CROSSE-OVER

TIME CARDS

(C) Copyright 1996-2003, Crosse-Over Designs, AdH&s Reserved



Table of Contents

B =TI =0 = @0 1 = N =T 1l.
CROSSE-OVERIME CARDSEND USERLICENSEAGREEMENT ..ottt eeem e e e e e e e |
F N N N S U1 = =@ = [T "
PAYROLL PROCEDUREQOUTLINE ..ctuttutttttaeetasetettesasttesas st e saasssassansesa s bassan st sanssaa st eanss b aanssnsssneesnssanresnssrnerens v
MAKING CORRECTIONSFROM PRIOR PERIODS. .. ... ituiitiiiit ittt et e et e e e e e s s e sae s st e s st s e s s st s e saessaessneesnestasennaeseres v
If you wish the adjustments to be made 0N the QREEK.............c.oooiiiiiiiiiiie e \
If you wish to issue a separate manual ChECK NQW..........ooiiiiiiiiii et e e e e e e e e e e anebeeeeeaaeeannees \%

CHAPTER 1: PROGRAM SETUP .....coiiiiiitiiiiie ittt ettt s et e e s s e e e e s n e e e e s s ennnneee s 1.

Some Concerns About Stup anNd COMNMVEISION. ........ciuiieeieierise e se st s e et esteseeste e sre e eseesaessessestessessesseeseeseessessessessenns 1
T o] = a0 7= o I LS
Employee IDS.........ccoovvvvivieieeneen.
Program/ Department IDs
(@] 1= =1 4o 1 1 1SRRI
SECTION 2: CONVERSION.....tttttttttteeeeeeetaeseeaeesassasssaaasssssssesseeseeetaasaeaessesansannssssssssessseseeeeaeeeenensnsnnnanssssnsrssrnnsrerrrermeeeen
[ s T @ 1Y @0 )Y/ = Lo o TSP
PHASse TWO CONVEISION .....eviiiieieeeiesiesies e stestesseeseessestestestessesseessessessessessessesseaseessassessessessesseassensansessessessesseesennsnnsessessensenns
SECTION 3: SETTING OPTIONS ....ceeeietiesiieettettteteeeeeeeeeeteaaaeesaasaaassastessessaaeeeeeeeaeaaaaaaaessssaasaasensssnseseeeeeaaaaeeeenessnnsannnnnns

CHAPTER 2: DAILY WORK ..ottt ettt e e e e e e e e s e et ettt et e e e e e e e e e e s naannns 7

SECTION L2 OVERVIEW ...t it eiieettttae e e e e e e e e et e eeett et e oo o 4442224 e et et e e et s ba e 4o oo 22 e e et et eeeeeeeaebbaa e e e e e e eeaaeeeeensbnbnnn e e e aaeas 1...
A0 = LYo U I o= g o (o TSRO 7
SECTION 2: TIME CARDS ....cttttttttuuiaaa e e e e aeeteteeetetbataaaaaaaeaaaaaeaeeeaasteataaoa e oo e aeeeeeeeetsbessmnas o e e e e e eeeeeeessbsbaba e e aeeeeaaaeas 7
EMPIOYEE ID (L1-6 CRAIACTEIS) .....eeeiiiii e iemcee ettt e e e e e ettt e e e e e e e ettt et e e e e e e e sabte e et e e e e e e s ansaeteeeeeaeeeeaannnseseeaaaesaannnsbeneaaaaaaan 8
e oo = 1o gl (R Gl o g P T T (=T ) USSP 8
(D 1 (TR PSSP U PP PUPPPPPPPPPPPPPIN

THME 1N (0.01-12.59) .....eeeeveee ettt eeemeee et e ettt e e e et e et et e s et et e et et e s e e et es e et et et e e et e e et es e et et e et et e et et et et e tete et et ene et etereetete e atene s
Time Out (0.01-12.59)
L T TE T G0 R e T T ) PSP USSP
(@] o1= =1 do] o I (Ut A ol g o = ok (= ) DU ERPTRRPR
Work Order (1-8 characters)
PIECES (0-999999) ... .iiiiiiiiiiiie et skttt et e e a4 o4 et e et £ttt ee e e e e e R EeeeeeeeeeeaaRREE ettt eeeeeeeaaAnnEee et eeeeeeaaannnneeeeeeeeeaaannrarreeeaaaans
Rate (0-9999.99999) .......oiuiuererieeetesemememmseseeeeteeeetet et ete e et et et et et e et et eae et et e et et et et et e e e et et et et et et eteeeeteteee et ean s eteneetete et eteneenens
Amount (0-99999.99)........ccccceeiiirinnnn
Additional Benefit (0-999.99)
(@Y= 5 1100 TSI T 1N ) P EURT R
SECTION 2. PRINT TIME CARDS....ccuuiitietitae ettt et eee et e et e e e ete e e et e e et e e et ee et eeeta e e eaneetanaeetaaesnnasstnaestnaeesnessnnaaesnns
SECTION 3: CHECK TRANSACTIONS. .. ... eitteeitt ettt e ettt e et e e et ee et e eeeaa e e sa e e et e eetn e eaaneetaaaestnessaeassnnaassnseesnnessnneassnss 12
SECTION4: RECALCULATE TIME CARDS ...uituiitiiiteiteitietieett ettt s et s st esassaatsaa e et saa e eaa st b eaa e et e s b ea s et s ennssstesnessnsenss 13
SECTION S: POSTTIME CARDS ...cuuiiitiiiiteeei e e ete ettt e et e et e e e et e e e et e e et ee et eeeta e s sanaaetaneestnassnnnssstnaessnnsesnaaestaaaennnaes 14

CHAPTER 3: PAYDAY WORK ...ttt ettt e ettt e e e e n e e e s sn et e e e e e nan e e e e e s nnnnneeeesnanne 16

SECTION L: CALCULATE SUBSIDY ...eettuutietettuueeeesttteseessttasesssstnsaessstansaeteetanaeerertaeeeessnneeeeranaraessstnnaeessrnnaeeresnnn
SECTION 2: CALCULATE HOLIDAY PAY L..iitiiiiiiiiiii i ettt ettt s e e e e e et e e e e e et e e e e e taa e e e e asta s e e e ae b e eeeeetnn e eeeernnnnes
Beginning Date............cccccvvvveeeenn.
L gL [T g T [ T RPN
[ U0 [ O o I D = ST PP OO PP PP PUPPPPPPR
ElQIDIE WOIK DAYS ....iiiiiiiiiiieiiis e e cmmee ettt e e e e e ettt e e e e e e s s s bbb et et eeaesasssaea e et aaeeeessastbeaeeeaaeeeeessnsaasseaaaassassntbaneaaaeeessnnses
LT (0B o I TP
Create Transactions? (Yes or No)

HOW T VVOTKS ..ottt ettt s s b e s be e sbe e etesaeesaeesbeeebe e beeabeeabeshsesbeesbeesbeebeansesasesaeesbeebeenbesntesssesseesrenn
SECTION 3: CALCULATE OVERTIME ...uuttttteteeeeeeeeeeseeeeeeeesesiessesessstasssseeeesaeeaaaaaaessessasssssssstsstesssnseeeraaeeeeessessnnassassssenns
SECTION4: EARNINGS ACCRUAL REGISTER. ...ceeitiiiieeeeeeeeiesieeieeseetaasesasesesesaaeeaaessessasassssssssesssssereeeseeteeeeeesaesnsssssreees 24
SECTIONS: RESETACCRUALSTO ZEROD...ceiiiiiieieeeeeeeeeesiesiee e esasaessesseeeeaasaaeeaasssessaassssssssssssassesseeeeseeaeseseessanassssnssnnes 25

CHAPTER 4: SPECIAL REPORTS . ....eiiiiiiiiiiiie ettt e et a e e e e e e e e e e s e s s s nnennees 6.2




LR E= 1016 [ T PP PP PP PP PTPPPPPPTRPIN 26
L 1 TP P PPN 26
L 101 0= TS SPPPP 26
PIece WOIK HiSEOIY SUMIMEIY .......oiieiiiieieeeteeeeee ettt e et s ee et s ae et e s e e e et e sbesbeebesmeeae e e aneeseesbesbesneaneeneanseseeseennas 26
LR E= 1016 [ T T PP PU PP PTPPRPPPTRPIN 27
L 1 TP P PPN 27
[ 101 0= RPN 27
BT RO Tl o TR oV L T TSP 27
LRz 106 [ T T PP P PP PPPTPPPPPRTRPIN 27
L £ 1 PP PP PRI 27
[ 101 0= RPN 27
Earnings SUMIMAIY FOr SSA ... ittt e et e s ee et bt e st e s e e se e eeeeeebeeheemeeae e e enseseeebenbesneaneensanteseeseeneas 27
LRz 106 [ T T PP P PP PPPTPPPPPRTRPIN 27
L £ 1 PP PP PRI 27
L 101 8= R TR SPPPP 27
Employee RAtES BY Pay COUE.........cc.ooiieieieiieeeee ettt sttt ettt e e et e saesbesbe s ae e s e e ae e eeseeebesbeaneenee e aneeseeseeneas 27
RSz 1016 [ T T PP PP P PP PPPPPPTRPIN 27
L £ 1 PP PP PRI 27
L 101 8= R TR SPPPP 27
=g o o)/l el 2 O 1= o] SRS 28
RS2 106 [ T T T PP PP PP PP PTPPPPPRTRPIN 28
L £ 1 PP PP PRI 28
[ 101 6= RPN 28
(=g o o)< AV ToTa 0] AV o o0 SRR 28
LRz 106 [ T TP PP PP PP PPPPPRTRPIN 28
L 1 PO P PPN 28
L 101 0= RPN 28
L0 W O 0= gV To RSP STURRURUPROIN 28
LRz 106 [ T TP PP PP PP PPPPPRTRPIN 28
L 1 PO P PPN 28
L 101 0= TSP 28
CHAPTER 5: PERIODIC PROCESSING......cciiiiiiiiiiitiii ettt e et ettt e e e e e e e e e e e e e e s e e s aaninnees 29
SECTION 1: CALCULATE AVERAGE RATES. .. ututuiiiii i et e eetetetietitttaas s e s e e e eeteeseeeeeaetatasa s saeeaeeaeteeessssssnnnsaaaaaaeeeaeeeeennnnes 30
(D= TE= N = g o = PP UPPPPPPPPRPPPPPRR 30
(0T To oY LY =Ty (=T 1 USROS 30
SECTION 2: CONDENSETIME CARD HISTORY ...tiitieitititiies i e s e e e eeeeeeeeetetes s saaeaeseeeeeaeaeeeaestntnsanaesseeeeeeeeeesessnnnnnnsnnnnnes 31
SECTION 3: PURGE TIME CARD HISTORY DETAIL 1.ttuuuitieeeeesietieeeeteieiaesseseeeeeeeeeesenaassssnsnnnaaseeeaeeaesesssssssnnnnnsseseeeeeeennees 32
SECTION4: REMOVE TERMINATED EMPLOYEES.......ccttittttutisieteeeeeeteteeeteteetsssaasaeseeeaeaeseesssssstnsnnnaaseaeaesesesnsssnnnnnsnnnns 33
CHAPTER 6: FILE MAINTENANG E ... .. e e e e e e e e e e e e e et ae bt bb e e e e e aeaaaeeennnnes 34
SECTION 1: PROGRAMITDEPTS. ... tttttte ittt e et ettt et e e e sttt e e e sttt et e e s 4k bb e et e a4 aa bbbttt e e 44k hb e et e e 2 e mb e et e e e s ensbbe e e e e s s annnrneeaens 35
Program/Dept (1-6 CRATACLEIS) ......coiiieiiiieii et e oottt e e e e e ettt et e e e e e e e e saeae et eeaeeaeaannnntseeeaaeeaannnsseeeeaaaeanan 35
(Dol oo g R O ol g o = ot =] ) PSP PPPEPTRR 35
SECTION 2. EMPLOYEES. ...ttt ettt e e e e e e e s e et ettt et e e e e e e e e e e et e e sa e a s e e bttt et e e e e e eeeeeesessaeasen i nn e nennee s 36
[ 40T ] (o) T (R R o g o T = ot =T ) SRR 36
[ TS N o T gL I SR g B T T (] ) TP PUTOT SRR 36
(R TS = T g Lo R O ol g = = Tox £ ) PRSP PEPTRR 36
Social Security NUMDBDET (9 QIGILS) ...........e e ceeeeeeseaiattteet e e e e e et ettt e eeeaeeaaaaeeeeeeaaaeeaaaasnaeaeeeaaaeeasaansnnsseeeaaeaaannnsseeeaaaaeanan 36
Exempt FICA (Yes or No)

