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About This PeopleBook Preface

PeopleBooks provide you with the information that you need to implement and use PeopleSoft applications.
This preface discusses:

» PeopleSoft application prerequisites.

* PeopleSoft application fundamentals.

* Documentation updates and printed documentation.
» Additional resources.

* Typographical conventions and visual cues.

+ Comments and suggestions.

» Common elements in PeopleBooks.

Note. PeopleBooks document only page elements, such as fields and check boxes, that require additional
explanation. If a page element is not documented with the process or task in which it is used, then either
it requires no additional explanation or it is documented with common elements for the section, chapter,
PeopleBook, or product line. Elements that are common to all PeopleSoft applications are defined in this
preface.

PeopleSoft Application Prerequisites

To benefit fully from the information that is covered in these books, you should have a basic understanding
of how to use PeopleSoft applications.

You might also want to complete at least one PeopleSoft introductory training course, if applicable.

You should be familiar with navigating the system and adding, updating, and deleting information by using
PeopleSoft menus, and pages, forms, or windows. You should also be comfortable using the World Wide Web
and the Microsoft Windows or Windows NT graphical user interface.

These books do not review navigation and other basics. They present the information that you need to use the
system and implement your PeopleSoft applications most effectively.

PeopleSoft Application Fundamentals

Each application PeopleBook provides implementation and processing information for your PeopleSoft
applications.

Note. Application fundamentals PeopleBooks are not applicable to the PeopleTools product.
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General Preface

For some applications, additional, essential information describing the setup and design of your system appears
in a companion volume of documentation called the application fundamentals PeopleBook. Most PeopleSoft
product lines have a version of the application fundamentals PeopleBook. The preface of each PeopleBook
identifies the application fundamentals PeopleBooks that are associated with that PeopleBook.

The application fundamentals PeopleBook consists of important topics that apply to many or all PeopleSoft
applications across one or more product lines. Whether you are implementing a single application, some
combination of applications within the product line, or the entire product line, you should be familiar with
the contents of the appropriate application fundamentals PeopleBooks. They provide the starting points
for fundamental implementation tasks.

Documentation Updates and Printed Documentation

This section discusses how to:

* Obtain documentation updates.

* Order printed documentation.

Obtaining Documentation Updates

You can find updates and additional documentation for this release, as well as previous releases, on the
PeopleSoft Customer Connection website. Through the Documentation section of PeopleSoft Customer
Connection, you can download files to add to your PeopleBook Library. You’ll find a variety of useful and
timely materials, including updates to the full PeopleSoft documentation that is delivered on your PeopleBooks
CD-ROM.

Important! Before you upgrade, you must check PeopleSoft Customer Connection for updates to the upgrade
instructions. PeopleSoft continually posts updates as the upgrade process is refined.

See Also

PeopleSoft Customer Connection, https://www.peoplesoft.com/corp/en/login.jsp

Ordering Printed Documentation

You can order printed, bound volumes of the complete PeopleSoft documentation that is delivered on your
PeopleBooks CD-ROM. PeopleSoft makes printed documentation available for each major release shortly

after the software is shipped. Customers and partners can order printed PeopleSoft documentation by using
any of these methods:

* Web
* Telephone

* Email

Web

From the Documentation section of the PeopleSoft Customer Connection website, access the PeopleBooks
Press website under the Ordering PeopleBooks topic. The PeopleBooks Press website is a joint venture
between PeopleSoft and MMA Partners, the book print vendor. Use a credit card, money order, cashier’s
check, or purchase order to place your order.
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General Preface

Telephone

Contact MMA Partners at 877 588 2525.

Email

Send email to MMA Partners at peoplebookspress@mmapartner.com.
See Also

PeopleSoft Customer Connection, https://www.peoplesoft.com/corp/en/login.jsp

Additional Resources

The following resources are located on the PeopleSoft Customer Connection website:

Resource Navigation
Application maintenance information Updates + Fixes
Business process diagrams Support, Documentation, Business Process Maps
Interactive Services Repository Interactive Services Repository
Hardware and software requirements Implement, Optimize + Upgrade, Implementation Guide,

Implementation Documentation & Software, Hardware and
Software Requirements

Installation guides Implement, Optimize + Upgrade, Implementation Guide,
Implementation Documentation & Software, Installation
Guides and Notes

Integration information Implement, Optimize + Upgrade, Implementation Guide,

Implementation Documentation and Software, Pre-built
Integrations for PeopleSoft Enterprise and PeopleSoft
EnterpriseOne Applications

Minimum technical requirements (MTRs) (EnterpriseOne | Implement, Optimize + Upgrade, Implementation Guide,

only) Supported Platforms

PeopleBook documentation updates Support, Documentation, Documentation Updates
PeopleSoft support policy Support, Support Policy

Prerelease notes Support, Documentation, Documentation Updates,

Category, Prerelease Notes

Product release roadmap Support, Roadmaps + Schedules

Release notes Support, Documentation, Documentation Updates,
Category, Release Notes
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Resource Navigation

Release value proposition Support, Documentation, Documentation Updates,
Category, Release Value Proposition

Statement of direction Support, Documentation, Documentation Updates,
Category, Statement of Direction

Troubleshooting information Support, Troubleshooting
Upgrade documentation Support, Documentation, Upgrade Documentation and
Scripts

Typographical Conventions and Visual Cues

This section discusses:

* Typographical conventions.
* Visual cues.
» Country, region, and industry identifiers.

