Human Resources / Payroll / Manual Check

(HR) Human Resources ‘e
(PA) Payroll WSIPC
(M C) M a n u al C h e C k o —

Manual Check Overview

Ccoasionally, calculation errars occur an checks and they need ta be carrected. The Manual
Check process iz used to correct these errors and update payroll and budgetary records.

Mote: This application is used for record keeping purposes only. Mo actual check is printed with
Manual Check.

ltems that may he adjusted with Manual Check include:
+ Gross Amounts
» Taxable Grosses

« Deduction Amaounts
+ Benefit Amounts

It is important te follow these steps befere using Manual Check:

1. Make sure that no other payrolls are currently being run. Manual Check does not have a Run
Mumber application and will not allow any Manual Checks to be run while there is another payroll
in progress.

2. Ifthe check is being reissued, remember to use Cluick Void or Yoid Check to void the original
check(s).
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(HR) Human Resources
(PA) Payroll
(MC) Manual Check
(SE) Select

WSIPC

Tty for oo Camommitior

Manual Check Selection

This tutorial demonstrates how to select checks that are going to be used for the
Manual Check Process.
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x|
’ i » 0K
Period End Date IR # of Times to Pay B Q
eriod End Dak e of Times to Pay - o T
h @ Close
~EmployesfPay Record Parameters: . . Pay g
Default Parameters (as changed| 1127 e appropriate Period End Date. | (as changed for this payroll)
Code Type
. T Click Check Date, $Bsue
Ergloves Range Ad Logd
Errgloyes Type i B
EF:CIUEW? Federal Incone ] WE I“':
¥ 1FITH FIT % CGroszs Gro ]
1FI¥s FIT & Faderal ¢ ]
1Hed Hedicare ]
1Madr Hadicars Adjust ]
;I 1ReR0 SERE Plan 0 1 =
& Al " Salect
I! Benefit Codes ENReset
Code_Doescrpton | Tnes] =] Eeneft
e e P 1FIC FICA 1
ﬁ 1MED Hadicara 1
Low: High: 2ZE2ZT2TZEZT [l Ernpl 1Medxz Hedicare Adjust 1
1raR0 SERT Plan O i
1ReRZ SERE Plan 2 1
1reE3 SERT Plan 3 1
1ReP0O PERE Plan O 1 =
|Il'dshtbunolm¥sywtomﬂ‘umwd‘sdwdtdum. B SkyDoc
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~Employee,

Default § ~———Payroll Update Paramsters-

Code Type

Employee
Ernphoyes
Ermployes
Frequancy

HIPA\MCY SE - T2 - Current Payroll Selection Parameters Fr

Period End Date [UFIkEUR

HR'\PAYMC,SE - 772 - Processing Parameters for Run Number: MCHE / MANUAL CHECE

Check Date: |ETEERN

& of Tinves to Pay

Payroll Posting Date: M June, 2011
Retire Posting Date: [06/06/2011  June, 2011

Payrol Quarter: |2 "I

Pay ———Budgetary Update Parameter

Budgetary Posting Date: 060820011  June, (2010-2011)
Budgetary Posting Date 2:
Orverride Posting Date: m
Crvirride Posting Date:

Bank Cash Account | KEY BANK E\'PR

A 241 0000 00 000

Enter the appropriate Check Date,

Verify or change the Payroll Update Parameters
and the Budgetary Update Parameters.

Flagging the Override Posting Date option to "fes"

will open up the data field o enter the new postng date.

Click OK.
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~EmplayesPay Record P —Deduction/Benafit Times to Pay:
Default Parameters (as changed for this payroll.) Default Ded,/Ben Tines (as changed for this payroll.)
Code Type
%ﬂ [™  selected codes
Erployes Range Code Joescription | <]
Employes Type *ALL uil
];r;?ww L1FIT Federal Income 1 mesan ltm:
LFIT: FIT % Gross Gro L
LFIHE FIT % Federal & L
1Hed Hedicare 1
1Maedx HMedicare Adjusc L
;I - LE&EQ SERE Plan 0 1 =
Al Select
. Benefit Codes EXreset
[ Code  Joescrigtion [ Times| ] Benefit
v . 1
Lk Parameter selections are made L
L o narrow down the scope of employees you wish to work with L
once you proceed into the payroll work file, t
(Mote: If vou leave the parameters wide open, L
yoll wil =il be able to individualy choose employess once in the L >
[ehoosese work: file area.) 8 SkyDoc
pﬂwau E— e
Set the Employee/Pay Record Parameters
by highlighting the appropriate Code Type(s)
v,
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~EmplayesPay Record P

Code Type

Additional parameter options include:

Save = to store selected parameters
for future use,

Load = o select previously saved
parameter sets,

Reset Params. = wil reset the Selected Codes
to the defallt parameters,

Deduction/Benefit Times to Pay:
Default Ded,/Ben Times (as changed for this payroll.)

Deduction Codes

LFIT
LFEIT%
1FIXE
LHed
LHedx
LE=EQ

Federal Incomé
PIT &% Gross Gro
PIT % Federal &
Hedicare
Medicare Adjusc
SERE Plan 0

LHED

1Hedx
LE&ED
LRaEZ
1ReE3
LRePd

Benefit Codes

FICA
Hedicars

Medicara Adjusc
SERS Plan 0
SERS Plam 2
SERE Plan 3
PERES Plan 0

= e

SkyDoc

|
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x|
|4
# of Times to Pay ;Q_ i
# Close
~EmphayeePay Record P —Deduction[Benefit Times to Pay:
Default Parameters (as changed for this payroll.) Default Ded,/Ben Tines (as changed for this payroll.)
Code Type
Selected Codes Deduction Codes
Ermplayee Check Loc -
Employee Range Code [Desaription | Times| :
Ermployes Type LFIC FICA
== b e neose 1| (ol
p
. L _ _ L
To include only employess within a certain alphabetical range, L
highlight Employee Range L
and set the Low and High values, -
ra e
Exkeset
Benedit
Employes Range 1 4
Hedicars L
Lows: High: zzzzzzzzazz | Irdl:ﬁl 1Mady Medicars Adjust L
LE=ED SERS Plan 0 1
LRaEZ SERS Plan 2 L
1ReE3 SERS Plan 3 1
LEefO PERZ Plan 0 Ll =
[Choase "Select™ to indhvidually select codes. D skyDoc
r.wga\raw\.www LI COrTETe, TOATTICTIOEY . L
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HRPAMCYSE = 772 - Current Payroll Selection Par.

