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Setting Up Payroll Deduction Codes

ile Matters Billing Trust AP G/ | Payroll Reports  Window Help
3 | | & & | Process Payroll
- (&% e ok 28 & |5 ,
LA ‘ !ﬁ —  Employee Payroll Activity
Matter | & | Payroll Check Register E o) | =
Woid Payroll Check

vy [ g TP o P

Payroll _ ol x|
Find
D eduction Code Description Add
I 401k Deduction
INS Health Insurance ) I
LFO Life Inzurance Officers sl
- LM Long Digtance T elephone charges o |

Deduction Code |;.!_‘|‘| Account Mumber — |21040.00 3 >

(401K Holding Aect from employees

Description [401k Deduction
— T ax Statuz — Deduction Type
"~ Tarable " Maone
= Mon T aéable v A0k

Most
Important

"~ Group Term Life

Save Cancel | Help |

Check with your Plan Provider for Tax Status on Deductions

ick Expense or Liability account to apply deduction to



Setting Up State Unemployment Tax Rate

.\Abacus Accounting - Simon & Barnes

file Matters  Billing Trust AP G/ | Payroll Reports  Window Help

—  Emplovee Payroll Activity

%L:" % ;’L’if !ﬁ & | & | - ProcessPayroll

Matter | & | Payroll Check Register 8 ol | =

Woid Payroll Check

Emplovee Profile
Deduction Codes
State Unemployment Taxes

I.\State Uner =[5l x|

Hate Cut OFF Hate Cut OFF Hate Cut OFF
AL 0 {$0.00 FL o |$0.00 LA o |$0.00
AR 0 {$0.00 GA o {$0.00 ME |0 {$0.00
A o [$0.00 HI |0 [$0.00 MD [0 [$0.00
*Enter Tax Rate and Cut Off AR o $0.00 Io o [$0.00 M& [0 [$0.00
Amount assigned to your Firm [0ooez [$7.00000 DIL o [$0.00 Ml [0 [$0.00
by your Department of Labor L0 1o [$0.00 M [0 [$0.00 MM [0 [$0.00
LT 1 [$0.00 5 [ [$0.00 M5 [0 [$0.00
DE 0 {$0.00 kS Jo {$0.00 MO Jo {$0.00
bt |0 {$0.00 S |$0.00 MT |0 |$0.00
X AL - MT J. ME -
Save Cloze | Help




Employee Profiles

t\Abacus Accounting - Simon & Barnes
sile  Matters  Billing Trust AP GL | Payroll Reports Window Help

I =

(o | (R $¢- # Eﬁ & | & | - Process Payroll
2 : *

‘ —  Employee Payroll Activity

Matter | & | Payroll Check Register B o | =]

yoid Payroll Check

Employee Profile

*To receive overtime pay, ¥NEmplo _ ol x|

Employee must be setup
as hourly

= Add
-Pay frequency times pay ~_fes jrance: i Green T
rate should equal ann : =0l
salary for salaried B

= DfEs | D |— Date of Bitth 5011950 A
Emp|0yee Tﬁ% j:hhli e i Date of Emplayment  [07-01-2001 &)

; ; e Arthir Sirnon D ate of Terminatian j:‘

*\VVacation/Sick Accr Address 1 123 EastWay Ave Date of Last Increase E

Address 2 =5

Pap Fate $12.500.00
Dvertime Rate [$0.00
Yac. Accrual Rate

Rate is the number of

City San Diego
hours allowed annually m 2 [@E ,{ € Hourly
divided by the number of Phone Murnber SRO2E7 2RER @ Salary

0.00
0.00

: : Social Security Murmber | 345 ~Fay Frequency
pay perIOd_S I'e'_80 hours / ranStete [ . i Weekl_l,l i SEITI?-MDchh,l
24 pay penOdS = 3.07 I j i Biweekly " Semidnnually
hOurS per pay perlod Sex IMaIE 1|rI " Part Time % Manthip = Annually
Employee

Information

T aw Infarmation l Deduction Codes 1 l Deduction Codes 2 l STD Totals

Save Cancel | Help




Employee Profile Tax Information
—[5]x]

—Federal—— — State

b arital Status Filing Statuz California - Deduct SO0
|V ISingIe I ’V

ISingIE "’I % “fes = Mo

Exemptions —W Additionsl Alowances [0
Add' withholding

dditional
< Wwithholding i {$100.00

|$250.00

CALIFORMIA STATE WITHHOLDIMG IMSTRUCTIONS

Faf Filing Statusz, select the filing statuz claimed on form DE-4. Select zingle if
mafried with 2 ar more incomes. Select 'Supplemental’ ta withhald at zupplemertal
rate. For sllowances, enter the # of regular allowances from form DE-4. Faor

additional allowances, enter the # of addiional allowances from form DE-4.