* Currency codes.

Typographical Conventions

This table contains the typographical conventions that are used in PeopleBooks:

Typographical Convention or Visual Cue Description

Bold Indicates PeopleCode function names, business function
names, event names, system function names, method
names, language constructs, and PeopleCode reserved
words that must be included literally in the function call.

Italics Indicates field values, emphasis, and PeopleSoft or other
book-length publication titles. In PeopleCode syntax,
italic items are placeholders for arguments that your
program must supply.

We also use italics when we refer to words as words or
letters as letters, as in the following: Enter the letter O.

KEY+KEY Indicates a key combination action. For example, a plus
sign (+) between keys means that you must hold down
the first key while you press the second key. For ALT+W,
hold down the ALT key while you press the W key.

Monospace font Indicates a PeopleCode program or other code example.
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Typographical Convention or Visual Cue Description

[TRL

(quotation marks) Indicate chapter titles in cross-references and words that
are used differently from their intended meanings.

.. . (ellipses) Indicate that the preceding item or series can be repeated
any number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode
syntax. Options are separated by a pipe (| ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

Visual Cues

PeopleBooks contain the following visual cues.

Notes

Notes indicate information that you should pay particular attention to as you work with the PeopleSoft system.

Note. Example of a note.

If the note is preceded by Important!, the note is crucial and includes information that concerns what you must
do for the system to function properly.

Important! Example of an important note.

Warnings

Warnings indicate crucial configuration considerations. Pay close attention to warning messages.

Warning! Example of a warning.

Cross-References

PeopleBooks provide cross-references either under the heading “See Also” or on a separate line preceded by
the word See. Cross-references lead to other documentation that is pertinent to the immediately preceding
documentation.
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Country, Region, and Industry Identifiers

Information that applies only to a specific country, region, or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a country-specific heading: “(FRA) Hiring an Employee”

Example of a region-specific heading: “(Latin America) Setting Up Depreciation”

Country Identifiers

Countries are identified with the International Organization for Standardization (ISO) country code.

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in PeopleBooks:
* Asia Pacific

* Europe

* Latin America

¢ North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following industry
identifiers may appear in PeopleBooks:

* USF (U.S. Federal)
* E&G (Education and Government)

Currency Codes

Monetary amounts are identified by the ISO currency code.

Comments and Suggestions

Your comments are important to us. We encourage you to tell us what you like, or what you would like to
see changed about PeopleBooks and other PeopleSoft reference and training materials. Please send your
suggestions to:

PeopleSoft Product Documentation Manager PeopleSoft, Inc. 4460 Hacienda Drive Pleasanton, CA 94588
Or send email comments to doc@peoplesoft.com.

While we cannot guarantee to answer every email message, we will pay careful attention to your comments
and suggestions.
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Common Elements Used in PeopleBooks

Address Book Number

As If Currency Code

Batch Number

Batch Date

Batch Status

Branch/Plant

Business Unit

Category Code

Company

PeopleSoft Proprietary and Confidential

Enter a unique number that identifies the master record for the entity. An
address book number can be the identifier for a customer, supplier, company,
employee, applicant, participant, tenant, location, and so on. Depending on the
application, the field on the form might refer to the address book number as
the customer number, supplier number, or company number, employee or
applicant id, participant number, and so on.

Enter the three-character code to specify the currency that you want to use

to view transaction amounts. This code allows you to view the transaction
amounts as if they were entered in the specified currency rather than the
foreign or domestic currency that was used when the transaction was originally
entered.

Displays a number that identifies a group of transactions to be processed by
the system. On entry forms, you can assign the batch number or the system
can assign it through the Next Numbers program (P0002).

Enter the date in which a batch is created. If you leave this field blank, the
system supplies the system date as the batch date.

Displays a code from user-defined code (UDC) table 98/IC that indicates the
posting status of a batch. Values are:

Blank: Batch is unposted and pending approval.

A: The batch is approved for posting, has no errors and is in balance, but it
has not yet been posted.

D: The batch posted successfully.
E: The batch is in error. You must correct the batch before it can post.

P: The system is in the process of posting the batch. The batch is unavailable
until the posting process is complete. If errors occur during the post, the
batch status changes to E.

U: The batch is temporarily unavailable because someone is working with
it, or the batch appears to be in use because a power failure occurred while
the batch was open.

Enter a code that identifies a separate entity as a warehouse location, job,
project, work center, branch, or plant in which distribution and manufacturing
activities occur. In some systems, this is called a business unit.

Enter the alphanumeric code that identifies a separate entity within a
business for which you want to track costs. In some systems, this is called a
branch/plant.

Enter the code that represents a specific category code. Category codes are
user-defined codes that you customize to handle the tracking and reporting
requirements of your organization.