Period End Date [ESUREGE

~EmphayeePay Record P —Deduction[Benefit Times to Pay:
Default Parameters (as changed for this payroll.) ; Default Ded,/Ben Tines (as changed for this payroll.)
Click Ind. Empl. to make individual selections - —
- Deduction Codes
from a menu of avalsble employees, Code. [ousatption. | Tmmes :
FICA !
NOTE: This option wil override any parameter IFIT  Federal Income wﬂatsma

LFIT% PIT &% Gross Gro

1

. ]

SE|ECUO[FIS . LFIHE FIT % Federal & L

made for Employee Buildings, Employee lHed  Hedicare 1
Check Locations, and/or Employee Types. Weds  Medicars hdjusc :
1

These selections are reset to All LReE0 ISERS Plam 0

and made inaccessible if this option is chosen,

Benefit Codes
Employes Fange - : Ca L
LHED Hedicara L
b High: zZzzzzzzzzz Irdén-d lHedx Medicare Adjustc L
LREeEQ SERS Plan 0O 1
LheEZ  SERS Plam 2 L
1ReE3 SERS Plan 3 1
LRePd PERS Plan 0 L =
[Choase "Select™ to indhvidually select codes. D skyDoc
[P T T TS TR TN Ty LT I, T TFrTIoeeT - oo
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~EmplayesPay Record P —Deduction/Benafit Times to Pay:
Default Parameters (as changed for this payrall.) Default Ded/Ben Times (as changed for this payroll.)
Code Type

E Selected Codes

*A sl

ALL

1FIT Federal Incomé

1
LFIT® FIT % Gross Gro L
1FIXE FIT % Federml & ]
LHed Hedicare 1
L
1

1Maedx HMedicare Adjusc
LEeE0 EERZ Plan 0

Verify or change the Times entry

for Deduction and Benefit Codes. Benefit Codes

This iz the number of tmes Description | Timeg|

a . C FICA 1

ﬂjat A Deductlon or Benefit s dicars n

wil be appled to this process, IMedx Medicars Adjuse L

1LE&ED SERES Plan O 1

: LEaEZ SERS Plan 2 L

ze Save of Load as with TR TR =
Ermployes/FPay Record Parameters, TP TR e r— Al

Reset Deduction and Reset Benefit wil
oo

set the "Times" entry for the
highlighted Deduction or Benefit Code to "1."
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HR'PA\MCYSE = 772 - Current Payroll Selection Parameters

Period End Date (UG # of Times to Pay

Click OK =
to proceed to the payrol work file,

(If desirad,
EmplyesRange | Click Report to get a comprehensive repart on the Selection Parameters.)

;mph','ae Type

TEQUENCY

Pay m’ﬁ:‘\
‘m LFIT® FIT % Gross Gro

L
Params, 1FIXE FIT % Federml & ]
1Hed Hedicare 1
1Maedx HMedicare Adjusc L
;I - 1ReEQ SERE Plan 0O 1 =
Al Salert
Benefit Codes
Employes Range 1 = 4
LHED Hedicars L
Low: High: 22222222222 ||1:'.I§nﬂ 1Mady Medicare Adjusc 1
LE&ED SERS Plan 0 1
LRaEZ SERS Plan 2 L
1ReE3 SERS Plan 3 1
LEefO PERZ Plan 0 Ll =
[Choase "Select™ to indhvidually select codes. D skyDoc
M¥a\r¢lw\.www T L TETi, TONT T TICEY . L
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HRWPAYMCYSE - T2 - Select for Payroll Run Mumber: MOHE / MANUAL CHECE ﬂ
~—Current Parameter Selections =
Parameter Set Description: Defauk Parameters {as changed for this payroll). [u\ivﬂ?-ehd
Died/Ban Paramater Set Description:  Defauk DedfBen Times (&2 changed For this payrell). [ sgo
Pesiod End Date: 05/07/2011  Check Date: 06/08/2011  Times To Pay: 1 s Salect
L alected Trarsacks
Emploves  |Period Pay | | ElRGE
ame Hey Mame Type End Duake: Coda Account BMumber J Import
- This message box indicates
i that certain items for this process wil have to be entered manualy.
] 7 Ed |
1 Click OK to continue, Delete)
i Thwe 0
i - @ Close
- x
— . when sedecting reconds For this MANUAL CHECK payroll,
] \:!‘) i is important ko note the Following: d
L] 3
1. FactorsfHours are set bo 1,00,
- Current Selected Transaction Infy This means that the total gross amount of sach pay recard Mame Key:
Employes: musk be entered in the pay record amounk field,
Imployes Totsls—————
Rete/Amouwnt: poog 2. mwﬂm?mﬁ’?“}"“ [
calculated during this process, (taxes, stc... 5
HoursfFactor: . 000 Ths means that ameunts must be entered for af deductions [/ *F1c"" -0000
—_— and benefits which are percentages or calculsbed, Total:
Total: g .00
: [
| B skyDoc
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HRVPAYMCYSE - T72 - Select for Payroll Run Number: MOHE / MANUAL CHECE
“Current Parameter Selactions: &
Paramater Set Description: Defauk Parameters (as changed for this payroll), pre Iuﬁ'ﬂm
Ded/an Parameater Set Desription: Defauk Ded/Ben Times (25 changed for this payrol)., (hySelar F
. Feriod End Dater 06/07/2011  Check Date: D6/08/2011  Times ToPay: 1 — ; [hase Selnct
.L Verify the Current Parameter Selections, ]
+| [ Purge
e If there are any changes to be made, S Impart
- click Chg Sel Params
i to go back to the Selection Parameter screen, '
] 27 Edi |
L Deletel
u FT Time OFf
T @ ose
C o]
—iCurrent Salected Transaction Informathon Name Key:
Employee: et
Ratefimeunt: goon x [Py
Hours/Factor: _ponon = Hours{Factor: _goog
ol oo Total: | pp
[Transactions For the highighted emplayes. € SkyDoc
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HRVPAYMCYSE - T72 - Select for Payroll Run Number: MOHE / MANUAL CHECE
~Current Parameter Selactions-

