
Open the Window To Prepare Current Payroll

To open the window to prepare payroll before printing payroll checks, click on the button
labeled ‘Current Payroll ’ under the ‘Task Menus’ on the Navigation/Home window.

OR, simply type ‘PR’ in the Index field on the Navigation/Home window.

The window shown below will open displaying a list of all active employees.  This window is
explained in more detail on the following pages.

NOTE:  Before processing current payroll, make sure that the steps to setup payroll categories
and tax rates have been followed.  See separate Help Documents about setting up payroll.
Also note that there is a ‘Payroll Setup’ button on the toolbar of the window shown below.



Select Employees To Pay For Current Payroll

The ‘Select Employees To Pay...’ window shown below will list all employees that have an Active status.  Its purpose is to select
employees that will be paid for the Current Payroll that is being processed.  The features on the window will be locked until a date is
entered in the “Enter a Payroll Date to enable the screen.” field. If a check mark is placed in the field to the left of an employee’s line,
another screen will open in order to prepare the Current Payroll entries for that employee.  If the check mark is removed, a pop up
window will allow you to remove all Current Unpaid Payroll entries for the employee.  If there is a check mark in the ‘Pay?’ check box
to the left of any employees when this window is first opened, it means that some Current Unpaid Payroll entries have already been
prepared for that employee.    See more information below the screenshot.

Enter a Payroll Date to enable the screen. - The payroll date
entered here will affect the payroll calculations that occur on
the Current Payroll window for each employee.  Year-To-Date
Gross Wages that are used for some of the payroll tax calcula-
tions are based on the date that is entered in this field.

IF the program detects that the year entered does not match the
year for the loaded payroll tax tables, a window will pop up to
update the payroll taxes.  Read the information on the window.
It is self explanatory.   Updated Payroll Tax Tables will be
supplied on our website for download each year.  This window
will use those tables to update tax tables for a new year.

Continue to the next page.



Select Employees To Pay For Current Payroll - continued

PAY? - Place a check mark in this field in order to prepare Current
Payroll entries for an employee. Use the mouse to click in the field,
OR press the space bar when the field is active.  Clicking or pressing
the space bar will toggle the check mark on and off.  If a check mark is
placed in this field, the Current Payroll window for the employee will
open.  (See following pages.)  If a check mark is removed, a window
will pop up to verify deletion of all Current Unpaid Payroll entries for
the employee.

Edit Curr Pay (command button) - To view or make adjustments to
an employee’s Current Unpaid Payroll entries , (if there is already a
check mark for the employee), use this button to open the Current
Payroll window for the employee.

Pay Period, Department, Wage Expense G/L Number, Tax Expense G/L Number, Exemptions Federal/State, Addl State Ex-
emptions/ Head of Household, Adjust Fed WH/ State WH By Amt:  - All of these fields display information that was entered on
the Add/Edit Employee Setup window. (See Help Documents for setting up employees.)  The fields are shown on this window so that
changes can be made to the employee’s master data without having to open the Add/Edit Employees window.  This master data will
affect how Payroll is posted and how Payroll Taxes are calculated for the employee.   Any changes posted to this data will update the
employee’s master data.  Most of the time you will not make any changes to these fields.

Continue to the next page.



Retirement/Pension Deductions and Contributions
After placing a check mary in the ‘Pay?’check box OR using the ‘Edit Curr Pay’ button on the previous window, the program will check to see if
the employee has been set up for Retirement/Pension deductions and contributions (as explained on the Employee Setup Help Document). IF the
employee will be contributing a percent of their Gross Wages, you will receive a pop up message reminding you to use the button labeled ‘Create
Retire/Pension Entries’ on the Current Payroll Screen for the employee AFTER you have posted the current Gross Wages.   That button will pop
up the window shown below.   IF the employee will contribute a flat amount, the screen shown below will open right away.   Review the informa-
tion on that window and use the button labeled “Yes, Post Entries” to have the program post the appropriate Employee and Employer contribu-
tion entries as deductions.

NOTE:  The information on this window
will already be filled in based on informa-
tion from the employee setup window.

If the button labeled ‘Yes, Post Entries’ is
used, the program will create the ‘Nontax-
able Deductions/ Additions’ Retirement /
Pension entries for you.  The bottom left
hand portion of the Current Payroll win-
dow will display those entries, as shown
below.  (See entire Current Payroll window
on the following page.)



Prepare Current Payroll Entries For Employee

The window shown below displays the Current Unpaid Payroll entries for an employee.  When this window is first opened, some Wages
AND Deductions/Additions information will be filled in based on information set up on the Add/Edit Employees setup window.  The
‘Current Payroll Taxable Wages’ AND the ‘Nontaxable Deductions/Additions’ can be edited as needed for the Current Payroll.
Additional new Wage and Deductions/Additions entries can also be entered.  After you have made any adjustments needed, use the
“Calculate Taxes” command button to calculate the Payroll Taxes.  NOTE:  Retirement/Pension Employee contributions are not subject
to Federal Withholding taxes and CHS will calculate the Fed WH taxes based on the Gross Wages less the Retirement/Pension Plan
contribution.

New lines are designated with an asterisk to the left of the line.  Each time data is entered on a new line, the program will display an-
other line with an asterisk to use for additional entries, if needed.

Continue to the next page for more information on this window.



Prepare Current Payroll Entries For Employee - continued

The information on this page relates to the Current Payroll window shown on the previous page.