TEIMINALION DALE. ... eeiiiiiitieee et ettt e ettt e e et et oo e et e e aa e e e e aa s e et e e ean e e e e e as s r et e e an R e et e e ssnn e e e e asne e e e e nne e e e nnnneeeeannneeenans
Program (1-6 characters)
Special Number (1-10 characters)
Funding (1-2 characters) .......c.c.cccoeuuvm
Disability (0-9) ......ceveeeeeiiiiiiiiiiieee e
[N ol o T (0L TSP
Regular Rate (0-9999.9999) ... .. ittt ettt e e e ettt e e e e e e e e e e e bt eeeaae e e s e R hhe et et eeae e e e e Ehaeeeeeeaeeeaaanraneeaeee e aannneeeeean
Average Rate (0-9999.9999) ... . i it eiiiee i ettt e e e et e e e e e e e ——— e e et eae e e e e e nhata e et eaeeeeaaantheseeeaaaeaaannntaereaaaeaaaan
Guaranteed Rate (0-9999.99090) ... .. . i it ottt e ettt e e e e e — e et ea e e e e e —he—eeeaeeeeaaanbaaeteeaaeeeeaannneeaaaeeeaaannees
Hourly Rates By Category 1-20 (0-9999.9999) ... i iiiiiiiiee ettt e e e et e e e e e e e e et e e e e e e e e e s aannnebeeeaeaeeeaannneees 37
SECTION 3: PREVAILING WAGES......ciiiiiiiiiiiiie ittt ettt e e s e e s e e e et ettt e et e e e e e e e ae s e bbb b b e s e e e e e e e e neeaeeeeeas 39
Prevailing Wage Cat@gory (1-99) ... cui ittt ee e ettt e e e e e e et e et e e e e e e s e st aee e eeeaaeeaaaanbbeeeeeeaaeeeeaannnneeaeaeaeaaannees 39




(Dol oo g I (T O ol g o = ot (=] ) PRSP PEPTRR 39

Prevailing Wage (0-99999.99) ... i it iiciee ettt e oottt et e e e e e e e e aeeee e e e e e e e e ntheeeeeaaaeeeaaannebeeeeeaeeeaaannneeeeaaeeaaannees 39
UPdating Prevailing WaGES. .......c.o ettt sttt e e et s he st e st e e et e saesbesbesaeemeeaeaneeseeseesbesneaneeeanseseeseeneas 39
SECTION 4. OPERATIONS. .....uttttttttttttettttetaeteeaesasasessa s s aase e e e e ettt et e e teaeeaaeasesaa e s ae b r b e e e e ee et e e teeeeeeessesaessasenenrannrnreeneeees 40
(@] o1= =1 d o] o I (Ut A ol g o = Tod =] ) P ERPT PR 40
Cost Center COUE (1-3 ChAraCtEIS UP PO CASE)-meauaeuuuriieiiaaaaaiaitteteeetaaeeaaaatteeeeeaaaaaaastaeseeaeaaeaaaaannbsseeeaaaeeeaaanseneaaaaaaaann 40
Description (2 lines of 25 CharaCters @aCN) ... . ittt e e e e e be e e e e e e e s e snneeee 40
(o NV oo Lo A o] g =T = Tod (=T L= TP ERPT R 40
Prevailing Wage Cat@gory (1-99) ... . e e ieeiii et ettt e e e oo e et bttt e e e e e e e e aaaeee et eeeaeeeaaasbeeeeeeeaaeeeeaannnneeaaaeeeaaannees 41
Pieces/Hour NOrm (.01-9999999.99) ......e i i eeeeaeiiie ettt e e ettt ettt e e e e e s e be et eee e e e e e e s natbe et eeaaaesaannsbseeeeaeeaannbnnneeeans 41
[ (o TN VA R = LI OF= 1 (=T [0 YA (02 ) TR TP PUTOT SRR 41
Additional Hourly Benefit Rate (0-99999.99)......oi i et e et e e e e e e e ettt e e e e e e e s e nne e et e e e e e e e nnreeeaaans 41
LR G ] o1 A =20 g VLo ) I SUTPT PR 41
SECTION5: EMPLOYEE/OPERATIONRATES ......vittietiittitte e e ettt e e e e ettt e e s ettt e e e e sttt e e e e e sttt e e e e e anb b e e e e e s eanree e e e e annres 42

Employee (1-6 characters)
Operation (1-8 characters)
Rate (0-9999.9999) .................
Date......ccooeiieeiiiieeeeeee
SECTION6: WORK ORDER................
VAT o] @ o [T g (R I ol F= = Tox (= ) SRR
(Dol oo g (T O ol g o = ot (=] ) PSP PEPTRRN
ST =T 0 TSP P U RRTOPINE
1T I = L= OO EP P TPPP PR
SECTION7:TABLES ....coeeveeeeiieiiniinne
LUNGCHX TADIE ...ttt mmrm ettt e ket e e ekt e e ekt e e et e o4k e e e e e R et e e e s et e e s s ne e e e e s ne e e e anr e e e e s nsnneeeennrneeenans
SECTION8: PAY PERIOD INFORMATION
What dO theSe Aates EffECE?...... .ottt sttt a et e e e e besbesae b e e e e e e s e neesbesneas 45
(D= TV AY o] G T LI O o £ PSP PEPTRR
Daily Work-Post Time Cards.................
Payday Work-Calculate Subsidy...........
Payday Work-Calculate Holiday Pay
Payday WOrk-CalCUulate OVEITIME ... ..o ettt ettt e e e e e et e et e e e e e e e tbae e e eaaaaeeaaannsbeeeeeaaeeaaansanneeaaaaaann
IMENTMUM VWA ...ttt ettt e e h et e s e e et e eeesee e he e Rt ea e e e e e e eEeeE e eheeaeem e e e eneesbeebeabeeneeneeneanseseeseeneas
[ 10=2 1 o | SRS
121021 o | 2SR
ST o 1S Lo V@ o= = o] o ISP
[ (0110 oA @ o= = Lo o SRS
(O 100 O o= =11 o o OSSR
RTAT == N0 USSR




CROSSE-OVER TIME CARDS END USER LICENSE
AGREEMENT

Use and possession of this software package igigeddy the following terms.

1.

4.

DEFINITIONS - These definitions shall govern:

A) "COD" means CROSSE-OVER DESIGNS, Rt. 2 X-OveivBy Cashton, WI 54619, the
author and owner of the copyright on this SOFTWARE.

B) "CUSTOMER" means the individual purchaser areldbmpany CUSTOMER works
for, if the company paid for this SOFTWARE.

C) "COMPUTER" is the single-user DOS computer, @mork file server, or UNIX
compatible computer on which CUSTOMER uses thigfam. Multiple CPU systems may
require supplemental licenses.

D) "SOFTWARE" is the set of computer programs iis frackage, regardless of the form in
which CUSTOMER may subsequently use it, and regasdbf any modifications which
CUSTOMER may make to it.

E) "LICENSE" means this agreement and the rightsabligations which it creates under
the United States Copyright Law and Wisconsin laws.

LICENSE

COD grants CUSTOMER the non-exclusive right to thée copy of the SOFTWARE on a
single COMPUTER at a single location so long as TOBIER complies with the terms of
the LICENSE, and either destroys or returns the B@ARE when CUSTOMER no longer
has this right. CUSTOMER may not transfer the progelectronically from one computer
to another over a network. This SOFTWARE is predidor the CUSTOMER'S internal
use only. This SOFTWARE can not be used to propalgoll services for any employees
outside the employ of the CUSTOMER. COD shall hidneeright to terminate this license if
CUSTOMER violates any of its provisions. CUSTOMEW®nNS the diskette(s) purchased,
but under the Copyright Law COD continues to own 3OFTWARE recorded on it and all
copies of it. CUSTOMER agrees to pay for licerfsesdditional user copies of the
SOFTWARE if CUSTOMER intends to or does use it ar@rthan one COMPUTER.

TRANSFER OR REPRODUCTION

CUSTOMER understands that unauthorized reproducti@opies of the SOFTWARE
and/or unauthorized transfer of any copy may beriass crime, as well as subjecting
CUSTOMER to damages and attorney fees. CUSTOMERtraasfer the system from the
original diskette(s) to a single COMPUTER using titaesfer procedure outlined in the
user's manual. CUSTOMER may not copy the origimntette(s). You may not rent, lease
or disclose the software to a third party. COD tisright to terminate the LICENSE, and
to take legal action if these conditions are viediat

LIMITED WARRANTY

Crosse-Over Time Cards [



The only warranty COD makes is that the diskettesyvhich the SOFTWARE is recorded
will be replaced without charge, if COD in gooditfadletermines that the media was
defective. COD makes no other warranties, eithpressed or implied, and COD shall not
be liable for warranties of fithess of purpose @rchantability, nor for indirect, special or
consequential damages such as loss of revenualulityto use the software. Some states
may not allow this disclaimer so this language matyapply to CUSTOMER. In such case,
our liability shall be limited to refund of the gimnal purchase price. CUSTOMER may have
other rights which vary from state to state.

5. MISCELLANEOUS
When the CUSTOMER uses the SOFTWARE, this act fleationsidered as mutual
agreement to the terms of this LICENSE. This LIGGE\shall be governed by Wisconsin

law, except as to copyright matters which are ceddry Federal laws, and is deemed
entered into at Cashton, Monroe County, Wiscongihdih parties.

CROSSE-OVER DESIGNS

John F. Richards, Owner

SAVE THIS LICENSE FOR FUTURE REFERENCE

Crosse-Over Time Cards [



ANNUAL SUPPORT

For the first 12 months from date of purchase, CRB®VER DESIGNS will provide phone
consultation to the end-user at no additional aharbhis service is limited to answering calls
placed from the end-user's place of business to£FHEBEOVER DESIGNS, with long distance
phone charges being paid by the end-user. Endsuseitd always consult the user's manual first
concerning the menu program in question.

SOFTWARE MAINTENANCE AFTER THE FIRST YEAR ...

The customer may purchase an annually renewabteacdfior maintenance of the TIME CARD
software. This contract provides for the custotoeeceive all tax and W-2 program updates
during the year. The contract also provides fatiomed phone support for the year. The current
maintenance fee is $300/yr (subject to change withotice). A notice to renew the maintenance
for the next year will automatically be sent to dustomer on the anniversary of the initial
installation.

The annual fee is intended to cover tax and W-2pdiaimce issues. A separate fee may be

necessary in the future should an entirely newycbtde developed in a substantially different
language with a distinctly different look and fé@m this current product.
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Payroll Procedure Outline

Enter Time Cards under Daily Work

Print, proof, and recalculate Time Cards as necggs®aily Work

Post Time Cards for the desired employees andrdage in Daily Work

Perform the Payday calculations of Subsidy, HoliBay, and Overtime as applicable and be

sure to post these system generated time cardsiagoy

Print and proof earnings accrual register. Saigerdport for future reference.

Use Open Systems - Daily Work to Import Time Camtrvals. The import program prints a

totals page after it is complete. Be sure to pthese amounts against the Earnings Accrual

Register and your post Time Cards reports.

POST in Payroll Daily Work to update the payrotleswith the imported Time Card Earnings.

8. Use Payroll - Payday Work to calculate the checksu should noget the message that checks
are already on file when you begin the calculatessyou are intentionally recalculating a
check run. If you get the message unexpectedlyt thre check register to see what checks are
on file, and post them before you calculate the pawroll. The calculate checks program prints
a summary page of the totals for this check runeseg totals should be exactly what you expect
from the earnings accrual register in Time Cardd,tae postings in payroll. Proof the totals on
this page carefully, since this is the easiest twagpot a problem.