Paramater Set Description: Defauk Parameters (as changed for this payroll),
D&d,l'ﬂen?erﬂ'neberfﬁet : Defauk Ded/Ben Times (¢ changed For this payrol). M
Click Indiv. Select.
(™ . .
NOTE: Since al iterms must be entered manualy,
ane Mass Select i= not an avalable option for Manual Check.
] -
] 27 Edi |
L Deletel
u FT Time OFf
0 & Jose
£ ..|J
—iCurrent Salected Transaction Informathon Name Key
Employee: [
—Employee Tetgls————————
Rate/Amount:  soon x !
Hours/Factor: _pooo = HoursfFackor: _goog
ol oo ; Total: | pp
[Transactions for the highighted employee. & skyDoc

Rev. 3/2012

Page 14 of 48



Human Resources / Payroll / Manual Check

H HRYPA MY SE - TT2 - Individual Selection

Employess Namme: )y yNETHODD  ALLYN, ETHAN

Mame: I.llLL'rlu ETHAN

(TEACHING}

Multiplae Ao 5

L0 E §30 3300 EZ 3000 150 0000 Q000
A0 E §30 3900 52 3000 000 Q000 QOO0

1,0000(H
1.0000H
1.0000H

485 8300
485. 8300

Selected Transactions

Rat e/ Anount Factor|Code
||
||
I
e Use the browser to select an employee.
— The blue and pink arrows .
Trans may be used to scrol through the employes list,
To select a Pay Record,
highlight it and click Chg/Sel.
L NOTE: Since al items must be entered manually,
Auto Select is not an avalable option for Manual Check,

—_——

Rev. 3/2012
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[ Hr P MO SE - 772 - Change/Select Pay Record . x|
| Period End Date: 02f10f2012 &l
Name:
ALLYNETHOOD  ALLYN, ETHAN  (TEACHING) i oot X cancel
mes:ﬁ WEmm:lmnﬂ |
Isa.nsun RatefAmount
Pay Code: C213 EXTRA-CLIR %l 1.0000 Hours/Factor
Freq Jta 12 total A 3] Papsivear: 12
= £3.09
X1 Tirmes to pay
Account Distribution
= 63.09
s
ude NOTE: Manual Check is not to be used for Bt oo |-}
i:,_f: Washington State retirement, because
. |mea | no Washington Retirement Transactions are created
LRet3 and no DRS Transmittal is generated
= for Manual Checks.
| |E Instead, use the Retirement Adjustments scresn on the Ll_l
| f [fhe i WESPaC Employee Profile Master @ 00
to adjust retirement.,

Rev. 3/2012
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= Available Control File Bens

Code — [Descrption Code Pescripte Type
1ReTZ  [TRSPlan3 IFIC  FICA At
| Uneregloyenent 00 IMED  Mediare
- 19 Wiorkers' Comp

400 MEDICAL ONE - B

L —— |pon DENTAL - HARTRC g Al
HCH HCA d=pemall
LoC WISION - SCPC
RT3 TRS 2 or 3 Adj

Verify that al Pay Record information is correct
or make any necessary changes,

Deduction and Benefit amounts must be entered manualy here

since Manual Check does not calculate their values,
Click Deds or Bens to changs values,

MNOTE: If Manual Check is being used to adjust takable grosses with no
adjustments to the related Deductions /Benefits itzelf, the
Deductions/Benefits stll must be selected but with a zero entry. Otherwise, the

Gross Adjustments screen wil not be displayed.

Click QK.

(A R P A MC|SE - 772 - Change/Select Pay Record E |3 |ES|
E xflox |
Cancel
K
—_— NaME: 2| | YMETHODD  ALLYN, ETHAN  (TEACHING) untty '/LI
; | Xcancel

Rev. 3/2012

Page 17 of 48



Human Resources / Payroll / Manual Check

[ R P A MO SE - 772 - Change/Select Pay Record
E

MaME: 5) | YNETHDOO  ALLYM, ETHAN  (TEACHING)

Period End Date: 06/07/2011
Check Date: 06/08/2011

=Y

x|

¥ QK |
3 cancsl|

1 Work Hours: [0 00 Workers® Compensation Hous: [o_00
k L, 000, 0000 Raate]maunt
Pay Code: 013 TEACH ' - T HoursfFactor
Mo 12 botal [117] oAt 12
ll Manual Check Paramebers il
= 1,000.00
Retirement Hours: |0. 00 Check Date: 06032011 0K I
M cancel X1 Times to pay
Chextk Humber! |23 3 Cancel|
All selected transactions For this employss must _
0100 27 200¢ have the same check date and check number, — kliaialel
10 E S30 0000 27 2000 110 0C Iﬂlﬂllﬁgﬂﬁdwdtmnhar. ﬂﬂqﬂ
10 E 530 2100 27 2030 000 0C
. Enter the appropriate Check Number,
Amodnt [Type! mk |Type [Start Stop A
1FIC 0. 0000 Ak ; -
1PIT 0. 0000 Amk Click OK. &k
- |1Hed 0. 0000 Amk @-)Bensl

5

l' [ [ihe o bukton accepks ol enries.