Enter a code that identifies a specific organization, fund, or other reporting
entity. The company code must already exist in the FO010 table and must
identify a reporting entity that has a complete balance sheet.
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XVi

Currency Code

Document Company

Document Number

Document Type

Effective Date

Fiscal Period and Fiscal
Year

G/L Date (general ledger
date)

Enter the three-character code that represents the currency of the transaction.
PeopleSoft EnterpriseOne provides currency codes that are recognized by
the International Organization for Standardization (ISO). The system stores
currency codes in the FO013 table.

Enter the company number associated with the document. This number, used
in conjunction with the document number, document type, and general ledger
date, uniquely identifies an original document.

If you assign next numbers by company and fiscal year, the system uses the
document company to retrieve the correct next number for that company.

If two or more original documents have the same document number and
document type, you can use the document company to display the document
that you want.

Displays a number that identifies the original document, which can be a
voucher, invoice, journal entry, or time sheet, and so on. On entry forms, you
can assign the original document number or the system can assign it through
the Next Numbers program.

Enter the two-character UDC, from UDC table 00/DT, that identifies the origin
and purpose of the transaction, such as a voucher, invoice, journal entry,

or time sheet. PeopleSoft EnterpriseOne reserves these prefixes for the
document types indicated:

P: Accounts payable documents.
R: Accounts receivable documents.
T: Time and pay documents.

I: Inventory documents.

O: Purchase order documents.

S: Sales order documents.

Enter the date on which an address, item, transaction, or record becomes
active. The meaning of this field differs, depending on the program. For
example, the effective date can represent any of these dates:

» The date on which a change of address becomes effective.

* The date on which a lease becomes effective.

» The date on which a price becomes effective.

» The date on which the currency exchange rate becomes effective.

» The date on which a tax rate becomes effective.

Enter a number that identifies the general ledger period and year. For many
programs, you can leave these fields blank to use the current fiscal period and
year defined in the Company Names & Number program (P0010).

Enter the date that identifies the financial period to which a transaction will be
posted. The system compares the date that you enter on the transaction to the
fiscal date pattern assigned to the company to retrieve the appropriate fiscal
period number and year, as well as to perform date validations.
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Payroll Preface

This preface discusses:
* PeopleSoft products.
* PeopleSoft application fundamentals.

* Common elements used in this PeopleBook.

PeopleSoft Products
This PeopleBook refers to the following PeopleSoft products:

* PeopleSoft EnterpriseOne Payroll
* PeopleSoft EnterpriseOne Canadian Payroll
* PeopleSoft EnterpriseOne HCM Foundation

PeopleSoft Application Fundamentals

Additional, essential information describing the setup and design of the system appears in companion volumes
of documentation called PeopleSoft EnterpriseOne Human Capital Management 8.11 SP1 Application
Fundamentals PeopleBook and PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook.

See Also

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1 PeopleBook,
“PeopleSoft EnterpriseOne HCM Fundamentals Preface”

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook, “PeopleSoft EnterpriseOne Payroll Preface”

Common Elements Used in This PeopleBook

Company and Home Enter the company number where the employee records generally reside.
Company
Job Step Enter a user defined code (07/GS) that designates a specific level within a

particular job type. The system uses this code in conjunction with job type to
determine pay rates by job in the Pay Rates table.
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Job Type

Payroll ID (payroll
identification)

Pay Type

Provider/Trustee

Tax Area

Tax Identification

Tax Type

Xviii

Enter a user defined code (07/G) that defines the jobs within the organization.
You can associate pay and benefit information with a job type and apply that
information to the employees who are linked to that job type.

Enter a code that identifies a group of employees for whom you are processing
payroll. Use this ID to process each step of the payroll cycle.

This code is also used to identify the interim ID that you select when you enter
interim payments.

Enter a code that defines the type of pay, deduction, benefit, or accrual.

Pay types are numbered from 1 to 999. Deductions and benefits are numbered
from 1000 to 9999.

Enter the address book number for the supplier who receives the final payment.

In Benefits administration, this is the address book number of the company
that issues the plan and receives premium payments for it.

For wage attachments, payee is the address book number of the agency,
company, individual, or court that is to receive the payment of the check.

Enter a code that identifies a geographical location and the tax authorities

for an employee work site, including employee and employer statutory
requirements. In the Vertex payroll tax calculation software, the tax area code
is synonymous with GeoCode. To determine the valid codes for the location,
refer to the documentation for the tax calculation software that you are using.

Enter a number that identifies the company to the tax authority. This number
can include the tax ID number for an individual, a federal or state corporate tax
ID, a sales tax number, and so on.

If you do not currently have the number, complete this field with applied for
XX/YY, where XX is the tax area and YY is the tax type. When you receive the
number, replace this temporary entry.

For Canadian employment insurance:

Enter the Canada Customs and Revenue Agency (CCRA) or Ministére du
Revenu du Québec business identification number (BIN) as the corporate
tax ID.