CURRENT PAYROLL TAXABLE WAGES
The entries posted in this section are Gross Wages that will be used for calculating Payroll Taxes.  The only Payroll Categories available in
the ‘PR Category’ drop down field will be Wages categories.  (See Payroll Setup Help Document about setting up Wage Categories.)
When the Current Payroll Screen is first opened for an employee, one Wage entry will display based on information from the employee’s
master setup data.  This entry can be edited as needed.  Additional Wage entries may be posted on lines with an asterisk to the left.

The fields in this section are similar to fields on the Add/Edit Vendor Bills window.  See Help Document about posting Vendor Bills for
more information on those fields.  If the employee is paid on an HOURLY basis, enter the number of hours in the HRS field so that the
TOTAL pay will be calculated.

NOTE:  The Cost Type field (at the end of each Wage Line) will fill in based on the Cost Type selected on the employee setup window.   You
may set up various Cost Types by using the Plus (+) button to the right of the field, and use them as needed.  (See Help Document about setting
up Cost Types.)   Vendor Ledgers, General Ledgers, and Payroll Reports can be printed grouped by Cost Type.  Cost Types are useful  for produc-
ing Worker’s Compensation reports found on the Payroll Reports window.

Continue to the next page.



Prepare Current Payroll Entries For Employee - continued

The information on this page relates to the Current Payroll window shown on the page before last.

NONTAXABLE DEDUCTIONS/ADDITIONS
When the Current Payroll Screen is first opened for an employee, any automatic Deductions or Additions that were set up on the
employee’s setup window will be posted in this section.  The only Payroll Categories available in the ‘PR Category’ drop down field will
be Deduction/Addition categories.  (See Payroll Setup Help Documents about setting up Deduction/Addition Categories.) Entries can be
edited as needed .  Additional Deduction/Addition entries may be added as needed on lines with an asterisk to the left.

NOTE!  If a Vendor other than “Z” displays on a Deduction Line (one with a negative amount), the program will deduct that amount from
the employee’s pay check, AND then post the amount as a bill due to the selected vendor in Accounts Payable.  Default Vendors to associ-
ate with Deductions are selected on the window for setting up Additions/Deductions categories.  It is required that both an Employee and
Employer’s Contribution to a Retirement/Pension plan have an associated Vendor selected.

NOTE:  Using the control Accounts
Receivable number for the GL Number
will cause the program to prompt you to
enter a ‘Payor ID’ and an ‘AR Invoice
Number’ by moving your cursor to those
fields on the right side of the section.

This way an ‘Advance’ will automatically
be included on Accounts Receivable
ledgers.  To give an employee an advance,
use a postive Amount.  To deduct an
advance from a pay check, use a negative
amount.



Prepare Current Payroll Entries For Employee - continued

The information on this page relates to the Current Payroll window shown 2 pages before last.

WITHHOLDING TAXES
AFTER you have posted all the Wage and Deduction/Addition entries, use the ‘Calculate Taxes’ button
towards the bottom of the window to have the program calculate the payroll taxes.  NOTE:  If you do not use
the “Calculate Taxes” button, the program will pause to calculate the taxes when you use the ‘X’ button to
close the window.  IF you need to close the window without calculating taxes, for some reason, use the button
towards the top right of the window labeled ‘Close Even Though Taxes Are Zero’ INSTEAD of the ‘X’
button.

After the payroll taxes are calculated and displayed on the window, The FEDERAL WH, STATE WH, and
STATE DISABILITY WH taxes can be edited by using the ‘Change’ button, IF needed.

State Income Tax Withholding
If you selected ‘Yes’ on the Company Master that your state
withholds State Income Taxes, AND no percents for a different
method of State WH were entered on the employee set up window,
the program will open the pop up window shown to the right
BEFORE taxes are calculated.  This window allows you to select
from 2 options.  If you have set up the State Withholding Percent-
age Method tables (as described in Payroll Setup Help Docu-
ments), use the button labeled ‘Use State Withholding Tables’
under Option 1.  The program will calculate the State Withholding
taxes based on the tables that you have set up.

OR, if State payroll tax withholding tables have NOT been set up,
you can use the features under Option 2 to manually enter the
‘State Withholding Amount’ to be withheld from an employee.
Then use the button under Option 2.  NOTE:  See the Employee
Setup Help Doc for information about using the State Income Tax
Adjustment field to set up an automatic amount to be withheld for
State Income Taxes.

STRONG SUGGESTION!  Check your State’s Tax Tables
publication against the calculations done by the program for awhile
to be sure that you have set up your State Tax Tables correctly.



The INFORMATION ONLY section of the Current Payroll screen displays information that is being used to calculate the current
Payroll Taxes.  It is displayed on this screen so that you can check the information for accuracy.

Continue to the next page.

Prepare Current Payroll Entries For Employee - continued



Print and Review the ‘Unpaid Current Payroll’ Report

After you are finished entering all payroll entries
for the current payroll (AND calculating the
payroll taxes as described), use the button on the
‘Select Employees To Pay...’ window labeled
‘Current Payroll Report ’.  Review the report
for accuracy BEFORE using the button to ‘Print/
Post Payroll Checks’.

STRONG SUGGESTION:  Keep ALL ‘Unpaid
Current Payroll’ reports in a payroll notebook in
Payroll Date order.



Printing Payroll Checks

See the separate Help Document about printing payroll checks and applying an
employer tax burden to job costs.