/

mr(n:n_l,lee Infn:nrnyién T.ax Information Deduc:tin:-n Codez 1 l Deduction Codes 2 l YTD Tatals
/

/ Save / LCancel | Help

*This Information is found on the W-4 and State Exemption Forms
Additional Withholding for Federal and State is entered here

«Additional Withholding is added to the normal deduction



Deduction Codes

" Employee Profiles - Modifying Empl =10l x|

— Deduction Code —— Deduchon .-'f-.m-:uunt—l Deduction Tax Statusy—— Tope——

M [~ 401k Deduction {$1.000.00 Armuity 401K
[(FO 4] Life Insurance [$50.00 /\ Taxable Hone
[[N5 |A Health Insurance |$200.00 \ Hon Taxahle / None

[ lal [$0.00 \ /

[ s )&ﬁ.nn

[ lal [$0.00

[ lal [$0.00

Employes Infn:nrmatin:nnl /14 | nfarmatiar Deductic;n Lisdle Deduction Codes 2 l YTD Tatals
Save LCancel | Help

*These deductions are taken per pay period

member to check the Tax Status on each deduction




Payroll Default Accounts

lut Abacus Accounting - Simon & Barnes
File Matters Billing Trust AP GAL Payroll Reports Window Help

Create Company kel | & | & | 41 A0 @
Company Preferences

Utilities ¥ Workstation Options 012008 |a  End[05302008 [ | =]

Euxit |ser Manager
Mew Matter Defaults

llows User to divide Salaries into 10 different

Timekeeper Codes
Timekeeper Division
Timekeeper Title
Timekeeper Budget

Case Codes
Client Expense Codes Soc. Sec. [ZToanaz A | SakayE4p. Deptl
.l":"'.Ctl"-.-"lt";." Codes Medicare Liability Wi Salan/Exp. Dept.2
Time Ticket Codes Federal Withholdina Lisbilty  [Z103001 | | Sakfy Exp. Dept3
Task Based Billing Codes State 'Withholding Nability [z1030.04  |a] | SalhwEsp. Deptd
B||||r]g Format Codes County Tax Liability [~ Salary Exp. Dept.5
Local Tax Liability [ 4 Salary Exp. Dept.B |
I:hrt Df Accounts Employers Soc. Sec. Expenze W" Salapy Exp. Dept. 7 IW
Default GAL Accounts . . : Sala\Ep, Dept 8 Wf_.
Vendors < Payrall Checking Account W: >Salar_l,l . Dept.9 Wz
E arned [ncome Credir Seeosm ) Salary Exp. Rept. 10 i~
State Dizability Inzurance Liab W:
Mizcellaneous 'With. Liability I—i
Default Accounts 1. m

Account Dezcription |FID'—‘~ Tares Papable

Save | LCloze | Help |




Processing Payroll

t\Abacus Accounting - Simon & Barnes
Gile  Matters  Billing Trust AP GL

Payroll Reports  Window Help

{Ll?j _ \&'ﬁ f’*. ?:’* !ﬁ & | & rj Process Payroll i
— =1 ¢» Process Payroll - Add =]
Matter | -~
S (1] | I ame | Departmentl Fay Freq Pay Type |
° I I FEG Francesz B Green 3 Biweekly Salany
Enter Pa’y PerIOd Endlng JEE Judy B. Brown 2 Biweekly Salany
Dat JoD Jane D. Dolling 2 Biweekly Salany
JEL Jogie K. Leonard 4 Biweekly Salany
K.CK, K.aren C. King 4 Biweskly Howrly
.PreSS Select FPL Permi Paston 1 Biweekly Haourly
*Bonus Payroll Run doe \
not include deductions
other than State, Federal /| ¥ = I Employes Type Pay Type
F'a_l,l PE”Dd Er'ldll"lgl |_|5-.::|_|-.-_"|_"_":: r;" 'l.:..'" ’7 r;" 'l.:..'" r"' Sa|ar_l,l r"' HDU['_';'
and Local Taxe _ ) e _
f Bitweekly {7 Semi-Annually [~ Show Teminated Employees
(" Monthly € Annualy £ Pat Time Drefault \wiork Hours W
I~ Bonus @ Mk Select All | vgeselect Al Refresh | Cance| | Help |