9. You may want to skip the Edit Register, since theck Register will contain the same
information. However, if you are not sure thatgaly amounts are correct, you may use this
report as another proof point. Also, this is tinstfreport you have of the scheduled and
miscellaneous deductions. If you discover mistagkes can go all the way back to XO Time
Cards, enter, and post adjusting entries if neadgahrt and post them again in payroll, then
run the calculate in Open Systems again. Noteiftlyati rerun the calculate, the system will
give you a warning message that there are cheradsi on file. In this case it is all right to go
ahead and erase them.

10.Print the checks and the check register. It isveaessary to print the withholding and tax
reports on the payday menu if these reports aresed. There are a lot of reports on the payday
work menu which are not necessary for each employgave paper and time by only printing
the reports you find a use for.

11.PostChecks It is very important to always complete the paydycle by posting the checks.
This post makes the checks permanent. Up ungiltiime, you can go back as far as you like
and recalculate as necessatry.

12.Use the Post Expense to GL function under PeriBdacessing in the Payroll module to get a
printout of the distribution of wages by departngenitVe recommend doing this post after every
check run.

13.Finally, go back to Time Cards - Payday Work, amd& the earnings accrual file.

PownNR

o o

~

Making Corrections From Prior Periods

If you wish the adjustments to be made on the next check In this case, simply adjust the period
dates during time card entry to allow you to etitercorrect date on the adjusting entries. Correc
dating of the entries is important especially teatance information will be used from the system.
Remember that you may arrow to the left on the warel entry screen and change the +to a -
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inorder to make reversing entries of things thaehaeen posted. Post these adjustments using the
daily work post function with the dates set to aoWe range of the corrections. You may then set
the dates back to the desired regular period datescomplete the payroll in the normal manner.
You will notice that the Earnings Accrual Registell reflect the corrections you have made, and
the next check issued for the effected employe#seflect the adjustments.

If you wish to issue a separate manual check now It is best to issue manual checks when the
earnings accrual file is otherwise empty. The @alchile will always be empty just after you have
completed a regular payroll cycle, or at any othmae that you have not posted any time card entries
in daily work since the last payroll cycle.

You should enter the adjusting time card entrids wie correct dates of when the work was
performed. These dates should all be prior tathieent pay period. Remember you can make both
+ and - time card entries. In the Time Card, D#grk menu, Post these adjusting corrections to
the accrual file by selecting the employee to post/or the date range. Be careful to only post the
desired time card entries and not any entries waiielto be paid with the next pay cycle. Use Open
Systems Payroll Daily Work - Import Time Card Acalsito bring the accruals over to the payroll
side. Post these entries in payroll daily workntigo to Payday Work - Calculate Checks.
Complete the check run in Open Systems. (Remetlde®ST CHECKS!)

This process will update the time card history ifieghe Time Cards system, as well as update the
employee's earnings in Open Systems Payroll.
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Chapter 1. Program Setup

Section 1: Before You Begin

Overview

It is important to understand the relationship lesw Crosse-Over Time Cards, and Open Systems
Payroll. The Time Card System calculates wages paints special reports, and Open Systems
Payroll issues checks.

The Time Card Systems is designed to handle tlaledion of all wages for a company that
requires job costing information of wages for jdibat include piece work along with hourly work.
In the Time Card System, File Maintenance, youdifime each paid operation, applicable norms,
rates, etc. The system then provides a data sotegn for entering daily transactions for each
employee, with the system automatically figurinitlaé wages based on the job operation. The
system then gives you an earnings accrual re@$ighat each employee has earned for the pay
period. At this point in the pay cycle, Open SgstePayroll system takes over.

You could use The Time Card System with any pawydtem of your choice. However, the Time
Card System is designed to automatically passah@regs accrual each pay period into Open
Systems Payroll without any manual entries. If ghoose to use another payroll system to issue
checks, you could manually enter the total earnfageach employee into whatever system you
choose. (Or call us about the possibility of a@msautomatic transfer.)

The Time Card System will do all the detailed tesrt®n entry and reporting of all the data in job
costing and employee performance reports, whilenCyestems Payroll will issue checks, handle
tax withholding, and W-2s.

Some Concerns About Setup and Conversion

Many companies run two or more payrolls. One pajoothe company staff, and another for the
production workers. In prior versions of the Ces3ver Payroll System, these payrolls were
separated by subdirectory. The \STAFFPR and \CIIER subdirectories each contained the entire
program, and were run independently of one anothibis is often desirable for confidentiality of

the staff payroll data and because different grafgsnployees are sometimes paid on different
schedules.

With Open Systems Payroll and the Time Card Systieenbest way to run two or more separate
payrolls and maintain confidentiality, is to se¢iup as two differerdompanies Each company
can be given separate access codes. Keep thiseha® you install and configure your system. If
you are running other modules of Open Systems Adooy Software, you will probably want to
use the same company ID for AR, AP, GL, and thelpcdon worker's payroll. This is generally
true due to the fact that the production payrofiegally has widespread access by the same staff
who have access to the rest of the accounting ddta.staff payroll will be established under
another company ID which can then be restricteddssword protection and only those limited
workers who are given access codes will be ableséoit.

Crosse-Over Time Cards 1



We have available a software enhancement for Ogstei®s General Ledger which would allow
you to transfer the General Ledger postings froenstiaff payroll into another company. This
would allow you to combine all of your payroll pwgjs into the main company.

If confidentiality is not a concern for the sta#ypoll, then you do not have to use more than one
company for establishing your payrolls. Open Systeayroll allows you to set up separate
GROUPS of employees. Each group can be processed selyaadtowing you to have up to 10
groups of employees paid on different frequencies.

Before you begin working on the Time Card systeomplete these tasks:

« Install Resource Manager version 4.5x

+ Install Open Systems Payroll if you intend to ifdee with the payroll module

« Install the Time Card system using the Resourceddar

« Use the Resource Manager, Company Setup, Dat&Falion to create both the payroll data
files, and the Time Card Data Files

« If converting from Crosse-Over Designs payrolitegs, use the file conversion routines
described in section 2 to perform the necessagy catversion

« Set the Time Card Options table in File Mainteranc

« Define the Pay Period Information in File Mainteoa

« Use File Maintenance first in OSAS Payroll, thenhe Time Card System to define your
Departments/Programs

Alpha-numeric IDs
For those companies converting from the old versio@rosse-Over Payroll, the following ID
conversions are made when your data is convertdtetoew Time Card System:

Employee IDs are converted into a three digit number ID by paddvith zeros. Employee 1
becomes ID 001, employee 50 becomes ID 050, et nYust enter the full employee ID with
leading zeros throughout the system. There ise@neption to this. The Time Card entry screen
will allow you to enter the number, and the prognaithautomatically convert the number to the
correct ID.

Program/ Department IDs are converted like the employee ID into a threét digmber ID by
padding with leading zeros. Throughout the systgra, must always enter the three character ID
for the program.

Operation IDs In the old system, the operation numbers were @pdgits. The new system
converts these numbers into a right-justified 8rabi@r 1D with leading blanksThroughout the
system, you can simply enter the numbers, andystera will automatically right-justify the ID.
This saves you the trouble of having to alwaysrethie leading blanks, yet allows the IDs to sort in
numeric order. Note that you may want to enteré¢hading blanks for the operation ID if you are
entering an ID for an inquiry window.
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Section 2: Conversion

The prior version of Crosse-Over Payroll was wntie an entirely different language from the new
Time Card System. The prior version was a seltaiord system that performed all the functions
relating to payroll, while the new Time Card Systsrmdesigned to work along side of OSAS
Payroll to perform all the same functions.

Conversion to the new system requires the converdithe old data into the new file structures
contained in both the OSAS Payroll and the TimedCyrstem. The only significant data which is
lost during the conversion is the definition of escellaneous Pay and Deductions. After the
conversion, it will be necessary to define the ptiyteductions in OSAS Payroll.

The conversion routines are technically complexheninside, yet relatively easy to run by the end-
user. While they are designed to be run by theusead, you may want to talk with us over the
phone before you begin to discuss your particutaason

Prior to beginning the conversion, you should halveady installed all the software, and created all
the data files for the new system in both Paynodl @ime Cards. Note that this conversion process
is not like a standard Open Systems conversioru With not be using the Data File Conversion
option in the Resource Manager since this appie®hverting data from a prior version of Open
Systems, and not from an entirely different system.

You should also have your old data files in a stdadory that is accessible from the computer or

terminal where you will be doing the conversiorar Example, the prior version typically used the
\CLIENTPR and \STAFFPR subdirectories for the gystdf you are installing the new system on

the same computer or network, then you do not kawneove your data.

Before you begin any of the conversion routinessure to be in the correct COMPANY. In Open
Systems, the <F3> key is used at a menu to sélectd@sired company. It is vital that you be in the
correct company before you proceed with the comwmeysince this determines where the converted
data will end up.

To begin one of the conversion programs, entendve payroll system, be sure you are in the
desired company, and select Crosse-Over Time Clslaster File Lists, Programs. At the pick
screen for this report, where it is asking for vegram From range for printing, you will press a
special sequence of keys in order to break-out@program. At this point preSSTRL-PAUSE’
followed by‘CTRL-A’ . You may have to do it a couple times to getfugrams attention. When
you breakout, you will be left at a ready prompt >.

For network conversions, where the old data isonahe same drive as the new system, it will be
necessary to enter a special command after yokdweaBy default, the new system will only
access data on the same drive. If for examplep¢hesystem is on the F drive, while the old
system is on the C drive, you need to enable tHav@ in order that the conversion routines will be
able to access the old data. At the >, simplyrerBABLE “C” . Drive C is used here as an
example, but you can enable any drive letter wiieue old data resides.
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Phase One Conversion

The first phase will convert all the employee maste information, job operations, check history,
and unpaid transactions into the new system. fgiase usually only takes between 15 minutes to a
half hour depending on the speed of your compulerbegin, breakout of the program as described
above, and at the ready prompt, enter:

RUN “XOCNVT”

This will call up a little window and ask you someestions for the conversion.

Programs List ----- +
1
1

Pick Program From H

6100 CALL "GENINPUT.PUB",ERR=GENERROR,Z9$,Y$,(X0),( X1),(X2),(X3),(X4),X9,X1$(1}

6100 ), X,X$,INFO,WINDIDS$, SELVAL$ COMPID$,PROGIDS$,FI LE[ALL], YDISABLE$ PGM(-2) |
+- Convert Master Employee Files --- e H

READY \Where is old data: C: \CLIENTPR

>RUN "XOCNVT" {How Many Pay Periods: 26

{Use Group ID: 0

iWhich Quarter isit: 4

iWhich State for UC:  WI

T+

fmmmmm -

+- Company 1 Inquiry ---------- Verify -+

Where is the old data?
Enter the path where your old data resides. UsGaICLIENTPR or C:\\STAFFPR

How many pay periods?
Enter the number of normal pay periods each yaahfe group of employees.

Use Group ID?
Unless we have discussed otherwise, all shouldjuse O (zero) for all companies being
converted.

Which Quarter Is it?
Enter the quarter number, 1 - 4, based on thelestk date which was paid in the old system.

Which State for UC?
Enter the two letter abbreviation for your statedzhon who you report most of your unemployment
to.

The conversion routines will proceed through cotingryour data. This phase usually only takes a

matter of minutes, but is variable based on thede# your computer, and what time of year you
are performing the conversion. The latter in tharythe longer it takes because of the history.
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While converting your job numbers, the system ntap sind ask you for a prevailing wage
category. Valid numbers are 1 - 99. If the pragesks for a number, start at 1, and move up from
there each time the system asks for another number.

When the conversion is complete, the Master Fis#sbmenu will reload. There are no printouts
during the conversion.

It is very important to check over your data asthoint. If there is a problem in the conversiors
best to discover it now. The only data which de&STI' convert, is the Miscellaneous Deduction
file. You should get a printout of the deductide from the old system, and give us a call about
setting up the deductions in the new system.

This is also a good time to define the necessagy/dmge for the next payroll period you will be
working with. This is done under Time Cards, Milaintenance, Pay Period Information. Refer to
the documentation section on File Maintenancerftarmation on setting up this information
screen.

