, click at the end of it; press ENTER; and add the history
information for the sick leave which is banked. Date and initial what you enter. An example
entry for an employee who had 10 hours banked prior and is adding 15 hours banked at this
payroll might be: 10 2/26/2008, + 5 2/26/2009, 15 total VR

Email the employee and put a note in the employee's file regarding changes made to banked
sick leave. If the employee is at maximum already, send the email and put the note in the file to
show that banking was considered.

If you have paperwork for any rate changes to the employee records (pay rate, etc) which have already
been approved and will take effect prior to the next pay period you can enter them at this time. This
will save time when you run the next payroll.
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ADDENDUM 1 — Printer/Forms Orientation

For the Oki 6300 — Bottom Tray
e Checks go in face up
e Top of the check goes toward the back of the printer.
e Bottom of the check goes toward the front of the printer (toward the operator)