Enter a user defined code (07/TX) that specifies the type of payroll tax being
processed. To set up state minimum wage amounts, you must enter MW in
this field. To do so, you must first add MW to UDC 07/TX. However, you
should not change the codes and definitions that PeopleSoft provides with
the software.
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CHAPTER 1

Getting Started

This chapter discusses:

* Canadian Payroll overview.
» Canadian Payroll business processes.
* Canadian Payroll integrations.

* Canadian Payroll implementation.

Canadian Payroll Overview

Processing payroll internally enables the organization to eliminate costly service bureau charges and to gain
complete control of the payroll functions. The PeopleSoft EnterpriseOne Payroll system offers simple yet
complete solutions for the entire payroll processing needs. You can use this flexible system to efficiently
manage the unique payroll needs of the organization, even as the business grows and the requirements change.

To streamline data entry between payroll and human resources users, you enter much payroll-related
information into the PeopleSoft EnterpriseOne Human Capital Management Foundation system. This system
contains the central database for all of the information that human resources and payroll users typically share.
For example, when a human resources clerk updates an employee’s information, the employee’s payroll
information is also updated. A central database:

* Eliminates redundant data entry.

* Maintains current and accurate information across all of the business operations.

» Improves communication among departments.

You use the PeopleSoft EnterpriseOne Human Capital Management Foundation system to track:
* Complete employee information.

* Job information.

* Pay type, deduction, benefit, and accrual (PDBA) information.

» Time and labor information.

The PeopleSoft EnterpriseOne Payroll system contains the additional functions that you need to process
payroll for employees.

Both human resources and payroll users can enter information into the foundation system. However, to
prevent unauthorized access to confidential information, you can set up system security so that users can
access only the information that they need for their jobs. Typically, the system administrator sets up system
security during system implementation. The system administrator can set up security for an entire form or
for specific fields on a form.
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Canadian Payroll Business Processes

The process flow illustrates the Canadian Payroll business processes:

From Determine
Process »  next employee
employee action required
timecards (figure 2)
i ,
Hire D(te;e;mc;?e Process REVEL Print Process pro Run payroll
— the » P . . —»{ pre-payroll | —»{ forma journal || pay » Goto
payment pre-payroll payments - reports figure 2
employee ) reports entries
required
! i !
Process Determine if
interim payroll » payrollID |«
payments requires reset
A T

From Review and/
or void payments
(figure 2)

Canadian Payroll business processes: figure 1
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Figure 2
Go to
<—Process employee timecards
(figure 1) Process record of
%ROE required———>»{  employment
(ROE)

From SR MG Payroll history Review
figure 1 CHFETER review required payroll history
action required

Payment review

or v0|q ngew and/or
processing void payments
required
Payment .
reconciliation———», OIS
. payments
required
Additional Run additional
reports required reports
Year end Process payroll
processing———— > pay
X year end
required
Go to
< Process interim payroll payments
(figure 1)

Canadian Payroll business processes: figure 2

We discuss these business processes in the business process chapters in this PeopleBook, and in the PeopleSoft
EnterpriseOne Payroll 8.11 SP1 PeopleBook.

See PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook.

Canadian Payroll Integrations

The PeopleSoft EnterpriseOne Canadian Payroll system integrates with these PeopleSoft EnterpriseOne
products:

* Asset Lifecycle Management
* Financial Management
* Human Capital Management

* Project Management
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* Supply Chain Management

We discuss integration considerations in the implementation chapters in this PeopleBook. Supplemental
information about third-party application integrations is located on the PeopleSoft Customer Connection
website.

Asset Lifecycle Management

Payroll integrates with the Asset Lifecycle Management applications to streamline processes, improve
operational and performance management, and allow the tracking of time and labor costs related to managing
assets.

Financial Management

The Payroll system automatically creates vouchers for payroll taxes, insurance premiums, and other payroll
liability amounts that must be paid to third parties. Accounts Payable integration automates the tasks of
calculating the payments due to each third-party and of generating the associated accounts payable vouchers.

Payroll integrates with General Accounting to automatically update general ledger transactions and account
balances. Payroll can create and post transactions to the general ledger using the automatic accounting
instructions (AAls) that you define. You can use full detail on the labor accounts and run a summary of the
liabilities and cash accounts.

Payroll uses employee names and addresses that are stored in Address Book.

Human Capital Management

Payroll integrates with the other PeopleSoft EnterpriseOne Human Capital Management applications so that
changes to employee, human resource, time and labor, and benefit information are immediately reflected
throughout the system, ensuring that each paycheck and report is up to date.

Project Management

Project Management and Payroll integrate to recognize labor and overhead expenses as they occur, for precise
planning and variance analysis.

Supply Chain Management

Payroll integrates with the Supply Chain Management applications to give insights into the connection
between operations and human capital costs.

Canadian Payroll Implementation

This section provides an overview of the steps that are required to implement the General Accounting system.

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides and troubleshooting information. A complete list of these resources appears in
the preface in About These PeopleBooks with information about where to find the most current version of each.