Editing Employee Payroll

& Process Payroll _ o] x|
S D | Ermnplayes MName | Hu:uursl Gru:ussl Deductions | Met Pay Bosting Dat
FBG Frances B Green 2000 $1.500.00 457 ED $1.042 40 PRI
JEB Judy B. Brown 80.00 $2,800.00 $777.45 $1,722 54 |E'5-3'J-2'JDE )
JoD Jane D, Dolling 80,00 $1,500.00 $442.91 $1,057.09
-HE—o3ie k. Ceanard 20,00 $e50.00 T3 AT -
< lkek  KaenC. King 80.00 $820.00 $147.86 $672.1 el
PFL Ferr Faxton Ca AN i 120000 FI308375 $846.25
[s0.00
Select All
Dezelect &)l
Help
Add | [etailz | [Nelete | Errirt | Frift Checks | Refrezh | Cloze

*To edit employee hours after processing, highlight Employee and
click on “Details”



Entering Employee Overtime

Z® Process Payroll - Modifying Karen C. King _ 0| x|

R egular

vertime Hours 2_5-|:| Pay Period Date 2008 & Reset Gross |

Sick Hours Grozz Reg 422000 )

acafion Hours ||:|_|:||:| [Erog +20 473 Total Grogs |953_43

— Acclmulated Hours = tedicare Social Security
Sick 153
Vacation [i07 |$12.45 |$53.22 Tatal FICA [55 67

— |nfome Taxes and Degm’ctinns

Federal [$75 57 County [$0.00 =101 I T Total Tases |92.42
ate  [$13.85 Local  [0.00 Mizc [+0.00 Deductions ||:|_|:||:|

ate taw Computed for California. EIC |$|:|_|:||:| et Pay |?|:||:|_34

Payroll Information
Il /

/ /Zé\fe Becaloulate  Taxes Cloze | Help |

V4

nter number of Overtime hours; dollars are auto calculated
«Taxes are automatically recalculated

Also enter Sick & Vacation Hours taken here



Feport Date: 0503002008

Payroll Edit Report Raport Tane:  1:35FM

Page : 1afl
Simon & Barnes Becuested By Urknown User
EIT..P]WEE I'a? tttt***]{nur‘tttttt &(l“ t***tttttttttttt3withhnl‘lingtttttttttt
m L Fed Reg 0T Sick Vac Income Hocdecur Iledicars Fadaral Htare Other Dcxll:lut:::u ; EIt L
FBG
Frances B Green Q553072002 20.00 000 000 000 $1,50000  $91.78 $21.4a $204.38 $0.00 $000  $140.00 £0.00 $1,042.40
JBB
Tudy BE. Brown 0553052002 20,00 ooo ooo 000 $2,50000 $148.80 $34 .80 $206.08 $37.80 $000  $350.00 $0.00 $1,722.54
JDD
Jane D Dolling 0553052002 20.00 ooo ooo 000 $1,50000  $93.00 $21.75 $71 .06 $7.10 $000  $250.00 $0.00 $1,057.09
JEL
Josie K Leonard 0553042002 20.00 o0 000 000 85000 $4B34 $11.31 $42.50 $5.27 000 $320.00 £0.00 $415.56
ECK
EarenC. Eing 0553052002 20.00 250 000 000 $85843  $a322 $12.45 $78.57 $1383 $0.00 $0.00 $0.00 $700.34
PFPL
Perri Paxton Q553052002 20.00 ooo ooo 000 $1,20000  $89.75 $16.31 $63.27 $16.22 $8.20  $175.00 $0.00 $846 .25
Paychecks To Post: @ Totals: 480.00 250 0.00 0.00 $8,408.43 $504.89 i118.08  $677.84 $80.24 $8.20 $1,235.00 $0.00 $£.784.18

*This Report is very important. It should be printed before printing checks
each pay period.

*This Report prints prior to Payroll Checks, be sure to place a blank piece
of paper in front of payroll checks



Print Payroll Checks
5]

Flease be sure ofthe Posting Date and make any necessany adjustments to the next check number to
be assigned.