Phase Two Conversion

The second phase of the conversion converts andhié old MONTH.DAT file. This file contains
all the detailed transactions of paid work from ¢he system. This file is used to produce valuable
historical special reports like productivity andb joosting.

The conversion of this file often takes severalre@nd for this reason, we recommend starting the
program just before leaving for the day, and lgttime conversion take place overnight.

To begin this conversion program, follow the instrons above pertaining to entering Open
Systems, selecting the desired company, breakihgfdbe program, and enabling any necessary
drive letter. Then, at the ready prompt, enter:

RUN “XOCNVT4”
This program will ask just one question: Wher®Ild Data? Answer this question as above, and
the system will begin converting. You will seewanber count as it converts each transaction. Itis
not uncommon to have between 30,000 - 60,000 tcéinga to be converted. When the program is
done, it will reload the Master File Lists menu.

The conversion is complete, but it is a good ideletep the old data in place for a while until you
are confident that the data is all in the rightpla
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Section 3: Setting Options

The Time Card module has several options whicluaee defineable. In order to define these
options, you use the Resource Manager, Company Seftions and Interfaces function.

Option switches can be defined so they apply to@thpanies or they can be defined separately for
each company. In other words, options cashmred by more than one company@wvnedby a
specific company. When you choose the Optiongl@edfaces function, the first question you are
asked is regarding whether you want to Share or @emptions for this company. We recommend
using Own. The reason for this is that in regaodsayroll processing, the client and staff pawoll
are often different enough that the options nedaktdifferent for the two companies.

After selection to Own the tables, you are askedhe Application ID. EnteKO.

There are five option switches:

oo Crosse-Over Time Cards Opti ONS ---=-mmmmmmmmmmmeae +
i Description Value 1
1> Interfaced with Payroll? YES '
i Enter Times IN and OUT? YES 1
| Go to top of entry screen after each entry? NO 1
i Rates are defined as dollars/hour? NO 1
i Use Work Orders? NO 1

Option (001 of 005) !
1

Enter = toggle, Write
+- COMPANY S =----m-mmmmmemmmmemmocmeceeeeee s Verify -+

Most of the switches are self-explanatory. Gmfodf entry screen after each entry, is designed as
a convenience to speed up data entry. NO is ubed wou are entering consecutive days for the
same client, and YES is used when you are enténmsgame day for different clients.

If you are using Open Systems Payroll module, imigortant to set the first option switch to YES.
You may come back and change your settings whemagassary.
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Chapter 2: Daily Work

Section 1. Overview
When you select daily work, this menu appears:

1 04/22/1993 Company X - Crosse-Over Desi gns 543 PM |

—
1

+- Main Menu -------------- + '

| I 1

| ] 1

| +- Crosse-Over Time Car ds -+ i

| 1 I 1

| I 1 1

i\ | *+-Dailywork ----- e |-+ . '

| 1 I

| I I I 1

i 1 | Time Cards H H

+--1 | Print Time Cards H H

Check Transactio ns | H

I

I

| Recalculate Time Cards | |
| Post Time Cards H

|

-
4=

0--mmmmmmmmmee- OPEN SYSTEMS (R) Accounting S oftware -------------------- +

What you can do

The daily work programs allow you to enter, editgl grint time cards. There are additional
functions to allow you to check the transactiorrsciertain inconsistencies or omissions, as well as
to recalculate time cards. The final step in tagydvork process is to post the time cards.

Section 2: Time Cards

The time card entry/edit screen is all in one. éater daily time cards based on the employee ID
and Date. The system keeps track of each dayafdr elient for you automatically. When you
enter and Employee ID and Date, the system wiltkhe see if there are any existing entries on file
for this employee on this date, if there are noiesitthe system will display a blank screen on
which you can enter the desired data. If entnied@und for this employee/date, then the system
will display them for you and you can either etigitn or add to them.
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+ Time Card Entry --- +
Employee ID 001  MILLER ANN
Program 102

Date 04/05/1993

I
I
In Out Hours Operation WorkO Pieces Rate  Amount Add'l O]

i+ 8.0011.00 3.00 331204 23 91% 54232 12.47 .00 N|
{+11.00 2.00 2.50 360801 463 96% .02671 12.37 .00 N|
|+ 2.00 3.30 1.50 9101 % .00000 .00 .00 N;j
1+ 3.30 '

| |

I I

1 I

I I

1 I

I I

1 I

I I

1 I

I I

1 I

I I

1 I

a a

1 1

| Totals 7.00 24.84 '

I I

1 I

' LIVING SKILLS TRAINING !
+- COMPANY X ---m-mmmemmmmmmcmemmmc e s Verify --+

Employee ID (1-6 characters) You may use the inquiry function (F2) to selecnirthe available
IDs, or you may use the maintenance function (B&dd a new employee to the employee master
file. There is an alternate inquiry window by Nalepressing th&l key while in the standard
inquiry window.

Program (1-6 characters) After you enter the employee ID, the home prograea dor that
employee is displayed. You may accept the homartieent, or select a different one. Each time
card transaction is tagged with the employee'srarogluring transaction entry, and certain reports
are available to total by the program. Note tragpam is entered at the top of the screen andiss th
applied to the entire day's work.

Date The date you enter must be within the defined paiod (see File Maintenance). You may
use the maintenance function (F6) to set the paggeates if needed.

The bottom part of the time card entry screen aléy multiple lines of entry for each day. When
you are entering the daily time card data, theanuasrow keys function differently from the normal
Open Systems standard. The arrow keys are used/igate from field to field while you are
editing the time card. Normally the left and rigintows can be used for in-field editing, but here
they will take you from one field to the next. Rbis reason, think of the bottom part of the scree
as a grid in which the arrow keys will move you dpwn, left, or right as desired. This feature
makes editing the transactions much easier.

During normal entry, it is advised that you use<kater> key as you enter each piece of data
instead of the right arrow. There are some diffeessumptions built into the system as shortduts i
you use <enter>, but when you use the arrow keysylstems assumes you are editing and it doesn't
automatically skip certain fields.

+or - The first field on each line is an indicator fielthich is either + or -. The + is used for

normal transactions which are an addition of haum pay. The - is used for entering reversing
entries. This may be necessary if you have prelyqosted time card entries and wish to correct
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the data which was posted. It could be an entiyfa prior pay period that you are now reversing
with a - entry.

The rest of the fields on each line are alwaysredtas positive values. This indicator field
determines whether the net effect is + or -.

Timeln (0.01-12.59) Enter times as you would read your watch, and his@écimal point to
separate the hour from the minutes. 8.30 is theesss 8:30. You can not enter more than 59 for
minutes. The system does not differentiate betwddrand PM, and therefore the maximum In
and Out difference can be 12 hours. You may dlegime in altogether, in which case the system
will skip over to the HOURS.

Time Out (0.01-12.59) The same rules apply here as above with Time lote that you do NOT
have to enter military hours. For example, theesyswill correctly calculate the time between
11.00 and 2.00 as 3 hours. Remember, enter tles &% you would read your watch.

Hours (.01-99.99) This field will be calculated and displayed if timmn and Out have been
entered. If you do not use the In and Out, you evdgr the hours directly.

Operation (1-8 characters) In the operation field, you may use the inquiry)(&2 well as the
maintenance functions (F6). The system will chgmkr entry to make sure that the entered
operation ID is on file. The description for theeoation will be displayed on the bottom line after
you enter the operation. When you press <enteer ahtering a valid operation number, the
system will determine if this is a paid transactosrunpaid transaction. The next move of the
cursor will depend on the pay type of the operation

Work Order (1-8 characters) If the option switch (see tables in File Maintenanis not set to ask
for work orders, then the system will skip thiddiautomatically, otherwise, you may enter a valid
Work Order. You may use the inquiry and mainteeamactions for this field as needed.

Pieces (0-999999) If the pay code for the operation is PW, then ystesn will prompt you for the
piece count. You may skip the piece count if adkiand enter all the pieces on a latter entry in
cases where the counts are taken at the end widtkeday.

Rate (0-9999.99999) The rate is automatically derived by the systemmast cases. During the
addition of new transactions, this field, alonghwtihe remaining fields on the line are filled in
automatically by the system. However, the openatay use the arrow keys to move back up and
over to a rate and manually override a rate asatbsi

Amount (0-99999.99) The system automatically calculates the pay amioumtost cases. The
operator can only edit this field for operationshna pay code of SA or salaried. Note that for
operations with a pay code other than SA, if ti@ant is wrong, it is due to the rate or pieces
being wrong.

Additional Benefit (0-999.99) This is the hourly rate at which to pay an addgidmenefit. If the
operation is set up with an additional benefit rétat rate is automatically displayed here. The
operator may edit this field as desired, but tadie that what goes here is the hourly rate for the
benefit and not the amount of the benefit. Theesyswill automatically calculate the amount of the

Crosse-Over Time Cards 9



additional benefit by multiplying the hours timésstrate. The time card report will show the total
amount of the benefit.

Overtime (Y or N) This switch defaults to No for all transactionst the operator can override as
needed. If this switch is Yes, then the wages bvalleported as overtime wages.

After you have completed the time card entriegtie employee's day, use the Proceed command
(<Pg Dn>) to save these entries. An option indpigons table (see file maintenance) determines
what will happen next:
Next Day for Same Employee
After you save one screen, the system will advéneelate, and move up to the first time
card line for this new day. Each time you presg B>, the date advances, but the
employee stays the same. When you have complitidn alays for this employee, you may
use the <Pg Up> key to move to the top of the scamel enter a new employee ID.

Same Day, New Employee

After you save one screen, the system will go éottip of the screen to the employee ID.
You can then enter a new ID for the next emplogee, the date will carry-over from the
previous screen.
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Section 2: Print Time Cards
The pick screen for printing the time cards appaariselow:

+ Print Time Cards ---- +

Pick Employee ID From

I 1

] 1

I 1

E Thru i

| Program From :

' Thru '

' Operation  From '

' Thru '

' Work Order From '

' Thru !

H Date From 04/04/ 1993 1

' Thru 04/17/ 1993 '

H Print: Print by: 1

H 1. Detail 1. Employee ID 1
H 2. Summary 2. Program H
H 3. Operation H
H 4. Work Order 1
' 5. Date d

i i

I 1

] 1

i i

I ]

: -

] 1

+- Company X Inquiry ---------- Verify -+

You may pick a range for each of the fields: Emp{D, Operation, Work Order, or Date. The
date range defaults to being the entire rangen®ctirrently defined pay period.

The detail listing will show each transaction, vehilhe summary report will only give a single
subtotal line for each primary sort key.

The primary sort key is selected in the Print . 1-
You should always have at least a summary by Enegleyhich is accurate before proceeding with

the pay process. As you calculate payroll, yolwdnt to proof back to this time card journal as a
means of checking that all employees were paidcecty.
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Section 3: Check Transactions

This functions is designed to aid the operatoiidihg any missing time cards or missing rate
information for employees. There are no operagtwctions other than an output device for the
report.

Check Transactions - +
I
1
This program will check the transact ion file for H
any transactions paid at the average rate. 1
Each active employee will also be ch eck to see that 1

there are transactions entered.

Output device - (P)rinter (F) ile (E)nd "

+ T T T T T T T T T T T T T T T T T TT T T T T T T T T T T T T T T T T T T 4+

The system will scan the current transactionsaflevell as the current employee accruals and check
to see that each active employee has some date@ntéan active employee has no activity in

both the previously posted accruals and the cutieet cards, then a message will print on the
report for that employee.

The system will also check for missing hourly ratésy transactions which use the Average Rate
from the employee's file, or any transactions whish the federal minimum rate because no rate
was found, will be printed on the report.

Data on this report does not necessarily meandteddriransactions are wrong. The purpose of this
report is to allow the operator an easy way of tifjgng those employees where doing a specific
time study to establish a rate may be helpful. Byees who have a lot of work that is not
specifically rated, may be good candidates for tatuely.
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Section 4: Recalculate Time Cards

The system is designed to calculate and store ohfgay as time cards are entered. While it is not
recommended that you change rates of pay in thdlenaf a pay period, the system would allow
you to do so if needed. In other words, if yourgferates of pay in either the employee's filéher t
operation file, the new rates will be used for fattime card entries, but the system does not
automatically go back to the previously entereddemtions and recalculate based on the new rate.