Global Implementation Steps

This table lists the global implementation steps for the Canadian payroll system:
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Step

Reference

1. Setup fiscal date patterns, companies, and business
units.

PeopleSoft EnterpriseOne Financial Management
Solutions Application Fundamentals 8.11 SP1 PeopleBook,
“Setting Up Organizations”

2. Setup accounts.

PeopleSoft EnterpriseOne Financial Management
Solutions Application Fundamentals 8.11 SP1 PeopleBook,
“Creating the Chart of Accounts”

3. Setup General Accounting constants.

PeopleSoft EnterpriseOne General Accounting 8.11 SP1
PeopleBook, “Setting Up the General Accounting System”

4. Setup multicurrency processing, including currency
codes and exchange rates.

*  PeopleSoft EnterpriseOne Multicurrency Processing
8.11 SP1 PeopleBook, “Setting Up General Accounting
for Multicurrency Processing”

e PeopleSoft EnterpriseOne Multicurrency Processing
8.11 SP1 PeopleBook, “Setting Up Exchange Rates”

5. Setup ledger type rules.

PeopleSoft EnterpriseOne General Accounting 8.11 SP1
PeopleBook, “Setting Up the General Accounting System,”
Setting Up Ledger Type Rules for General Accounting

6. Enter Address Book records.

PeopleSoft EnterpriseOne Address Book 8.11 SP1
PeopleBook, “Entering Address Book Records”

7. Setup Human Capital Management fundamental
information.

PeopleSoft EnterpriseOne Human Capital Management
Application Fundamentals 8.11 SP1 PeopleBook

Core Implementation Steps

This table lists the core implementation steps for the Canadian payroll system:

Step

Reference

1. Setup the Payroll Cycle Workbench.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

2. Setup Master Pay Cycles.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

3. Create a payroll ID.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

4. Attach a Master Pay Cycle to a payroll ID.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

5. Setup payroll cycle control parameters.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

6. Setup pay cycle reports.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

7. Setup payment information.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

8. Setup payment types.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”
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Step

Reference

Set up debit account information for automatic deposits.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

10.

(Optional) Set up multiple version processing.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

11.

(Optional) Attach multiple version information to a
payroll ID.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Payroll Cycle Information”

12.

Set up the Interims Workbench.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Interim Payments”

13.

Create an interim payroll ID.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Interim Payments”

14.

Roll pay period dates forward for an interim ID.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Interim Payments”

15.

Set up reports for an interim ID.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Interim Payments”

16.

Set up unemployment insurance rates.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Tax Information”

17.

Set up workers’ compensation insurance-basis tables.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Tax Information”

18.

Set up workers’ compensation insurance rates.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Tax Information”

19.

(Optional) Set up job step progression information
for employees.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Job Step Progression Processing”

20.

(Optional) Set up job step progression parameters.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Job Step Progression Processing”

21

. (Optional) Set up timecard automation for stand-alone

job step progression.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Job Step Progression Processing”

22.

(Optional) Set up rule sets for job step progression
processing.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Job Step Progression Processing”

23.

Set up garnishment tables.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Tables for Wage Attachments”

24.

Set up standard annual exemption amounts and
additional exemption amounts for disabilities.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Tables for Wage Attachments”

25.

Set up exemption calculation tables for exemption rules.

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook,
“Setting Up Tables for Wage Attachments”

Canadian Payroll Implementation Steps

This table lists the suggested application-specific implementation steps for the Canadian payroll system:
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Step Reference

1. Setup tax area information, corporate tax IDs, and Chapter 3, “Setting Up Tax Information,” page 13
employment insurance rates.

2. Setup pay types, tax-deferred compensation deduction, | Chapter 4, “Setting Up Pay Types, Deductions, Benefits,
and taxable fringe benefits. and Accruals,” page 25
3. Enter country-specific employee information and Chapter 5, “Setting Up Employee Information,” page 37

additional tax information for an employee.
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CHAPTER 2

Understanding Payroll Processing for Canada

This chapter provides overviews of the payroll process for employees in Canada, features of Canadian payroll,
and user defined codes (UDCs) for Canada.

Understanding the Canadian Payroll Process

With PeopleSoft EnterpriseOne Canadian Payroll, you can design payroll processes to meet the organization’s
specific requirements. You can define and establish earnings, deductions, taxes, and processes that fit the
unique business needs. The Payroll system enables you to calculate gross-to-net or net-to-gross pay, leave
accruals, and government-regulated tax information.

The payroll process is the same for all countries, and includes these steps:

Pre-Payroll Processing
Print Payments

Journal Entries

el S

Payroll Reports
5. Final Update

To process employees in Canada through a payroll cycle, you must complete all of these steps. We recommend
that, before you set up or process payroll information for employees Canada, that you have a thorough
understanding of PeopleSoft EnterpriseOne Payroll. This documentation discusses only those steps, features,
and processes that are specific to processing payroll for employees in Canada, and is intended to be used in
conjunction with the PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook.

Translation Considerations for Multilingual Environments

The system can display menus, forms, and reports in different languages. All software is shipped with the base
language of English. You can install other languages as needed. For example, if you have multiple languages
installed in one environment to allow different users to display different languages, each user can work in his
or her preferred language by setting up his or her user preferences accordingly.