7

—r—T—T—T

Rev. 3/2012
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WMCYSE - T2 - Individual Selection

Employes Name: o)) yNETHOOD ALLYN, ETHAN  (TEACHING) |

Name: lﬁ.LL\"N ETHAN

Coez 10 E B30 2300 E£2 2000 LEOD 0000 0000 485, 2300 1. 0000k
CoEd 10 B &30 2300 52 3000 000 O0QQO0 Q000 465, 5300 1.0000H

Selected Transactions

Hours/ |Frequ Delete

l' [aene key to regosition the

Hours{Factar: 1. 0000 =

Continue to select Pay Records as necessary.

When done selecting Pay Records,
click Close,

End Dace Code Account Huuber Rat e /A ount Factor|Code
FlO& 072011 COLE 1o E 530 0100 27 2000 000 0000 Q000 300, 0000 1.0000H
0&8/07/2011 CO13 10 E £30 0100 27 2000 110 Q000 Q000 400 0000 1.0000M
06,/07,2011 0013 10 E 530 Z100 27 Z030 000 0000 Q000 300. 0000 1.0000H
A I'I
—Current Selectad Emphoyes Totals:
Transaction Information: g arefamount: 200 cooo 3

Hours/Factor: . o000
Totsl: 1, 000. 00

The Pay Record is now a Selected Transaction.

0D skyDoc

Rev. 3/2012
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m HE P& MO, SE - 772 - Individual Selection

Employee Mame: 4 ) yneTHOOD  ALLYN, ETHAN

(TEACHING)

Maie: IF'-LL‘I'N ETHAN

10 E 530 9900
i 10 E 530 $30C

0G/07fZ0L1 COL3
O&/07/20L1 CO13 10

Active Pay Records

d ket Manual Check Selection Information

Total Transaction Pay Records Wikten: 3
Total Transaction Pay Records Crersritten: 0
Tokal Payment Records Deleted: 0

0&/07/20L1 CO13 10

Selection Information is displayed.
This information may also be obtained
by clicking the Totals button
during Individual Selection.

Click. Ol

&7 Edit
lours/|Fregqu. = Delete
o
n.oo0

€D SkyDac

=== —

Rev. 3/2012
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HR\PAYMCYSE - T72 - Select for Payroll Run Number: MCHE / MANUAL CHECE B x|
(—Current Parameter Selections —
Paramater Set Description: Defaul Parameters {as changed for this payrolll. i
Died/Ban Paramater Set Description:  Defauk DedfBen Times (&2 changed For this payrell).
Period End Date: 05/07/2011  CheckDate: 06/08/2011  Times To Pay: 1

Selected Transactions

ALLYHET! 0
| |sLrmmeTHOOD ALLYM, ETHAN
u ALLYHETHOOO  ALLYM, ETHAN

Click Purge
if wou wish to remove al Selected Transactons.

: of

q
r—iCurrent Salected Transaction Information Mame Key: |ALLYNETHOOD
Employees i) vy, ETHAM E®
‘Employes Tobals
Rateffmeunt: 300 poon x
Hours/Factor: y _goon = Hours{Factor: 5 goog
3 Tokal:
Totsl 20000 1,000,00

indeidusly select transactions, 8 ShyDoc
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HR\PAYMCYSE - T72 - Sebect for Payroll Run Number: MCHK / MANUAL CHECK I x|
—Current Parameter Selections =
Parameter Set Description: Defauk Parameters {as changed for this payroll). L]
Died/Ban Paramater Set Description:  Defauk DedfBen Times (&2 changed For this payrell).
Pesiod End Dste: DS/07/2011  Check Dabe: 05/08/2011  Times To Pay: 1
Selected Transactions
k playes Name Use Edit
B to make changes to the highlighted ransaction,
| [sLiviErioce  ALLYM, ETHAN
| |sLrvmETEOD0  ALLYM, ETHAN s 06072011 CO13 10 E 530 Z100 27 2030 000 00
i 24 Edit
u Delate
i T e
T @ Close
K ;[J
r—iCurrent Salected Transaction Information Mame Key: |ALLYNETHOOD
Employees i) vy, ETHAM E®
Rateffmeunt: 300 poon x L HEL
Hours/Factor: 3 _gong = Hours{Factor: 3 gooo
3 Total:
Total: 200, oo 1,000.00
indeidusly select transactions, 8 ShyDoc
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HR\PAMCYSE - TT2 - Select for Payroll Run Number: MCHE / MANUAL CHECK

—Current Parameter Selections
Parameter Set Description: Defauk Parameters {as changed for this payroll).
Died/Ban Paramater Set Description:  Defauk DedfBen Times (&2 changed For this payrell).

Pesiod End Dste: DS/07/2011  Check Dabe: 05/08/2011  Times To Pay: 1 i 1
Selected Transactions -
[ Purge
Import
ALLYNETHOOO I 1 2000
| [revmeraoos AN, ETHAN 1M 06/07j2010  COLZ 10 B £30 0LOO 27 2000
| |sLrvmETEOD0  ALLYM, ETHAN 14 06072011 CO13 10 E 530 Z100 27 2030 000 00
| 2 Edit
- Delate
7 Pt
| A T_-sﬂf
] Use Delete F’
U to remove the highlighted transaction.
[ r
r—iCurrent Salected Transaction Information Mame Key: |ALLYNETHOOD
Employees i) vy, ETHAM E®
Rateffmeunt: 300 poon x L HEL
Hours/Factor: y _goon = Hours{Factor: 5 goog
Totsk: 300 o ' Total: 1, 000, 00
indeidusly select transactions, 8 ShyDoc

Rev. 3/2012
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HR\PAMCYSE - TT2 - Select for Payroll Run Number: MCHE / MANUAL CHECK

—Current Parameter Selections
Parameter Set Description: Defauk Parameters {as changed for this payroll).
Died/Ban Paramater Set Description:  Defauk DedfBen Times (&2 changed For this payrell).