This utility program gives you the ability to recalate all unpaid time cards using the currentsrate
of pay in the master files. The pick screen appeaar

oo Recalculate Time Cards - +

Pick Employee ID From

Thru

Program From
Thru

Operation  From
Thru

Date From
Thru

+- Company X Inquiry ---------- Verify -+

Remember, this program will only effect unpaid gactions. The operator has the ability to limit
the recalculation to a range of: Employees, Progrddperations, and Dates.

Caution: The recalculate will undo any manually adjustey i@des. For this reason, if you have a
significant amount of pay rates which are adjust@sually, you should limit the range of the
recalculate so it avoids those transactions. Mormemonly you should not be manually supplying
rates, and the recalculate will simply do it's gsbdesired.

If after working on an operation for the first weieka two week pay period, entering the time cards,
checking the productivity on the job, you decideltoa new time study and set a new piece rate,
you can use this utility to go back over the fissgtek and recalculate the pay amounts.

This recalculate also includes the checking of futnmes and the effect on hours worked derived

from the times in and out. You may thus use thigyto recalculate the hours worked if the lunch
periods were set up improperly or changed.
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Section 5: Post Time Cards

This Daily Work post process moves the time catdesout of the time card transaction file and
into the time card history file. As each time cardry is posted, the earnings accrual file for the
employee is updated with the hours and earningi@ operator can control which time card entries
are posted by selecting a range of employees addtes, along with Group code. Default dates
appear from the payroll information file. The pesteen appears as:

+ Post Time Cards --- +
1 1

1 1

H Only Time Cards Within The Selected Range W ill Be Posted |
H Have You Backed Up Your Data Files? YES |

1 1

1 1

H Post Employee ID From |

H Thru |

H Date From 04/04/ 1993 H

H Thru 04/17/ 1993 H

H Group 0 |

i i

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

+ +
H Output device - (P)rinter (F) ile (E)nd "
+ ++

You should perform a data backup prior to postiogritime cards.

The post process will leave behiimdthe time card transaction file any time catus fare not in the
defined ranges and for the selected Group. Invthisyou limit what gets posted to the current
accrual file based on these ranges. This is impbtb remember. With this in mind, you could
post into the earnings accrual file, correctingiestfor prior periods by use an appropriate date
range. You could then process a batch of manwadkshthrough Open Systems Payroll, and not
effect the next checks for the effected employees.

The Group code selection is used to select po&tingmployee's on the same pay frequency. This
selection is only important if you are interfacehwDpen Systems Payroll. The Group code is
defined in each employee's master file in Openédyst You can only post time cards for one
Group at a time. If you have employee's on difiepay frequencies, then they should have
different Group codes. By selecting the desiredu@r you can process one Group while leaving
the other time cards in the time card file.

It is good to keep in mind the basic design ofwtlhele system so as to put in perspective what this
post function is controlling. Open Systems Paycah issue a check from the Earnings Accrual File
in Crosse-Over Time Cards. But if Open Systems tlse XO Time Cards, it always issues a check
for the_full amounin the accrual file, then when you post that checkpen Systems Payroll, the
accrual file in XO Time Cards is set to zero fog #fmployees receiving a check. This post function
moves pay amounts into the accrual file to be paithe next check. This post function can thus
limit what is accrued, and in this way control whall appear on the next check. You can perform
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this post function as many times as desired dwigiyen pay period and pay amounts will be added
to previous amounts accrued since the last cheadaith employee.

Since you can limit what is posted by date rangs,possible to start entering time cards for the

next pay period even before you have finished tieg period. This is possible since you will only
post the dates for the desired pay period.
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Chapter 3. Payday Work

When you select Payday Work, this menu appears:

+

1 09/25/1993 Company X - Crosse-Over Desi gns 3:13PM |
| -
I 1

' +- Main Menu -------------- + '

] | I 1

I | ] 1

H | +- Crosse-Over Time Car ds -+ i

] | 1 I 1

I | I 1 1

' \ | +- Payday Work ---- I+ . '

] | 1 I

I | I I 1 1

H | | | Calculate Subsid y H H

H +--1 | Calculate Holida yPay | 1
H i | Calculate Overti me H 1

H i | Earnings Accrual Register | i
H i | Reset Accruals t oZero | 1
! +- | | !

: Fommmmm e s + :

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

i i
TO----mmmmmmmemmme OPEN SYSTEMS (R) Accounting S oftware -------------------- +

You arrive at payday work only after you have pdsit the time cards for the desired pay period.

It is important to have all regular time card ezdgrposted because the calculations performed sn thi
menu utilize the time card history file. This mesantains several options for having the system
calculate additional time card entries pertainm&ubsidy, Holiday Pay, and Overtime.

All of the Payday functions require the selectiéa &roup code. The Group is only used by the
system if you are interfaced with Open Systemsdtayin Payroll, each employee is assigned to a
Group. This code is used to group together empyédth the same pay frequency. Generally all
employees who receive checks at the same timesaignad to the same group.

In the Time Card system, you perform all paydaycfioms for one group at a time. In the payroll
system when you calculate checks, you may selecbomore groups for each payroll run.

Not all companies will use each of these paydagutalion options, and the Calculate Holiday
option is not applicable each pay period. If &gkte option does not apply to your company or to
this pay period, then simply skip it. To compleseh of the calculation options really entails@plo
of different functions, but the loop is the sameettier it is Subsidy, Holiday Pay, or Overtime.

. Run the desired Calculate program (Subsidy, HglRi@y, or Overtime)
. Return to the Daily Work menu and print, correetg post the program generated transactions
. Continue with the next step in Payday Work

The Earnings Accrual Register gives you a listihthe current amounts accrued for each
employee. This report should be printed prioratzlating the checks in the Payroll module.
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The Reset function is only used when N@8ing the Open Systems Payroll module to issue the
checks. Otherwise, the reset is performed autcalbtiby the Payroll - Post Checks function.
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Section 1: Calculate Subsidy

In each employee's master file is a field calle@@uoteed Rate. This field is used to specify a
dollar per hour amount that you guarantee the eyeplwvill earn as a minimum each work week.
This function checks each work week that eddsng the defined pay period to make sure each
employee who has a guaranteed rate has made tizeargee. If needed, the system generates a
time card entry for the subsidy to bring the empbdy wages up to the guaranteed rate.

The calculations are performed based on the wodkwd@ he standard work week is Sunday
through Saturday. Your company's work week magidfned differently by using the Tables in

File Maintenance. Note that the weeks that subisidglculated for are the weeks that €unding

the defined pay period. If your company has a seonthly or monthly payroll period, then it is
possible to have the subsidy for the partial weekhich the period ends to be paid the next payroll
cycle.

The calculate subsidy screen appear as:

+ Calculate Subsidy -- +
] I

I 1

H Dates come from the Pay Period Infor mation File |
' Period Beginning: 04/04/ 1993 i
' Ending: 04/17/ 1993 '
] I

I I

i Have You Posted All Your Time Cards? |

H Group: |

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I 1

] I
| P
1 ]

+- COMPANY X ---m-mmmemmmmmcmmmmm oo s Verify --+

The system displays the currently defined pay perias explained above, since the calculations
depend on the work week, the dates for your papgere important. If these dates are incorrect,
exit to the File Maintenance function to define ypay period dates correctly.

If you are interfaced with Open Systems Payrolly @mployees within the selected Group will be
processed. If you are not interfaced with Opertedys, then leave the Group code at zero.

Be sure that you have posted all regular time eatdes for this group prior to calculating the
subsidy, since the time card history file is usechtke the calculations.

Each active employee in this group who has a gteedrrate will appear on the subsidy report,

showing their earned rate calculations and anyigulgenerated. After this function is completed,
you must return to Daily Work, and edit, print, gnast these entries before continuing.
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It would not be uncommon for the subsidy repomitcover some unnoticed errors in your posted
time cards. If an employee were to appear onubsidy report with an unbelievable amount of
subsidy, it would call your attention to somethyoy may have missed earlier. In this case, you
may enter adjusting time card entries to correetréwly discovered errors, and manually edit the
subsidy transaction, but do not rerun the subsadiyutation unless you delete all the original
subsidy transactions that were generated duringréteun of this function.

Be sure to Post the generated subsidy transactizdes Daily Work.
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Section 2: Calculate Holiday Pay
This function is designed to ease the task of gaoliday pay to employees who work varying
lengths of day on job operations at varying rafgsay.

The calculation screen appears as:

+ Calculate Holiday Pay +

The Date Range You Select Will Be Us ed To Evaluate i
The Holiday Pay For Each Employee

Beginning Date:

]

I

]

I

]

I

]

I

;

I

H Ending Date:

H Paid On Date:

: (Enter up to 5 |
H paid dates) |
i i

] I

I I

i i

H Eligible Work Days: (0=Use Actual) i
H Group: |

' Create Transactions? '

| |

I I

] I

I I

] I

I 1

] I
! T
1 ]

+- COMPANY X —--m-mmmemmmmmcmemmm oo s Verify --+

Beginning Date Enter the beginning date of the period in which y@nt the system to evaluate
the employee's work history.

Ending Date Enter the ending date of the period in which yomtithe system to evaluate the
employee's work history.

Paid On Dates Enter the date(s) on which the holiday occurs. fitogram accepts up to 5 dates
at one time, and will pay the same amount for edi¢che paid dates entered. Being able to enter
more than one date allows you to run this calooitajist once during any pay period, even when
two or more paid holidays fall within the perioBach date must be within the defined pay period.
If you choose to create transactions below, ormeséretion for each paid date will be created for
each eligible employee.

Eligible Work Days In making the calculations for holiday pay, thegreom needs to calculate the
average work day in hours to be paid for each eygglo To make this calculation, the program
adds up all the work hours during the selected datge, then it needs to divide the total work
hours by the number of days worked. If you lednre field as zero, the program will automatically
count the number of days the employee worked flmrtriansactions that have been entered. If you
enter a number here, the program will divide thaltwork hours by this number to arrive at the
average work hours per day to be paid. Thesenareery different methods. Consider your
situation carefully before you proceed and make swinote for future reference which method you
will be using. You may run this program as a tegou like, and sajNO below to create
transactions in order to see the effect of runtinggcalculation two different ways.
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Group Enter the desired Group of employees. This is aséd if interfaced with Open Systems
Payroll.

Create Transactions? (Yesor No) If you enter Yes, the system will create holiday pme card
entries for each active employee. If you entertNe,system will still print the report of it's
calculations, but no time card entries will be te€la You can run this function whenever, and as
many times as you want with No to create transastiand it will have no effect on any other aspect
of the system. No pay will be generated, and nmldone. But use Yes when you want the system
to actually pay the employees.

How It Works

The system will evaluate each employee's work dutie selected evaluation period and arrive at
the total hours worked, and the total earnings.a®@rage rate of pay per hour is determined by
dividing the total earnings by total hours worké&the number of hours to pay for the holiday is
determined based on the eligible work days. Ifdlgible work days is zero, the program will

count the number of days the employee worked flwgrdiates on the transactions. If the eligible
work days in not zero, then the program will divitie total hours worked by this number to arrive
at the number of hours to pay for the holiday. hbkday pay transactions, if created, will payteac
employee their average daily hours at their averaggeof pay for each of the paid dates entered (up
to 5).

A report will be printed showing all the calculat®

If you say YES to create transactions, be suretbagk to Daily Work and edit, print, and post the
resulting holiday pay transactions.
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Section 3: Calculate Overtime

If you have entered your company's time card data daily basis, it is possible to have the system
check for the occurrence of overtime.

Overtime calculations are similar to subsidy inttnertime is evaluated and paid on a work week
basis, the standard work week being Sunday thr@agtrday. The Tables function under File
Maintenance allows you to define your work weekeatténtly if desired.

The overtime calculation screen appears as:

+ Calculate Overtime - +
I
1
Dates come from the Pay Period Infor mation File |
Period Beginning: 04/04/ 1993 H
Ending: 04/17/ 1993 '

Have You Posted All Your Time Cards?
Group:

]
+- COMPANY X =--m-mmmmmmmmmmcmmmmm e s Verify --+

Again it is important that the pay period dateséeproperly in File Maintenance. The system uses
these dates to determine which work weeks need &vhluated for overtime. It is generally
desired to have subsidy and holiday pay includatierovertime calculations, so it is important to
have run those functions, and postiedse entries prior to calculating the overtime.