In addition to the standard menus, forms, and reports, you might want to translate other parts of the software.
For example, you might want to translate the names of the accounts that you set up for the company or
translate the values in some UDCs.

You might want to translate the common software elements in this table if you use the software in a
multinational environment:
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Common Software Element

Details

Business Unit Descriptions

You can translate the descriptions of the business units that
you set up for the system.

The system stores translation information for business units
in the FO006D table.

Print the Business Unit Translation Report (R00067) to
review the description translations in the base language,
and one or all of the additional languages that the business
uses.

Account Descriptions

You can translate the descriptions of the accounts into
languages other than the base language.

After you translate the chart of accounts, you can print

the Account Translation report. You can set a processing
option to display account descriptions in both the base
language, and one or all of the additional languages that the
business uses.

Automatic Accounting Instruction (AAI) Descriptions

You can translate the descriptions of the automatic
accounting instructions (AAls) that you set up for the
system.

UDC Descriptions

You can translate the descriptions of the UDCs that you set
up for the system.

Delinquency Notice Text

Specify a language preference for each customer when you
create customer master records. The language preference
field on the Address Book - Additional Information form
determines the language in which the delinquency notice
and the text on the notice should appear when you use final
mode. (In proof mode, the statements print in the language
preference that is assigned to the client in the Address
Book.)

The base software includes the delinquency notice
translated into German, French, and Italian. You should
translate any text that you add to the bottom of the notice.
To do this translation, follow the instructions for setting
up text for delinquency notices, and verify that you

have completed the Language field on the Letter Text
Identification form.

The translations that you set up for the system also work with the language that is specified in the user
profile for each person who uses the system. For example, when a French-speaking user accesses the chart of
accounts, the system displays the account descriptions in French, rather than in the base language.
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See Also
PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Foundation

PeopleSoft EnterpriseOne Financial Management Solutions Application Fundamentals 8.11 SP1 PeopleBook,
“Setting Up Organizations,” Translating Business Units

PeopleSoft EnterpriseOne Financial Management Solutions Application Fundamentals 8.11 SP1 PeopleBook,
“Creating the Chart of Accounts,” Translating Accounts

PeopleSoft EnterpriseOne Accounts Receivable 8.11 SP1 PeopleBook, “Setting Up Credit and Collections
Management,” Setting Up Letter Text for Statements and Delinquency Notices

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook

Features of Canadian Payroll Processing

To correctly update payroll records for employees in Canada, you must process those employees through a
complete payroll cycle. Though the steps of the payroll cycle are the same for all supported countries, you can
use these additional steps, features, and procedures to process country-specific information for employees

in Canada:

Process Usage

Payroll Cycle Reports The system includes country-specific payroll reports that
the organization can use to fulfill government reporting
requirements, or to review and audit payroll information.

Payment History The system includes country-specific payroll history tables
to store payroll information that is specific to employees
that work in Canada, such as employment insurance. The
system also includes reports and forms that can be used to
review this history information.

Records of Employment (ROEs) The system provides programs to create and process ROE
forms, which are required by the Canadian government.
ROEs are used to track and report employees who are
separated from employment.

Employee Information The system provides form that enable you to enter
information for Canadian employees during the employee
entry process.

PDBA Information The system enables you to set up pay types, benefits, and
deductions that meet the requirements of the Canadian
government.

Tax Information The system enables you to set up taxes for Canadian local,
state, provincial, and federal taxing authorities, and process
and report those taxes accordingly.
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Understanding User Defined Codes for Canada

Many fields throughout the software accept only user defined codes. You can customize the system by setting
up and using user defined codes that meet the specific needs of the business environment.

Important! User-defined codes (UDCs) are central to PeopleSoft EnterpriseOne software. You should be
thoroughly familiar with UDCs before you change them.

To process payroll and ROEs in Canada, set up Canada-specific UDCs, in addition to the UDCs for PeopleSoft
EnterpriseOne Payroll and Human Capital Management.

National Occupational Classification Codes (05/NC)

You use National Occupational Classification (NOC) codes to identify jobs and employees. The Canadian
government defines NOC codes.

See http://www23.hrdc-drhc.gc.ca for more information about NOC codes

Workers’ Compensation Basis Table Codes (06/IP)

Workers Compensation Basis Table codes define the names of the insured pay tables. These pay tables are
used for ROE (Record of Employment) statutory holiday pay; vacation pay; sick, maternity, and paternity
leave pay; and wage loss indemnity pay, in addition to workers’ compensation.

ROE Work Stoppage Reason (06/RT)

Work Stoppage Reason codes identify the reason why an employee is no longer working. This code is used on
ROEs (Records of Employment). Do not change these codes.

Recall Expectation (07/RE)

Recall Expectation codes are used to identify the likelihood that a terminated employee will be recalled. This
code is used on ROEs (Records of Employment).

See Also

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Foundation

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1 PeopleBook,
“Setting Up User-Defined Information,” User-Defined Codes for Human Capital Management Systems

12 PeopleSoft Proprietary and Confidential



CHAPTER 3

Setting Up Tax Information

This chapter provides an overview of tax information for Canada, lists prerequisites, and discusses how to:

» Set up tax area information.
* Set up corporate tax IDs.