Pesiod End Dste: DS/07/2011  Check Dabe: 05/08/2011  Times To Pay: 1 X 1
Selected Transactions -
[ Purge
Import
ALLYNETHOOO [ 1 2000
| [revmeraoos AN, ETHAN 1M, 06/07(2011  COLZ 10 E £30 0LOO 27 2000
| |suumETEDOD  ALLYN, ETHAN 1M& D/07/2011 013 10 E 530 Zl00 27 2030 000 00C
i 24 Edit
- Delate
| T O
u i
i L =y
U Zlick to record Time Off
i for the highlighted employes,
« T
r—iCurrent Salected Transaction Information Mame Key: |ALLYNETHOOD
Employees i) vy, ETHAM E®
Rateffmeunt: 300 poon x L HEL
Hours{Factor: 3 _pooo = Hours{Factor: 3 gooo
Total: 200, oo - Totak: 3,000, 00
indeidusly select transactions, 8 ShyDoc

Rev. 3/2012
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HR\PAMCYSE - TT2 - Select for Payroll Run Number: MCHE / MANUAL CHECK

—Current Parameter Selections
Parameter Set Description: Defauk Parameters {as changed for this payroll).
Died/Ban Paramater Set Description:  Defauk DedfBen Times (&2 changed For this payrell).

Pesiod End Dste: DS/07/2011  Check Dabe: 05/08/2011  Times To Pay: 1 i 1
Selected Transactions -
IPurge
Import
ALLYHETHOOO [1ma I 1 2000
:ALL\'}IHTHUOD ALLYM, ETHAN Ly Q607 2011 o1z 19 E E30 QLoD 2% 2000
_ALL‘:’H!TEIDDIJ ALLYM, ETHAN 1Wa 0607 2011 colE 10 E 530 Z100 Z7 Z030 Q00 00C
| £ Edit
- Delate
| Thue Cff
i S
™ r
L - L N
i When al Pay Records have been chosen,
i click Close.

—Current Selected Transaction Information
Employees i) vy, ETHAM

G

B skyDoc

Employes Tobals
Rateffmeunt: 300 poon x
Hours{Factor: 3 _pooo = Hours{Factor: 3 gooo
3 Tokal:
Total: 200, oo 1,000.00
indeidusly select transactions,

Rev. 3/2012
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@

(HR) Human Resources ¢ @
(PA) Payroll ‘WSIPC
(MC) Manual Check T ——

(PV) Pre-Verify

Pre-Verification of Manual Checks

See Skyward Skydoc for a tutorial that demanstrates the reparting options that are
available for verifying check information prior to running the calculations for a Manual
Check.

Rev. 3/2012
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[ &.“,
(HR) Human Resources
(PA) Payrol WSIPC.
(MC) Manual Check
(CA) Calculate

Calculating Check VYalues

This tutarial demaonstrates how to run the calculations for selected manual checks.

It will also demonstrate how to adjust actual taxahle grosses for the check,
if they are different than the calculated taxable grosses.

Rev. 3/2012
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i Human Resources: Main Screen 04.10.12.02.09 - 010275 i o |=[ B3
Logn Logoff Exit EBreferences LUkilitles _ View My Security Personalze My Soreen Help
User: #+ows saen SgnInTime: 10:14:32 AM Ertky: 000 | Use Parsonal Settings @ SkyDoc i Logn| BiLogoff| 3 Exit |

1 [ N .

.wuﬁ | & s

Emp Mgt Teme 011 | SatwyMeg | b Track | e Track | Bata Meing

B b4 g 5 | @
Wass Pros. | Guick vioid | eid Cheak || Mamsal thk || payrol piis| Aeot AdL. | (higes | YearErd

i

ko

Cldes Cur P

[@. D{I ._._..._._..._.g
Ebpct Pre-\arity |I‘on\|EHFr (hk Fegetr

e
=
=
==
=
=

wsIPC

Tidmadry fovr Ffocatsio! Cmomuitios

Page 28 of 48



Human Resources / Payroll / Manual Check

ﬁl-!uman Resources: Main Screen 04.10.12.02.09 - 010275 R -lDI_E]
Login  Logoff  Exit  Preferences Utitles _ Viess My Secunity  Personakze My Scresn Hei:
User; ®obs toraes SignIn Time: %1943 AM  Etky: 000 | Use Personal Settings @ syboc i Login| @iLogoft| 3 Exit |

| ET DU LRI
System Admin Financisl Bngrmnt

Bmduihlq-m

| @i

Fun

| Click OK ]
ILR to proceed to the Update Parameaters screen, =

This program processes the selecbed transactions For the Manual Check.

[

The Project Mumber For 2 Manusl vosd or a Manual Check i pulled From the employee’s Pay Recard. Run Mo

® Cloca

et

|The OK button goes to the Payroll Calc's "Parameter” screen,

Rev. 3/2012
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=T — T

E

Retire Posting Date: [06/08/2001  June, 2011

payroll Quarter: [z =]

———Budgetary Lipdate e

Human Resources: Main Screen 04.10.12.02.09 - 010275 R
Login  Logeff Exit  Preferences Lbiities _ View My Security  Personslize My Screen Help
Liser: SALL smmmmmmses e pm e am aan e am e Pm—— AR Sl e i i | Y i
HRAPANHC,CA - TT3 - Processing Parameters for Run Number: ﬂ
ﬁ Check Date: 2011 ¥ oK
Payrol Update Parameber
|y Payroll Posting Diske: J201T | dune, 2011 ol

Budgetary Posting Date: 06/07/2001  June, (2010-2011)

[- IR Picucibin Pumbn 3

Yerify that al Posting Dates are correct.
If aryy Posting Dates are incorrect,
make the necessary changes.

Reset may be used to st the dates back to their Default values.

Click OK.