As in other payday functions, select the desireau@ifor processing.

The system will generate a report showing any eygas who earned overtime pay. The system
will also create the necessary time card entriggeteerate the pay. A special operation number is
needed by the system to cost the overtime wage¥ada.should define this operation number under
File Maintenance - Pay Period Information. Therapen number should be defined adR

(hourly) operation. The prevailing wage and woset are not important and can be any acceptable
number.

Overtime is figured by looking at all the eligibleurs and earnings for the work week. These
earnings then determine thegular rate for that week. All overtime hours are multiplibg

one-half the regular rate to arrive at the extenpum pay for overtime. When the system
generates overtime, two time card entries are mate.first entry backs off the regular rate of pay
so that the second entry can record the time dradf @as overtime wages. The system prints a
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report as it does the calculations. The operdtoulsl be sure to go back to Daily Work, print, and
post these pairs of time card entries.
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Section 4: Earnings Accrual Register

The earnings accrual register is a report of @lhtburs and earnings which have been posted since
that last time the accruals were cleared. If yeuiaterfaced to Open Systems Payroll, the accruals
for each employee are cleared automatically whencgdculate a check for that employee in Open
Systems. If you are not interfaced with Open S¥ystehen the operator must be sure to reset the
accruals after each pay period using the next optid’ayday Work.

The figures on this report represent what woulgdie to each employee on the next check. The
hours and earnings are separated by pay codeesialaourly, piece work, etc. At the end of the
report, company totals are printed.

The totals for the company will equal the sum oDalily Work postings since the last clearing of
the accruals.

The pick screen for this report appears as:

oo Earnings Accrual Register +

Pick Employee ID From
Thru
Program  From
Thru
Group

Print by:
1. Employee ID
2. Last Name
3. Program

]
1
+- Company X Inquiry ---------- Verify -+

You may pick a range of employees and programssalett which Group of employees to print.
You may also pick how you want the report sortgdEmployee ID, Name, or Program.

You should always print this report for all emplegan the Group you will be issuing checks for

before continuing with the final steps of the payipd. This report thus becomes a summary of
each employee's earnings and hours for the pagdoeri
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Section 5: Reset Accruals To Zero

If you are interfaced with Open Systems Payroéntlyou will never use this function. The reset is
done automatically by Open Systems Payroll - Pbstcks function.

If you are not interfaced with Open Systems, thes mecessary to run this function after you have
completed and printed the last Earnings Accruali®egfor each pay period. This function simple
zeros out the accrual holding spots so that a fsesbf figures can be accrued for the next pay
period.

The screen for this functions appears as:

Fommemee e Reset Accrual File To Ze [O =----mmmmmemmmmommmeeees +
] I

I 1

' This function should only be perform ed after all '

H other functions for the current pay period have 1
' been completed. '

] I

I 1

H All employee's current accruals will be set to zero. 1
] I

I 1

H Have you finished the current pay cy cle? YES |
] I

| |

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

] I

I I

i i

+- Verification +
H Press <PgDn> to Procee d "

+ ++

To perform this function you are asked to confilrattyou have finished the current pay cycle.
After confirming that you are ready to reset theraal spots, you can press <Pg Dn> to proceed.
The reset should only take a few moments.
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Chapter 4. Special Reports

The Time Card System is designed to give you mamirflaxibility along with easy of use when it
comes time to gather information about the wagaslthve been paid. The Special Reports Menu
appears as:

+

1 02/23/1994 Company X - Crosse-Over Desi gns 3:55PM |
| -

I 1

' +- Main Menu --------------- -+ '

] 1 I 1

I 1 I 1

H | +- Crosse-Over Time Card S -+ 1

] 1 ] I 1

I 1 I I 1

' \ | +-Special Reports- e + '

] 1 ] I I 1

I 1 I I 1 1

H i | | Time Card History Summary | 1
H i | | Piece Work Histor y Summary | 1
H +--1 | Time Card History Detail | 1

H | | Earnings Summary For SSA | H

H i | Employee Rates by Pay Code | H
H +-- | Employee Rates by Category | H

H i Employee Monthly Hours | 1

H i Cost Center Wages 1 H

i i i i

: Fommmmm e e + :

] I

I I

] I

I I

i i
TO----mmmmmmmemmme OPEN SYSTEMS (R) Accounting S oftware -------------------- +

Each of the special reports has a pick screeratlmats the user to specify more precisely the range
of data to be included on the report, along withaice of the sort order for the report. All the
reports can be directed to the printer, screen,disk file. Below is a description of each of the
reports.

Time Card History Summary

This report uses the time card history file and suamzes the data for the date range selected. Use
this report for getting information about employ#eductivity, job costing, departmental earnings
or work order summaries. This report alwaysnmarizes the selected date range, and you seger
individual daily transactions.

Ranges Employee ID, Program, Operation, Work Order, Date

Print Detail or Summary

Print By Employee ID, Program, Operation, Work Order

If you select to prinDetail by Employeeg then you will be asked if you want a new pageefach
employee. This allows you to easily separate #gep and file each employee's detailed history of
their work performance in their own separate files.

Piece Work History Summary
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This report is similar to the Time Card History Suary, with the sole exception that this report
will only include piece work. Some companies use teport for evaluating employees and see
only the piece work

Ranges Employee ID, Program, Operation, Work Order, Date

Print Detail or Summary

Print By Employee ID, Program, Operation, Work Order

Time Card History Detail

This report uses the time card history file andasigned to show each individual transaction. Use
this report to see specific daily information froine history file. Since this report shows every
transaction, it is generally only used for limitggkposes to view and check on detail that is in
guestion.

Ranges Employee ID, Program, Operation, Work Order, Date

Print Detail only

Print By Employee ID, Program, Operation, Work Order

Earnings Summary For SSA

This report is only available if you are interfacgith OSAS Payroll. The program uses the check
history file to report earnings. Use this reportdnswering questions about how much an
employee earned over a given part of the year.

Ranges Employee ID, Program, Date

Print Detail Only

Print By Employee ID, Last Name, Social Security NumbergPam

Employee Rates By Pay Code

This report shows the earned rates for each emplegparated by Pay Code. Hours, earnings, and
average rates are figured separately for salanmakly, piece work, and benefits. Total paid hours
earnings and average rate is also include. Usedport to obtain work hours, or dollar-per-hour
rate information on each employee.

Ranges Employee ID, Program, Date

Print Detail Only

Print By Last Name, Home Program
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Employee Rates By Category

Remember that each operation can be assigned eatatgory. The rate category generally is used
to separate operations by skill level and can leel isr hourly operations to determine which of the
many rate spots to use from the employee filg/iolf assign a rate category to piece work operations
the only place where it is used is by this progfanreporting purposes.

For many companies, seeing an employee's totahgegray rate is not informative enough. This
report allows you to get pay rates for each categ&ach category is further broken down by
separating the hourly work and the piece work.

Ranges Employee ID, Program, Rate Category, Date

Print Detail Only

Print By Last Name, Home Program

Employee Monthly Hours

This report will show a grid of 31 days for eachntiorequested, and the total hours worked for
each day of the month. The total days in attenelamlong with total hours is also shown for each
month. Use this report for attendance trackinglafithg units of service.

Ranges Employee ID, Program, Date

Print Detail Only

Print By Last Name, Home Department

Cost Center Wages

Each operation can be assigned a cost center ddds report then shows all the operations with
the same code, and the wages paid. This informata be used for costing payroll to the General
Ledger or possibly for getting customer subtota&geshding on how you assign the cost center
codes.

Ranges Cost Center, Date

Print Detail or Summary

Print By Cost Center
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Chapter 5: Periodic Processing

There are a few functions which are preformed peréodic basis. How often or when you preform
these functions will vary greatly from company torgpany. The menu appears as:

+
1 02/23/1994 Company X - Crosse-Over Desi gns 4:27 PM |
| -

| 1

| +- Main Menu ------=-------- + :

I 1 I ]

1 1 I 1

i ! +- Crosse-Over Time Card S -+ !

I 1 I I ]

1 [ I 1

i ' I +- Periodic Processi e J— + !

I 1 I I I ]

1 [ | I 1

i ! 1 I Calculate Average Rates ! !

| ! | ! Condense Time Car d History | !

i +--1 | Purge Time Card H istory ! !

i i 1 Remove Terminated Employees | !
I I 1 I ]

i 11---| ST ----------1-+ I :

| I

| I

| I

| I

| I

| I

| I

| I

| I

| I

| I

| I

i |
TO----mmmmmmmemmme OPEN SYSTEMS (R) Accounting S oftware -------------------- +

The calculation of average rates could be as frg#cageevery pay period. The condense function is
generally run once a quarter. The purge is gelgetal once a year, along with the remove
terminated employees.

The data file which the system maintains which am# all the time card history (the XOHlIx file) is
generally the largest file on your computer. Tegea history of 60,000 transactions can take over
20 megabytes of disk space. You will notice a sttmwn in performance for some functions as this
file gets larger. It is very important to perfothe necessary period functions to condense thés dat
as appropriate. Refer to the details that foll@weerning condense and purge.
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Section 1: Calculate Average Rates

+ Calculate Average Rates +
I
1
The Date Range You Select Will Be us ed to 1
Evaluate the Average Rates For Each Employee 1

Beginning Date:
Ending:

Update Master File?

+- COMPANY X —--m-mmmemmmmmcmemmm oo s Verify -+

The calculate average rates function allows yaquritat a report of the dollar-per-hour and
productivity average rates for each employee. d@plly this function will automatically roll-over
these rates into the employee master file.

Date Range You control the evaluation period for which thessawvill be determined by entering
the desired date range.

Update Master File Enter Yes or No. This will determine whether ot tiee employee's file is
automatically updated with the rates.

In each employee's master file in the Time Carde®ysare many rates. There is a specific spot
called Average Rate. This spot is designed toaiorat percentage. That percentage is the average
productivity of the employee over a given time pdri If you enter Yes to the update option, then
the average rate percentage will automaticallyduoated.

Also in the employee's master file are 20 rate€aegory. Category 19 is reserved for the dollar-
per-hour rate spot. This rate is often used tolqgaefits since a percentage of a prevailing wage
doesn't really apply.

You may run this program as often as desireds uipito the company to determine how often the
average rates will be updated. It could be dowl eay period if desired.
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Section 2: Condense Time Card History

Fommemee e Condense Time Card Histo L +
I
1
The Date Range You Select Will Be Us ed To Condense H
The Data For Each Employee On Each O peration H
I
1
There Are Currently 128 Records In H istory File H

Beginning Date:
Ending:

+- COMPANY X ---m-mmmemmmmmcmemmm e s Verify -+

The condense option allows the operator to cohiwal big the time card history becomes. You
select the date range, and the program summagesdtk that each employee performed on each
operation. The resulting summary transactionslated the ending date of the condense period.
The resulting data maintains enough detail for eyg® productivity and pay rate reports, along
with job costing, but work order detail, programadk and attendance detail is lost.

WAIT! Attendance detail is lost? Yes, once you condense a given time periodhalitork for

that period will appear to the system as if it waeeformed on one day, the day used as the ending
date. It is the operator's responsibility to parfahis function on a regular basis. How often
depends on the individual needs of the companyepkewritten log of when you perform the
condense function, and what the date range wayadbatsed. Most companies will only want to
condense on a quarterly basis after all the detadports for the quarter have been printed. Some
companies with under 100 employees may never caagd®uat simply purge (see the next function)
once a year.

Crosse-Over Time Cards 31



Section 3: Purge Time Card History Detail

+ Purge Time Card History +

Time Card History Will Be Purged Up To, But Not 1
Including The Date You Enter.

There Are Currently 128 Records In H istory File H

Purge Prior to Date:

]
+- Company X --------ememcemmmememememeeeeeeees e Verify --+

This purge option allows the operator to removenftbe system all time cards dated prior to the
specified cutoff date.

The program will remove old time cards and imprthes performance of the reports by shrinking
the size of the history file.