» Set up employment insurance rates.

» Report Workers’ Compensation with a tax ID.

* Run the Populate Vertex Filing Status Process program (R0701730).

Understanding Tax Information for Canada

In PeopleSoft EnterpriseOne Payroll, federal and provincial tax amounts are calculated by a third-party

software package.

You set up tax area information for the locations in which employees live and work, and for the taxes that must
be withheld. Quantum for Payroll Tax calculates tax, based on the information that you set up. However, the
system calculates the employee-paid amounts even if you do not set up the tax area information.

This table describes the two tax information areas in Payroll:

Tax Area Component

Description

Tax area code

The tax area code is an identifying number that Vertex,

Inc. assigns to all taxing authorities in Canada. The system
contains all federal and provincial income tax area codes.
The tax area code, called the GeoCode, consists of up to
nine characters (XXYYYZZZZ) and three distinct parts. In
Canada, the first two numbers (XX) identify the country
(70), and the next three numbers (YY'Y) identify the
province. The last four numbers do not apply.

Tax type code

The tax type code represents the type of tax that you are
defining. These codes are predefined by the PeopleSoft
system. In Canada, for example, CA is for federal income
tax and CC is for employee-paid employment insurance
premiums.

In addition, the PeopleSoft system provides two-digit statutory codes for provincial and federal income taxes.
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Tax Area Codes for Canada

The GeoCode and the PeopleSoft tax area and tax authority are synonymous. GeoCode uses up to nine
digits (XXYYYZZZZ) to structure Canadian payroll.

These examples illustrate the tax area structure:

Tax Area Example Description
700030000 British Columbia.
700190000 Quebec.
CFEDUO1 Canadian federal employment insurance taxes.
Federal All federal taxes.

Important! Tax area CFEDUO1 for tax type CD is required for employment insurance. Tax area 700190000
for tax type CF is required for Quebec taxes. If the company has two Employment Insurance (EI) rates, you
must set up a record for each EI rate (for example, CFEDUO1 and CFEDUO02).

You can also set up tax parameters to recognize tax limits for employees who change companies.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1 PeopleBook,
“Setting Up Tax Information,” Setting Up State Common Paymaster.

Prerequisites

Before you complete the tasks in this section:
* Install Quantum for Payroll Tax.

* Set up statutory codes in user defined code list 06/SC.

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1
PeopleBook, “Setting Up User-Defined Information,” User-Defined Codes for Human Capital Management
Systems.

Setting Up Tax Area Information

14

This section discusses how to set up tax area information.

You set up tax area information for the locations in which employees live and work, and for the taxes that must
be withheld. Quantum for Payroll Tax calculates tax based on the information that you set up; however, the
system calculates the employee-paid amounts even if you do not set up the tax area information.
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See Also

Setting Up Tax Information

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1 PeopleBook,
“Setting Up Tax Information,” Setting Up the GeoCoder

PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1 PeopleBook,
“Setting Up Tax Information,” Running the Update Tax Area Table Report

PeopleSoft EnterpriseOne Payroll 8.11 SP1 PeopleBook, “Integrating Accounts Payable”

Forms Used to Set Up Tax Area Information

Form Name FormiID Navigation Usage
Work With Tax Area W069012C Taxes and Insurance Setup Access the Tax Area
Information (GO7BPTI4), Tax Area Revisions form.
Information
Tax Area Revisions W069012B On the Work With Tax Area | Setup tax area information.
Information form, click Add.

Setting Up Tax Area Information

Access the Tax Area Revisions form.

f

Tax Area Information - Tax Area Revisions

e s

Ok Cancel Form Prewvious  Rext
X B %
Tax Area FEDERAL Description 1 |canadian Federal Incame Ta
Tax Type ey Description 2
Required
Statutory Code
CofEmpl Paid E
Method of Printing Y
Optional
AP Youcher 0 M) v
FrovidenTrustee 4090 Revenue of Canads
Qe TaxWiH Freg
Arrearade Rules )
Taxes Priority
Tax Adjustment Limitation 0.00

Tax Area Revisions form

PeopleSoft Proprietary and Confidential

15




Setting Up Tax Information

Description 1

Co/Empl Paid

(company/employee paid)

Method of Printing

Statutory Code

A/P Voucher (Y,N)
(accounts payable voucher
[yes, no])

16

Chapter 3

Enter a description for the data items.

If you are entering state or provincial taxes, it is recommended that you start
the descriptions with the two-letter state or province abbreviation.

This naming convention provides you with an easier search because the system
groups all taxes with the same abbreviation together.

Enter a code that indicates whether the payroll tax associated with the tax
authority is paid by the company, as an expense, or by the employee, as a
deduction (withholding). Values are:

C: Company paid
E: Employee withheld

Enter a code that identifies whether the PDBA is to be printed on the paystub
or whether it is to be printed on a payment that is separate from other PDBAs.
Values for pay types and payroll taxes include:

Y: Print on paystub (default).

S: Print separate payment (one item per payment).
C: Print separate payment (C types combined)

N: Do not print on paystub.