Journal Murnber I

Account balance after theze checks have been pozted: |$1 21,242 43

Tatal of the checks selected for printing: |$5j‘54_1 g

Finter 1P | aser)et 4200 PS |

Check Horigzontal Offset in Inches. Positive numbers move ||:|
the check data to the/right, neagative numbers to the left.

Check ertical Offs&t in Inches, Pogitive numbers move the ID
check data dowry, negative numbers moves the data up.

/ DK/ Lancel Help

*Be sure correct account number for payroll is selected

oIf payroll is done by Direct Deposit, click on “Do Not Print” for
posting only



Determining Firm Payroll Tax Liability

"\ Abacus Accounting - Simon & Barnes
File Matters Billing Trust AP G/L | Payroll Reports  Window Help

:j}‘ % E/’M"fr* !ﬁ & | & | =  Process Payroll

—  Emplovee Payroll Activity

Matter | & | Payroll Check Register E (o) | E3

Yoid Payroll Check

Emplovee Profile
Deduction Codes
State Unemployment Taxes

Payrull Reports _ o] x|

Employee Payrall Surnmary — Report Criteria
R Employee Profile Printouts
[ ] l I l
Fro Paer” eports, EI‘I‘ID|D_','E[S 940 T a= Return —Date HEHQE

I A L= G =
ChOOSe Flrm Pa rOII Flrnflil:wrull S LInrnAry — —
y/' Start Date [05-01-2009 (&) EndDate |05-30-2008 |4
S umm ary Fayroll Register
Payroll Tax Report -

. Ctrly Unemployment Compenzation Bepart M/
*Be sure to include W2 Wage and Tax Stetement T
proper Start and end * by Pay Penod D ate " by GAL Posting D ate

date
— Destination .
Preview — Empl
* Print Preview L coheis
£ Printer e Al
" File Cloze = Employes Code
£~ Email
" Beport Group Help




Firm Payroll Summary

Simon & Barnes

Date Range: 0550172008 Through 0553072008
Date Type: Pay Period Date
Name: &1l Emplovees

Feport Date : 53002008
Feport Time : 1:39PTW
Page : lafl

Beguested By Urnknown User

Gross Earnings
Pay Period Ending 5/30/2002

Regular: $&.370.00
OverTime: 38 43

Total:

$0.00

Eamed [ncome Credit:

Taxes
* Inchides Employer Porbon

Zocial S emurity: $1,009 78
M edic are: $236.16
Federal: 56877 54
S tate: $20.24
State Dis abality Ins: $2.20

TotalTaxes:

Deductions

401k Deduction $970.00
Health Insurance $265.00
T otal Dred we thone: $1,235.00

Met Pay to Employees: $5,734.18

$2,012.22

Firm Payroll Summary
displays taxes due for
Federal and State
including Employer’s
portion




Paying Federal Payroll Taxes

:N\Abacus Accounting - Simon & Barnes
File Matters Billing Tru5t|AjD GAL Payroll Reports Window Help

o € g, & g |8 Dernand Check Writer

Enter and Post Payables

Matier | o W .. .o/ Post Payables

=10

< Aot

Dezcriptiaon

temo

General

|rwoice Date 05-30-2002 Ej
Due Date 05-30-2008 l

|nvaice Mumber  [05/20/08
Yendor D IRS E
s IE ank. af America
Address Bank of America
San Diego, CA 32112
/_

$1.923.78

mr period ending 5430408

FEID # 53-8974123

Clignt Section l Firm Section

J

Invai%maunt |$1 92378

/ Save
/

Applied Amaunt [1923.73

R emaining Amnaint |$|:|_|:||:|

Cloge | Help |

éom Firm Payroll Summary Report, enter amount due for Federal

Taxes



Entering Taxes Due

=10f x|

\

-_—

Page 1 T Fage 2
| —#ecount # ount | Dezcription
|21030.01 ) [#1.009.78 \IF'a_I,IrDIITaHES
|21030.02 A |$577.84 /lF'a_l,lru:-IITa:-ces
[210300 la) [s236.16 [Payroll T axes