If you notice it is taking a long time for your i@ps to print, then it is a good guess that yoatdmy
file is getting large. You can use this functiorcheck how many transactions are in the history
file. In general terms, less than 50,000 traneastis acceptable, any more than that is getting on
the large end. Most companies will only purge oagear, and use the condense function to keep
the size of the history file down. The size of fireis only limited by your hard disk space, biue
performance starts to drop off as your file sizzeases.
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Section 4. Remove Terminated Employees

Fommmee s Remove Terminated Employe €8 —-mmmmmmememmeeeeee +
1 1

I 1

H This function is usually run near the beg inning of the year 1
H to remove all the employees with a termin ation date. H

1 1

I 1

H You should have already checked your Empl oyee List to see 1
H that only the desired employees have term ination dates. 1
1 1

I 1

H Do you wish to continue with removing emp loyees? YES H
1 1

! :

I I

1 1

I I

1 1

I I

1 1

I I

1 1

I I

1 1

I I

1 1

I I

1 1

I I

1 1

I I

1 1

I I

i i

+- Verification +
H Press <PgDn> to Procee d "

+ ++

Before you run this program, you should proof amplayee list to be sure that only the desired
employees have termination dates. If you arefated with Open Systems Payroll, be aware that
this program hablO effect on the payroll files. Open Systems Payaatbmatically removes
terminated employees as part of year-end. Thaisusekeeping function that should be done
once a year, but only remove employees after Wa2e been completed for the year in which they
were terminated.
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Chapter 6: File Maintenance

When you select File Maintenance, the following swmu appears:

+
04/23/1993 Company X - Crosse-Over Desi gns 11:52 AM |
I

+- Main Menu -------------- +
I
]
+- Crosse-Over Time Car ds -+ i

|
|
|
|
l -
' +- File Maintenance e + !
|
|
|
|

I 1 1
I 1 1
i Program/Dept H H
i\ Employees H H
| |
1 1

+om

Prevailing Wages
Operations

Employee/Operati on Rates | H
--1 Work Orders H
| Tables H
i Pay Period Infor mation | 1
] 1
1

-
R

The file maintenance functions are where most @fntlain data files for the Time Card system are
maintained. For example, this is where you canadatlit your Programs, Employees, Operations,
etc. Many of these file can also be maintainedhanafly. In other words, when you are entering
Time Cards under Daily Work, it is possible to makiglitions or corrections to most of these files
by using the Maintenance function (F6) right frdme time card screen.

The TABLES are the least likely to need changirnigrlehowever, they should be the first to be set
up at the time of installation. The LUNCH tablesld be defined if you enter times IN and OUT
and you wish the program to automatically deducthutime.

At the time of installation it is also importantdefine the defaulPay Period Information. The
dates will change each pay period, but there arergkother fields of information that need to be
defined at installation time.

Each Employee will be assigned to a Program/DEpt. this reason, the Program/Depts should be

defined before the employees. Similarly, each @jpan will reference a Prevailing Wage, so the
Prevailing Wages should be defined prior to ther@jpens.
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Section 1. Programs/Depts

Each employee is assigned to a home Program Hrgau are using Open Systems Payroll, these
Programs are functionally similar to Open Systerapdtments. The purpose of this field in each
employee's record is to provide a means of separatit your payroll information and getting
subtotals for hours and earningdany of the Time Card reports allow you to select a range or

print by Program, so give some consideration to how you wish to assign employees to program

areas.

The maintenance screen for Programs appears as:

oo Program Area/Department +

Program/Dept 103

Description ~ Community Based

+- Company X -------emsmseemecmmememescemeseeeee e Verify -+

Program/Dept (1-6 characters) The Program field is alphanumeric, up to 6 charact&everal
reports may be printed in Program order. You shgile some thought as to the order you would
want the reports to print, and assign Program k2sm@lingly.

If you are interfaced with Open Systems Payro#, b you enter must already be defined in Open
Systems Payroll Departments.

Description (1-20 characters) Use a brief description for the title of this Praqgyr.
We define our Programs here so that there is a sn&fgoroofing valid codes latter on during
transaction entry.

Define your Programs before you begin entering yaployee information.
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Section 2: Employees

The employee master file contains employee spaaifozrmation such as Name, Social Security
Number, Pay Rates, etc. The employee mainten@neersappears as:

+ Employee File ----- +

I 1

] 1

i Employee ID 001 Program 102 |

| Last Name MILLER Special # 96321 H

| First Name ANN Funding 0 H

| Soc Sec# 123-45-6789 Disabil ity 1 H

i Exempt FICA N Lunch 1 H

| Term Date H

I ]

] 1

H *rekk Pay Rates *rrrx I *Hou rly Rates By Category ** |
I 1 1

] 1 1

| Regular .0000 P 2 7.0000 11) .0000 ;
| Average 30.0000 i 2 3 4.0000 12) .0000 ;
| Guaranteed 2.0000 i3 3 7.0000 13) .0000 ;
' 14) .0000 14) .0000 ;
' i 5) .0000 15) .0000 ;
' | 6) .0000 16) .0000 ;
' 7 .0000 17) .0000 ;
' i 8) .0000 18) .0000 ;
' 19 .0000 19) .0000 ;
' i 10) 1.1100 20) 100.0000 }
I ]

] 1

i i

+- Company X ------m-mmmmmmmeeeeeeeeeees e Verify -+

Employee (1-6 characters) The Employee ID can be alphanumeric, up to 6 cl@rsc You may
use the Inquiry function (F2) to view the IDs cunttg on file. There is also an alternate inquiyy b
Name available by pressimgwhile in the inquiry window. (Use the Insérty to prompt for a
name to find.)

If you are interfaced with Open Systems Payro#, b you enter must already be defined in Open
Systems Employees. Certain data from Open Sysiglinsopy over automatically for each
employee.

Last Name (1-15 characters) Enter the Last Name of the Employee.
First Name (1-10 characters) Enter the First Name of the Employee.

Social Security Number (9 digits) Enter the Social Security Number for this Employ&ate that
you do NOT have to enter the -.

Exempt FICA (Yesor No) If this employee is exempt from FICA taxes, ent#ft, atherwise,

enter aN. This feature is primarily for sheltered workskaphere certain clients are not considered
employees even though they receive some earnlhtsese earnings are small, and the work they
perform is primarily for vocational training or echtional purposes, they can be exempt from FICA

A YES in this field will force all the earnings enéd in the time card system to be reported as
exempt from FICA wages regardless of how the switdhe Operation file is set.

Termination Date After you have completed a pay period, you may wasket the termination
date for all employees who are no longer with ti@gany. By entering a termination date, the
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system will know to skip this employee during certi@nctions such as Calculate Holiday Pay.
During Year-End, all terminated employees will an#gically be removed from the master file.

Program (1-6 characters) Enter the home program area for this employee. ay use the
inquiry and maintenance functions on this fielchesded

Special Number (1-10 characters) In the standard system, this field is purely infational and
prints on the employee listing. Some companies heé¢rack employees by another ID number of
some kind. This field is maintained for those camps that may require some custom reporting of
information by this ID number.

Funding (1-2 characters) The funding code is used for custom reporting psego Most often it
is used for reporting the units of service for eeladnt/employee.

Disability (0-9) The disability code is a single digit code useddastom reporting purposes. ltis
not used in the standard system.

Lunch (0-9) The lunch code is assigned to each employee ifetesd aid in time card entry.
Lunch codes are only applicable to companies whido@ientering the times In and Out. Thereis a
TABLE which translates this code into specific teril and OUT. For example, the LUNCH table
could define lunch code 1 as being from 12 to 1218@n employee was coded to lunch code 1,
then each time card transactions would be cheakedd if it extends over the lunch time of 12 to
12.30. So if an entry was made with a time Inptacthe lunch start and a time Out after the lunch
end, the system will automatically deduct the thordunch from the transaction. Refer to the
LUNCHXx table under TABLES file maintenance for manéormation.

Regular Rate (0-9999.9999) The rate you put here is the default rate used vahgrecific rate or a
category rate is not found. It is also the ratduer all category O operations.

Average Rate (0-9999.9999) This rate is usually filled in by the system. Un@&eriodic

Processing, the operator can run a function tautatie the average rates. This is one of the two
rates calculated by that function. This rate esdkierage productivity of the employee as expressed
as a percentage. For example a rate here of 5ses 50% of norm. When you define
operations, a hourly rate category of 21 is usaéference this rate spot. If you are setting the
system up for the first time, you may wish to mdlyuenter the employee's average percentage rate
here.

Guaranteed Rate (0-9999.9999) For those employees who are guaranteed a certaimom rate,
place that guaranteed rate here. The rate is €sguian dollars per hour, i.e.: 4.25 for 4.25 prirh
This rate is used by the subsidy calculation pnogr&heltered Workshops no longer have regulated
guaranteed rates. Some shops, however, still ehodsave a guaranteed rate for some or all
employees. This rate can also be used for norlgida&mployees who are guaranteed a minimum
rate, yet are working on piece rated operations.

Hourly Rates By Category 1-20 (0-9999.9999) This table of rates is coordinated with the

operations file. Each hourly operation can begaesd a Hourly Rate Category. The category could
be 0 - 21. If an operation has a hourly rate categf 0, then the Regular Rate defined above is
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used. If an operation has a hourly rate categb®l dhen the Average Rate above is used. This
table holds the corresponding rates for categdr2s.

The hourly rate category table is designed to nitag@sier to maintain several rates for each
employee. While the Time Card system has anothreation which allows you to define a specific
rate for an employee on a singlperation (see Employee/Operation Rates undeiMalatenance),
the hourly rate by category table here allows yphave several operations which access the same
rate. The hourly rate category number defined wighoperation is what points from the operations
file to this table for each employee.

In the system, category 19 has a special meardihg category will be used by the calculate
average rates function found under periodic maartea. The calculate will place the dollar per
houraverage rate for each employee in category 1@ rate is often used for paying benefits such
as vacation and sick time.

Category 20 is set to 100% for each employee. i§rasconvenient way of being able to pay the
prevailing wage on a given operation to each enggdayho works on it. Operations that are set up
with category 20 will end up paying the prevailingge since category 20 contains 100% for each
employee.

Rates 1-18 are normally defined as a percentage50.00 is the same as 50%. What the employee
is paid is arrived at by taking the percentage/pd&vailing wage.
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Section 3: Prevailing Wages

Before setting up your operations, it is necessagefine the prevailing wages that your company
uses. Each operation is then assigned a prevaiiagg category. All pay rates are ultimately
linked to the prevailing wage. The prevailing wagéegories range from 1-99.

The maintenance screen for prevailing wages apj@sars

+ Prevailing Wages ---- +

Prev Wage Cat 1
Description ~ JANITORIAL

Prevailing Wage 4.25

+- CoMPany X =----s-mcommemmcmmemmommeeeeeees s Verify -+

Prevailing Wage Category (1-99) There is no big significance in the category nunib86. The
purpose with this coding is simply to associatat@gory number with a given prevailing wage
dollar amount. You may use the inquiry functiorview the category numbers already on file.
Each category of work done within the company ne¢ed assigned it own category.

Description (1-30 characters) Enter a brief description for this prevailing wagsegory.

Prevailing Wage (0-99999.99) Enter the dollar per hour prevailing wage for ttagegory. Note
that is possible and sometimes desirable to ussatime dollar rate in more than one prevailing
wage category. If the establishment and evaluatfdhe hourly rate for different categories of
work is independent of other work, even if the sadethe present time evaluate to the same dollar
per hour rate, it is desirable to have a separateaping wage category for each. While the rates
may be the same today, it is possible that thelynsil be in the future.

Updating Prevailing Wages

There are likely to be many operations which ugestime prevailing wage category. Once a year
(or whenever) you update the prevailing wages,whlisautomatically update the pay rates for all
operations associated with each prevailing wagegoay. This is the whole reason for having
prevailing wage categories, so that the subsequetdtes can be made easily. Note that piece rates
will automatically be changed according to youerethange.
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Section 4: Operations

The operations file drives the time card entryis information found in this file, along with the
employee file, which determines most of the paggat

Each task for which you wish to track time for anpboyee needs to be assigned an operation ID. It
can be a paid or non-paid task, but all unitsrmaktentered in the system need to be associated with
an operation ID.