Caution: If state/federal reports have aready been filed
for the period which includes the Payroll Posting Date
wolr options are either to alter the dates here
or utlize the dates of the original check
and re-file the previously submitted reports,
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®{;Human Resources: Main Screen 04.10.12.02.09 - 010275 i o ] 53
Login  Logoff  Exit  Preferences Utites _ Wiew My Security  Personalize My Screen Help

o e BHR\PANMOVCA - - Caleul and Adjustrent I, Ty | Vp—
ey HP.'-._F*.'i'-._:‘WIZ"-.En-T HRE\PAY MO\ CA - 773 - Calculate Exceptions and Adjustin - x| E‘l‘l 3 Exit |
NCEnTE
ﬁ Total Employses Processed: 1 ‘Grmfraﬂ O
: ——Fayroll Updat Tatal Gross Payout: 1,000.00 B - EReset|
HR\P,
1 — ; X
I This| == Buoetary L * Gross adjustment records exist,
The B 1 Payroll can not conkinue until thesa
L i adjustments are processed.
[ x|
—
o =
Gross Adjustment Records exist and must be processed,
Click OK to process Gross Adjustments,
| | NOTE: Gross Adjustrments wil only ocour
if a tax Deducton/Benefit exists on a selected transacton.
- -
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ﬁiHunmn Resources: Main Screen 04.10.12.02.09 - 010275

Lgrs tokokt s
HRYPANMC\CA - 7

ﬁ Total Employess Processed: |
R ———rayroll Updat Tokal Grass Payout: 1,000.00

Processing Start Time: 10:58 am  End Tip™

_qm mcdfd?whrﬂwﬂﬂun:m!mmk

Login  Logoff Exit Preferences Utiltes _ View My Security  Personalize My Screen  Help

HHR\PALMOCA - T73 - Calculate Exceplions and Adjustments

_udent & B T
Click Gross Adj. H

x|

Excepts

z
g o

I T I Vi Y

=}

¥ 0K

i

@ Cloze |

Rev. 3/2012
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B{iHurnan Resources: Main Screen 04.10.12.02.09 - 010275
Login  Logoff  Exk Preferences Ubiltes _ View My Security  Personalize iy 5

Usay; #omors s HHR'\PAYMOYCA - 773 - Calculake Exceplions.
YPAYMC,CA -
LR PAHCCR T 2\ PAVMO\CA - 773 - Gross Adjustments

x|

YHETHOOO|ALLYH, BTHAN

Employes: FLLTHETHDM

*Colored bext indicates records have not bean verified.

double-click o ] SkyDoc
ek [Left -click mowse to udpate highlighted row L 7]
T

" [vhe OK button goes to the Pagroll Calcs Farameter screen.

g

s TP N —

|

=[0] x|

| % Exit |

v Ok |
—  ERes|
@ Close |

Blue text indicates that Gross Adjustments for a Record
have not yet been verified,

Highlight & Record and click Edit.

Rev. 3/2012
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“CA - 773 - Gross Adjustments EI
Employes: ALLYMETHODD  ALLYM, ETHAN  (TEACHING) Help
[~ actual Amounts Yerified @ |
Desc Amount| Calc Cross|hcrtual Gross| = | -Total Check Gross - Before and After Adjustments
IFIT  Fed Ine Tax .00 1,000 00 Befare After
- Federal: 1,000.00 1,000.00
Federal Totals: 0.00 1,000.00 State: 1_nan_nn 1,000.00
Make adjustments to Actual Grosses and Associated Benefits as needed 4,006.00
by clicking the data fislds and entering the new valles, 1.000.00
1,000.00
Skate Totals: 0.00 0.00
FICA '
YT arass (Currently on Hisbory)
Code Pesc | mounc] _Caic Gross]ictuat crosshissocten
IFIC  |FIca .00 T T Federski) 26, 422. 44
- Stake:  30,203.84
FICA Totals! .00 1,000.00 FICA: 28,402, 64
Medicare
Medicare:
1Med | = 0.00 1, 0 L, ] Unemploymant: 30,803.64
Medicare Totals: 1,000.00
Unemployment Check Number: 323
Code Desc | imount Tax State: WA
£ 0D 0_oo
ddu ) CheckGross:  1,000.00
Unemployment Totals 0.00 1,000.00
Fnta' the actual gross amounk @ skyDoc

Rev. 3/2012

Page 34 of 48



Human Resources / Payroll / Manual Check

HRWPAWMOCWCA - 773 - Gross Adjustments 5'
‘ Employes: ALLYNETHOOD — ALLYN, ETHAN  (TEACHING) | Help
213 [ ickual Amounks Verified (@l
Desc Amount| Calc Grosslictual Gross| = .Teu_c&/ G-oss = Before and After Adjustments
P P Befare:
This is a flag used to indicate Bitoe
Ls . 1,000 00 1,000.00
that 2l Actual Amounts are Verified for this ermployee.
e A® 1,000_00 1,000.00
s FICH:
s Amount| Calc Gross|Actual Gross| = L,000-00 1,000.c0
Medicare 1,000.00 1,000,900
— | | Unemployment 1,000_00 1,000.00
Skate Totals: 0.00 0.00
FICA
~X¥TD Gross (Currently an History)
od —-mm
m ut m. Podsrali 26422 42
= State: 30,803, 64
FICA Totals: o.oo 1,000.00 FICA: 28,403, 64
Medi
Stirare Medicare: 2 403.64
m@—m
L | _ Unemployment: 50,503, 64
Unemployment Check Number: 323
m—-mm Tax State: WA
Check Grogs: L,.000.00

Linemployrment Totals: 0.00 1,000.00

Inre the actieal gross adjustment amounts correct?