IF'a_I,Iru:uII Taxes

/

E I IF'a_I,Iru:uII T ames

-ﬁ-CCD% Description |Federal W/H Taxes Payable

/

General l

Client Section

|

Firm Section

Total Firrn Section |$1 92378

I/éﬂ:uiu:e Amount [$1 923 78

Save

/

Applied Amount [1.923 78

R emaining Amaunt |$|:|_|:||:|

Cloze |

Help |

/

*Use Liability Accounts from Chart of Accounts; Federal W/H Taxes
payable, Soc. Security Taxes payable and Medicare Taxes payable

*Dollar values coming from Firm Summary Report



Entering balance of employee’s sick/vac time

Sile Matters  Billing  Trust Q;‘P G/L | Payroll Reports Window Help

ﬁilj \?ﬂ@ {,“,*f !ﬁ 5 | % r Process Payroll

= B Ermiployee Payroll Activity

bt A g
e | &) | AT ~ 0| x|
Employee D |- : 10l Ermnplayees
Stat Date  [01-07-2008 | EndDate[05302008 o
ﬁate—_'[ 1D | Gioss Pay | Total Taxes |  Tatal Deductions | W -
<Wﬁ $3.000.00 $807.35 $140.00 $2.052.65
01-31-2008 6O 50000 $TASAT3 F350I0 $3199.67
01-31-2008  JD $3.00000 $519.25 $250.00 $2.130.75
01-31-2008 L $1.700.00 $343.04 $320.00 $1,030.965
KCK $1.64000 $39357 $01.00 $1.240 43
PPL $2.400.00 $497.50 $175.00 172742
FEG $1,500.00 $347.60 $20.00 $1.132.40
JBB $2 500,00 $427.46 $350.00 $1,722 54
2272008 0D $1,500.00 $192.91 $250.00 $1,057.03
° 02-27-2008  JKL $850.00 $114.44 $320.00 $415 56
To add eaCh employee 02272008 KCK $486.25 36662 $0.00 $420.17
02-27-2008  FPL $500.00 36356 $175.00 $361.44 —
balance of sick/vac n 05302008  FEG $1,500.00 $317.60 $140.00 $1.042.40
05-30-200%  JEB $2 50000 $427.4 $350.00 $1.72254
time, select first payroll e N g %1?%-%1 000 410909 =l
for employee Detailz I . Print Delete FRefrezh Cloze | Help |

*Click on “Details”



Vacation & Sick Accrued Hours

e\ Employee Payroll Activity - Modify o] x|
Employes Mame  [Frances B Green Pay Period Date [07-312008  |a
Check Murnber SRR Check Date 01-21-2003 E

Haours Accumulated Hours [hzome
Regular Hours (20,00 : moss Reg  [4$2.000.00
Owvertime Howrs [0.00 Sick h = Grozz OT  [¢0.00
IJzed Sick, ooo Wacation |3_|:|? Tjotal Grass |42 000,00
Ilzed “acation (000 /
Income T axes and Deductions . _ EIC |$0.00
Federal W/H |$573.33 $184 76
atatew'7H 3000 $43.21 Total Tazes [4507 35

County*/H [$0.00 £0.00
Local/H [$0.00 $0.00

MetPay  [$2.05265
/Ep{ 1 Deduction Codes 1 J

Cloze | Help

Deductions |$1 40,00

izcellaneouz

-ﬁ@ balance of sick/vacation hours being brought forward to
“Accumulated Hours” for Sick time and Vacation time to first record

for each Employee



Other Payroll Reports

“N\Abacus Accounting - Simon & Barnes

File Matters Billing Trust AP G/L | Payroll Reports  Window Help

Process Payroll

ACOIE ZE 21T SR

—  Emplovee Payroll Activity

Matter |

& |

Payroll Check Register 5 |

*Employee Reports

*940 Federal
Unemployment Report

*941 Quarterly Reports
‘W2's & W3 Reports

Yoid Payroll Check

Emplovee Profile
Creduction Codes
Slate ment Taxes

Payroll Reports

¥\ Payroll Repo

Employes Payroll Summarny
Employee Profile Printouts
Employer's 340 T ax Return
Employer's 3471 Tax Return
Firmn Payroll Surnmary
Fayrall Deduction Listing
Fayroll Regizter

Fayrall Tax Report

Gty Unemployment Compenzation Fepaort
W-2 Wage and Tax Statement
-3 Transmittal

[Messtiniation
% PrintPravie
= Printer

 Fie Llose

¢ Email 4'
|t |

= Feport Group Help

1ol x|