The maintenance screen appears as:

N Operations ------- .

Operation 331201
Cost Center Code  AFF
Description 1 ASSEMBLE FAN UNITS

Description 2

Pay Code PW
Prev Wage Cat 4 Prev Wage 4.55 |

1

1
Pieces/HR Norm 99.71 Piece Rate .04564 1

Hrly Rate Cat

Add'l Hrly Bene .00
Tax Exempt: FEDN FICAN FUTAN SUTA N '
-
1
+- CoMPany X =------s-mmmemmcmmemmommeeeeeeee s Verify -+

Operation (1-8 characters) The operation ID can be alphanumeric, up to 8 ctars. You may
use the inquiry key as desired to view the existidgy The ID you enter is always right-justifiegt
the system.

Cost Center Code (1-3 charactersupper case) The cost center code is used on a report for
subtotaling wages. It can be up to 3 charactestlze system forces upper case. The typical use
for this field is for purposes of expensing therpdywages to the general ledger or for getting
subtotals by customer. All operations assigndtiéssame cost center code will be subtotaled
together on the special report.

Description (2 lines of 25 characterseach) You have two lines to enter a brief description of
what this task or operation is.

Pay Code (2 characters) The available pay codes are:
« SA  Salaried
« HR Hourly
« PW Piece Work
« OT Overtime
« VA Vacation
« HO Holiday
. Sli Sick
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« NW Non-Paid Non Work Related
« WR Non-Paid Work Related

The pay code determines if and how the operatiom e paid. Vacation, Holiday, and Sick codes
will generate earnings by using rate times hours.

Prevailing Wage Category (1-99) Enter the prevailing wage category for this operatiThe
prevailing wage is displayed on the right. You roag the inquiry and maintenance functions as
desired to view or maintain the prevailing wages.

Pieces/[Hour Norm (.01-9999999.99) This field only applies to pay cod®V operations. All

piece work operations require a norm to be entefidds is the norm that your time study has
determined to be the standard pieces per hour aiogee should produce on this operation. Upon
entering the norm, the system will calculate argpldiy the piece rate calculated to 5 decimal places
and rounded up by dividing the prevailing wagehm/morm. Since prevailing wages are subject to
periodic updates, the system does not store tloe pate, but simply recalculates it as it is needed

Hourly Rate Category (0-21) This field is a pointer that points to the varioates stored in the
employee master file.

0 Use the Regular Rate
1-20 Use the Hourly Rate Category Table
21 Use the Average Rate Percentage

There is a tremendous amount of flexibility in defg rates with this system. The best way to
figure it all out is to experiment with some samgéga.

Additional Hourly Benefit Rate (0-99999.99) This field is for use by companies that perform
NISH, union, or similar situations where it is requitecpay an additional hourly rate to cover
mandated benefits. In this field you would pldoe additional rate per hour to pay employees who
work on this operation. The system tracks thigtamthl benefit amount separately from the regular
pay for each operation.

Tax Exempt (Yesor No) There are four switches that the operator carosg¢tiermine special tax
treatment for the wages paid on this operation.

- FED Exempt from Federal Taxable Wage
- FICA Exempt from FICA Wages

- FUTA Exempt from Federal Unemployment
« SUTA Exempt from State Unemployment

Enter aY if all the wages paid to all the employees on tiperation are exempt. Accdyptf the
wages are taxed normally.
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Section 5: Employee/Operation Rates

To give each company the maximum amount of fledtibih defining pay rates, the system allows
each employee to have a different pay rate on @ifelment operation. If you enter a rate in this f
for an employee/operation, that is the rate thdthei used by the system regardless of what the

hourly rate category is on the operation.

The maintenance screen for this function appears as

Fommmme e Employee/Operation Rates +
I 1

] 1

I 1

] 1

I 1

] 1

| Employee ID 001 MILLER ANN '
I 1

] 1

| Operation 150101 CLEANING ROOMS/M IDWAY '
I 1

] 1

| Rate 31.0000 '

I 1

] 1

| Date 04/23/1993 '

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I 1

] 1

I ]
] 1
I 1

1 1

+- Company X Inquiry ---------- Verify -+

Employee (1-6 characters) Enter the desired employee ID, or use the inquingfion to help find
the desired employee.

Operation (1-8 characters) Enter the desired operation ID, or use the ingiungtion to help find
the desired operation. The operation must be anyhated operation. It can not be a piece work
operation.

Rate (0-9999.9999) Enter the desired pay rate. Rates are normallrethtas a percentage of the
prevailing wage where 50 is the same as 50% gbit&eailing wage.

Date Enter the date when the rate has been updated.date is extremely useful for future

updating. In companies where the rates are radjtorée updated on a regular basis, this date
allows you to get a listing of which rates are frereview.
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Section 6: Work Order

Work Orders are used for subtotaling wages. Ifrajany desires to enter work orders on each time
card entry, the system can produce a report suiotpil the labor expense on each work order.

The work order maintenance screen appears as:

+ Work Orders ------ +

Work Order 881002
Description ~ FAN ASSEMBLY
Start Date 02/15/1993

Finish Date

+- Company X -------emsmseemeemmememesceeemeeeee e Verify -+

Work Order (1-8 characters) The work order ID is alphanumeric, up to 8 chanacté’ou may
use the inquiry key to see the existing IDs. Thgdu enter is always right-justifidal the system.

Description (1-30 characters) Enter a brief description of the work order.
Start Date Enter the starting date for the contract.

Finish Date When this work order is completed, enter the firdake.
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Section 7: Tables

Tables may be shared by companies or a companyhaw&ya table of it's own. Share tables just
use the table ID, while company specific tableswitd the company ID. The LUNCHXx table is
the only table used by the Time Card module:

LUNCHXx Table
+ (o) 3 Jm— +

| Table ID LUNCH Columns 3 Type N
ISTART END OPERATION

;
1
i i
H 12.00 12.50 .00 H
H 12.50 1.00 .00 H
H 12.00 12.75 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
H 00 .00 .00 H
i i
1 1
I 1
1 1
I 1
1 1
| i
] 1
+- Company X ------sm-scemmmmmmmememememeeeeeeees e Verify -+

The sample table above shows the standard layothiédunch table. This table is used to define
the times used for each lunch code. The tableris zased, meaning that the first line of data is
associated with lunch code 0, the second line litbh code 1, etc.

In the lunch table, all times are entered withrthirutes converted to decimal time. So 12.50 is
twelve-thirty, 12.75 is twelve-forty-five. In tHest column, enter the start time for lunch, i th
second column enter the ending time for lunch. fhive column is not used by the standard
system.

Remember the top line of data goes with lunch éhde

You only need to define this table if you will betering times IN and OUT, and you wish the
system to automatically back out lunch time. Tisigspecially useful in companies where the
employees take lunch at regular times. It is emEmployee Master File where you can assign each
employee to a specific lunch code. Unless othenspecified, all employees will have a lunch code
of zero.
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Section 8: Pay Period Information

The pay period information file contains the ddtesghe pay period that your are currently work on.
These dates may be changed at any time, and #feediily work and payday work functions. In
addition to the dates, there are several datasfiblat only need to be set at the time of insiahat

or when they change on an infrequent basis.

The maintenance screen for the dates appears as:

Fommm e Pay Period Information - +

Period Begin 05/01/1993 Period End 05/15/199 3
inimum Wage 4.25

Operation Report Summary
Break Point 1 4 Break Point 2 2

1
1
1
1
1
1
1
1
1
1
1
1
;
1
System Operations H
Subsidy 7 Holiday 50 Overtime 8 |

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

Week Offset 0

+- CoMPany X =----s-mommemmmmemmmmmeeeeeeee s Verify -+

What do these dates effect?

Daily Work-Time Cards During the time card entry, the entries are chedkexke that they are
within this date range. The operator can changgetldates during time card entry by using the
maintenance function (F6).

Daily Work-Post Time Cards These dates are used as defaults but can be chamglee post
screen.

Payday Work-Calculate Subsidy Subsidy is calculated for each work week that emitlsin this
date range.

Payday Work-Calculate Holiday Pay The date of the holiday to pay must fall withinstihange.

Payday Work-Calculate Overtime Overtime is calculated for each work week thasfallthin this
date range.

Minimum Wage
Enter the default minimum wage to be used by tne tard system to pay transactions where the
minimum wage applies. This would generally befdteral minimum wage.

Break Point 1
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On the Special Report - Time Card History Summar@peration the program will give subtotal
breaks. You enter here a number between 1 affthé . number represents the number of characters
from theLEFT side of the operation ID the system should makdithat subtotal break point.
Remember, operation IDs are right-justified andugréo 8 characters.

Break Point 2
Similar to break point 1 above, this is used fseaond subtotal. Logically, this number should be
smaller than break point 1.

These break points are an important method of gsiireg for many companies where the operation
IDs are laid out in an orderly sequential mannEnese break point 1 could represent the job
subtotal and break point 2 the customer subtotal.

Subsidy Operation
Enter the subsidy operation number the system dhoudllocate the subsidy wages when it
calculates subsidy under Payday Work.

Holiday Operation
Enter the operation ID the system should use tzale wages when it calculates the holiday time
card entries under Payday Work.

Overtime Operation

Enter the operation ID the system should use whHeoating wages to overtime work calculated by
the system under Payday Work. This operation shbeldefined as an HR (hourly) operation.
This operation will end up receiving the half-tipiemium wages paid for overtime with no hours.
All original time card entry operations will retaiine straight-time hours and wages for the work
week.

Week Offset

This is a number 0-6 which defines your compangskwveek. It represents the offset from
Sunday for the start of the official work week.r@eneans the work week is the standard of
Sunday-Saturday, 1 means the work week is Mondagt8y 2 means the work week is Tuesday-
Monday, etc.

This field is used by the subsidy and overtime wlakon programs under Payday Work.
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Chapter 7: Master File Lists

As this menu selection's name suggests, here ieewlbe can come to get listings of the contents of
the master data files. The Master File Lists manpears as:

+

09/27/1993 Company X - Crosse-Over Desi gns 11:33 AM |

—
1

+- Main Menu -------------- + '

| I 1

| ] 1

| +- Crosse-Over Time Car ds -+ i

| 1 I 1

| I 1 1

| | +-Master File List § ---mm-e- + i

| 1 I

| I I

i\ 1 | Programs

+--1 | Employees

i | Employee Labels

i | Prevailing Wages

i | Operations

+-- | Employee/Operati on Rates | H
i Work Orders H

e

Programs
You may select a range of Programs to list, andish&ill contain the available Program IDs along
with their descriptions.

Employees

You may select a range of Employees, or a randg&arams. The list can be printed in employee
ID, last name, or program order. You may selesitrgple or detailed listing. The simple listing
gives you one line per employee, including therdBme, program, special number, and termination
date (if applicable) for each listed employee. dbtailed listing shows all the information froneth
employee master file, including pay rates.

Employee Labels

These labels are intended for use on time she¢itmiercards. The label for each employee contains
their name, home program area, special numberaarmgtional date. The date is entered by the
operator when you print the labels and is interfdedse in dating the time sheets. You may pick a
range of employee IDs, or programs. The labelsbeaprinted in order by: employee ID, name, or
program.

Prevailing Wages
You may select a range of prevailing wage categddeprint. The category, description, and
prevailing wage will be shown on the listing.
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Operations

You may select a range of operations to print. [i@teg will include on the data from the
operations master file. The piece rate, whiclalsudated by deviding the prevailing wage by the
norm, will also be listed for each piece rated apien.

Employee/Operation Rates

You may select a range of employee IDs, operatiang,dates. You may have the data sorted by
the same three fields, employee ID, operationate.dEach employee/operation rate has a review
date associated with it. Printing by date canddpfhl in finding those employees who are due for a
rate review during a certain month. The listind) alhow the employee, operation, rate (as a
percentage), and dollar-per-hour rate, along viiéhreview date, and a place to fill-in a new réte i
desired. This listing can be given to the staftharge of evaluating the rates, then returned with
the new rates for updating in the computer.

Work Orders
You may select a range of work orders for listiidne list will include the ID, description, and idta
and finish dates.
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