6 SkyDoc

Rev. 3/2012
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| HRWPAYMOCA - 773 - Gross Adjustments

£
Employes: ALLYNETHOOD — ALLYN, ETHAN  (TEACHING) Help
pders ﬁn.l:nlﬂmﬂru.wm .mg
Manual ‘Yoids/Prior Gross Adjustments - Expanded Help A 1| [eTR—
The payroll calc process has pre-calculabed the emplovee's Federalf5tate/FICA/Medicare gross @ Close I After
based on the deductions and berefits on the emploves's check, These pre-caleulated amounks are 1,000.00
shiowwn in both the 'Calculated Gross' & "Actual Gross' columns, This screen allows you to
werify/change these pre-calousted gross amounts. If any of the amounts are incorrect, enter the 1,000.00
correck gross amount in the “Actusl Gross' column, L O0G. 00
FICA[Madicare Associabed Benafit: i 1,000.00
Mormally, if a check has 2 FICA Medicare deduction, the checkwil 2lso have a FICA{Medicare
benefit, The payrol calc program is loading the associated benefit with the deduction’s sssociated 1,000.00
benefit code from the setup table, If an assoclated benefit is shown, the benefit’s gross amount will
also be updated with the "Actual Gross',
Please review each gross amount total, and FICAIMedicare associated benef. IF everything is fstory)
correct, mark the ‘Actual Amounts Verified box. v
42244
NOTE: Each record must have the "Actual Amounts Verified' box marked befare you can seleck the:
"Process’ buthon ko update the grosses ko the current pavrall bransactions and continus with the 203.64
paTA. 0364
40364
[The Close buttan closes the window. 6D SkyDoc 803.64
T
C_“cl&mgl the HelpI buttpn e P
will dIsplay an explanaton
piay . F Tax State: Wa
of the Gross Adjustments process,
Check Gross: 1,000.00

1.0 0B O

Click Close
to refurn to the Gross Adjustment screen,

6 SkyDoc

Rev. 3/2012
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WMICYWCA - 773 - Gross Adjustments 5'
‘ Employee: ALLYNETHODD  ALLYM, ETHAN  (TEACHING)
Federal [ {ckual Amounks Verified l_l
ﬂl_m Total Chedh
IFIT  |FedInc Tax
fed  Click Close to continue, |
Federal Totals: .00 1,000.00
- FICA:
s Amount| Calc Gross|Actual Gross| = 1.009.00 1.000.00
Medicars: 1,000.00 1,000.00
= | Unemployment: 1,000_00 1,000.00
Skate Totals: 0.00 0.00
FICA
~YTD Gross (Currently on History)—————
-- —-amm
R Federal: 25 422 44
- State:  30,803.64
FICA Totals: 0.00 1,000.00 FICA:  2g,402.64
Medi
SIS Medicare: 25, 203.54
:-':mz—m
) Unemployment: 50,503, 64
Unemployment Check Number: 323
T — e T T Staes| Wik
- - CheckGross:  1,000.00
Linemployrment Totals: 0.00 1,000.00
Inrel:he actieal gross adjustment amounts correct? 8 skyDoc

Rev. 3/2012

Page 37 of 48



Human Resources / Payroll / Manual Check

fHuman Resources: Main Screen 04.10.12.02.09 - 010275

Records

ALLYMETEOOO|ALLYY » ETHAN

*C ooy

=T

When Gross Adjustments have been made and wverified,
the blue text wil become black. —

Once the Gross Adjustments have been verified for al listed
employess, —
click Process to continue, i

iil‘nOKI:q.itmau:n F
—P

Fhmhﬂmwmﬂwm.

—

&

W
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ﬂ.r—[uman Resources: Main Screen 04.10.12.02.09 - 010275
Login  Logoff Exit Preferances LRilkies _ View My Security Personalize My Screen  Help

Click OK
to update the Records,

— This process will update the current payroll transaction v QK
Thi —Budgetary Uf records with the 'Actusl’ gross adjustment, X cancel
I |, R Select Ok ko continee or Cancel to exk. s
I
=] Buc

[Select the Gk button to continue with the updating i) SkyDoc

Erployaa: [SLLYNETHOOD
*Colored text indicates records have not been verified,
hubdwmtumdduh'khﬂmﬂhﬁhmishm 6D SkyDac
Ill'arxhnmac:a

||onhmmmm€wm'cmm

=
_ﬂ|,....,..l.ﬂ.u,..,.—;qa] xEHE I
V0K
i
@ Close

Rev. 3/2012
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B{Human Resources: Main Screen 04.10.12.02.09 - 010275 T -0l x|
Login  Logoff  Exit  Preferences LUtlities _ Yiew My Seowity  Personalize My Screen Help
AHR PAMO\CA - 773 - Calculate Exceptions and Ad .-_: neqnk il I T [
e | X Exit |
e - 1. Excepts
' (Eross Sdj &I

Total Gross Payvout: 1,000.00
Processing Start Time: 11:10am  End Time: 11:10 am

=
®Close |

i

The Calcs process for Payrol Bun: MEHE | MANUSL CHECK successfully
completed,

Processing Complete !l

i The process of updating Gross Adjustments ko
thee current payrol bransaction records is complete,

The Gross Adjustments have been updated.

Click OK to continue,
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B{;Human Resources: Main Screen 04.10.12.02.09 - 010275 i o [m] S
Login  Logoff  Exit  Preferences Utites _ Viess My Seowrity  Personalze My Screen Help

}HR'PAYMOVCA - 773 - Calculate Exceptions and Adjustments

ﬂmlﬂ'almﬂrﬁl xm ]

a warning message wil appear
and the Excepts button wil become active,

Lser: SALL = ,il
— Excepts
ﬁ Tokal Employses Processed: 1 -E—'fu-ﬁf'j + QK I
i =
. . . 9
Iz; If there are Exceptions encountered during calculations, 2= [SEfE|
HR

I

Clicking Excepts
wil print out a list of the exceptions,

H

&l Fatal Exceptions MUST be fixed in order to continue,

e okt e [Felect to pdake the FICA[Medicare records.

I;O&Mmmmlhm-

|||.—1||_

.
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k’ Human Resources:
Login  Logoff  Ext  Preferences Ukilities

Main Screen 04.10.12.02.09 - 010275
_ Vigw My Securiky  Personshize My Soréen  Helo

=

(el TRl HE ' PAYMC Y CA - T73 - Dutput Destination

i
Output: _;E v K |
n = Prinker [[40-HP4240 on lan-sry et fErom a1 etid s e et B M cancel
_vudern § Nuriber of Copies: 1 W pocess)  select Output and Bannes ‘
>

EEC 4|

L click QK.
H“-._p Orientation: { Landscape ™ Create Export File File Type: f+ ASCIL
— & Portrait ASCII File
This —— Opitions
Dedimiter:
| Jrhe Lines Per Inch: & gLy
— File Marmé: wsipcseD, 001
=l " &LPI
[ File Path; D:\Skward|Temp 1 EDHE1EE)
—] Carriage: { WWide Special Prinker | No special requirements Z|
B Requirements
% Nesron for i :
Iﬁ [select method to view report output
mmm.
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fpacicid.p
04,00, 12,00, 00=-010108

Warsnimg = W gross but no UC dedfben,
ALLYNETHOOD ALLYH, ETHAN

CASHMERE SCHOOL DISTRICT & 22
VESPaC Payroll Exceptions

Pay Code: COZ2 Amount: 1000 UC Ded: @ UC Bem: O  Work Hours:

Waraing - WO deduction does not exisbt on payrell transacticns,

ALLYMNETHOOO ALLYH, BTILAM

sasmmssasssan

Pay Code: COZ2 ¥ Hours: @ WE Ded: 0 ¥ Dan: O

massmssssanmannEn

na WC DediBer exists and there are no W Fours, of there are \WE Hours 2nd no WC
70 | Warning no s 0 ['WiC Howrs & Amounts are included n 'WC reporting & contract balancing.
T1 | W g no pEs 0 |Retirement Amounts will not be irecleded inthe DRS Transmittal,
T2 |Warning no 5 0 |UC Gross bz no UC DedfBen,
73 |Warning no wes 0 |WC Deduction doss not exist on Payroll Transaction.

related to the A

The WESPaC Payroll Exceptions report contains Warning messages

Workers' Compensation,

For an explanaton of the conditions associated with each
Warning message, see Skydoc
HR' Utilities' HR Messages
MNew HR. Messages Enhanced Spreadsheet.

ashington Feature Set (WFS) fields:

Unemployment and
Retirement.

o

Rev. 3/2012
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El fjHuman Resources: Main Screen 04,10.12.02.09 - 010275 e
Login Lggoff Ext Preferences Litiities Yiew My Seowrity  Personalize My Scresn  Help

Ui wass seas e —— PP ', A MC Y CA - 773 - Calculate Excep
HR\PAYMO\CA - 773 - Processing Parameters I

Chﬂkm:[m Tokal Employees Processed: |

: ———Payroll Update Parameters——— Total Gross Payout: 1,000,00
L Payrol Pesting Date: [06/08120 Processing Start Time: 11:31 an | EndTime: 11:31 am
Petire Posting Date: [06]08]20
'. The Calcs process for Payroll Run: MCHK [ MANUAL CHECE, successfully
— = Payroll Quarter: (1 =

Click Zero Pay
if there is a reason to zero out the Pay amounts for the selected Records,
An example of the use of Zero Pay would be
to have al Benefits calculated and posted
based on a gross ameount without
having the gross amount value posted,

NOTE: This option is st up in

If this option is not flagged in the setup,
— the Zero Pay buthon wil not appear on this screen,

System Admin',Financial Mngmnt'FM Config' Payrollt General Options.

Rev. 3/2012
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ﬁ Human Resources: Main Soreen 04.10.12.02.09 - 010275 b - |D|EI
Login  Logoff Exk  Preferences Uilitles _ Wiew My Security  Personalize My Soreen Help
HR\PAVMOLCA - 773 - Calculate Exceplions and Adjustment x| -"‘”**-‘-"'a“l X Bt I
EXcepts
Totsl Employees Processed: 1 -
s i) SOk |
Total Gross Payout: 1,000,00 E“ " — ml
Processing Start Tme: 11:31 am  End Time: 11:31 am @ Closa | ® Close |
The Calcs process for Payroll Run: MCHE [ MANUAL CHECK successfully Zero Pay
completed,
Are you sure you want to contls jl .
|_‘ 92 This process will zero out the pay
. Y EMOUnts Eransaction fiks.
A prompt to continue o
l; wil appear on the screen. . e you Are you wonk o contioued | |1
L > . . folowed by a message box
| ,j‘ stating that Zero Pay has
firished.
ITEOK butbon acct -
ISducl to amounts, |
R it Process Complete x|
he G button goes bo thE PEFFONCIC T ParaMETEr Soreem.
.
LY l J Zero pay process complete,
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Mg Human Resources: Main Screen 04.10.12.02.09 - 010275 i =0] x|
Login Logoff Ext Preferences Litlities _ Wiew My Security Personalize My Scresn Help
Lsar: H'-.IM|‘_\,.:n . - HRLPALYMOUCA - 773 - Calculate Exceptions and Adjustments ™ ﬂ |1 mmten, | i --_;cill x Exit I
Total Emplayees Processed: 1 S /0K
— Payrol Updat Total Gross Payout: 1,000.00 ;;:; &fese]
Processing Start Tine: 11:10am  End Time: 11:10 am E[; & dose

YWhen the Excepts and Gross Adj button are disabled,
the Calculate process has successfully completed,

Click Close
to finish Calculations.

il

et [Felect to updake the FICAMedicare recards.

The OF butbon goas to the Payrol Lakc s Farameter scresr.
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(HR) Human Resources ¢ ‘o
(PA) Payrall WSIPC
(MC) Manual Check A

(CR) Check Register

Running the Check Register

See Skyward Skydoc for a tutorial that demaonstrates how to run the Check Register
process. The Check Register process MUST be run before the Update process
can be run.

Information |

i) Updates can nok be processed,
-\‘-.

CheckjAccounting Registers have not been completed.
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[ &.“,
(HR) Human Resources
(PA) Payroll WS]MPCW
(MC) Manual Check
(UP) Update

Updating Records

See Skyward Skydoc for a tutorial that demanstrates how to update payroll and
accounting records after running a Manual Check.

This concludes the tutorial.

Rev. 3/2012

Page 48 of 48