Values for DBAs include:

Y: Print as total deductions (default).

S: Print separate payment (one item per payment).
C: Print separate payment (include detail).

N: Do not print on paystub.

I::Print individual DBA codes.

T: Print by DBA print group.

The separate payment feature is not available for any payroll taxes being
withheld from the employee’s payment.

Enter an alpha code from user-defined code (UDC) table 07/SC that specifies
the two-character or three-character state or province code that prints on
statutory reports such as W-2s and T4s.

For example, on W-2s and T4s, instead of printing 06, which might be the
taxing authority for the state of Colorado, the system prints the statutory
code CO.

Enter a code that determines whether the system should generate a voucher
for the DBA, tax, or wage attachment during the final update phase of the
payroll processing cycle. Values are:

N: No.
Y: Yes.
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Setting Up Corporate Tax IDs

This section provides an overview of corporate tax IDs and discusses how to set up corporate tax IDs.

Understanding Corporate Tax IDs

You set up tax IDs for employment insurance (EI) to store EI tax history, for Quebec tax reporting purposes,
and to process workers’ compensation.

You must set up tax area CFEDUO1 for the employer-paid portion of EI. If the company is eligible for any
reduced rates for EI, you can set up as many as ten additional tax areas by using the naming convention
CFEDUxx.

You must set up a tax ID record for each province for which you process workers’ compensation. The record
must consist of the correct tax area for the province, tax type W, and the appropriate tax number. For
example, if you process workers’ compensation for employees in Alberta and employees in Saskatchewan,
you add lines in the detail area of the Corporate Tax ID Revisions form for each of these two provinces as
illustrated in this table:

Province Work Tax Area (TARA) Tax Type (PTAX) Tax ID (TAXX)
Alberta 700010000 W Valid tax number
Saskatchewan 700210000 \W% Valid tax number

Note. If you have records in the F0627 table that are incorrect because they were created before the tax IDs for
workers’ compensation were set up, you can use the Fix TAXX and CA TARA conversion program (R890627)
to correct these records. You must set up the tax IDs for workers’ compensation on the Corporate Tax ID
Revisions form before you run the conversion program.

You must set up a corporate tax ID for each Canada Customs and Revenue Agency (CCRA) and Ministére du
Revenu du Québec business number that the company uses.

Forms Used to Set Up Corporate Tax IDs

Form Name FormID Navigation Usage
Work With Corporate WO059081AA Taxes and Insurance Setup Access the Corporate Tax ID
Tax IDs (GO7BPTI4), Corporate Revisions form.
Tax IDs
Corporate Tax ID Revisions | W059081AB On the Work With Corporate | Setup corporate tax IDs.
Tax IDs form, click Add.

Setting Up Corporate Tax IDs

Access the Corporate Tax ID Revisions form.
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[8]34 Find Delste Cancel

B & m X

Corporate Tax IDs - Corporate Tax ID Revisions
Waork With Corpaorate Tax ID's

Corporate Tax ID Revisions

Form Prewious MNext  Tools

B K b &

Campany

Tax Area 0Aork)

aooyy Cahadian Company

—

Records 1-4

Work Tax Tax Area/Type
Area De=scription

r CFEDLUION
r CFEDLIOZ
-

<

|mn1 30000 |CF \Quebec Provincial (Y. 1977803778801 21203
(0] El Reduced Company Rate | BIMT1G627Y 34154571
(0] El Employer Secondary Rate | BIMZ46566T36T5S

Corporate Tax ID Revisions form

Work Tax Area

Parent Co Name (parent
company name)

You must enter a value in this field before you can exit the form. Use the Tax

Area Information form on the Additional Constants and Tables menu to set up
a tax area. If you are using PeopleSoft EnterpriseOne Time and Labor without
either Payroll or Human Resources, the system does not calculate taxes.

Enter the address book number of the parent company. The system uses
this number to associate a particular address with a parent company or
location. Any value that you enter in this field updates the F0150 table for
the blank structure type. This address number must exist in the FO101 table
for validation purposes. Examples of address book records that would have
a parent number include:

* Subsidiaries with parent companies.
* Branches with a home office.
* Job sites with a general contractor.

For payroll year-end reporting, to report multiple companies with the same
tax ID under one parent company, enter the address number for the parent
(reporting) company for all child companies as well as for the parent company.

Setting Up Employment Insurance Rates

This section provides an overview of employment insurance, lists prerequisites, and discusses how to set up

employment insurance rates.
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Chapter 3

Setting Up Tax Information

Understanding Employment Insurance

Set up employment insurance rates to calculate company-paid federal employment insurance. You must set up
employment insurance rates and the annual limit for each company. The rates that you use for tax type CD
override the employer-paid tax rates that are provided by Quantum for Payroll Tax.

Prerequisite
Before you complete the task in this section, define information about each company within the organization:

See PeopleSoft EnterpriseOne Human Capital Management Application Fundamentals 8.11 SP1
PeopleBook, “Setting Up System Options,” Setting Up Company Options.

* Define a valid tax-type code for each tax authority number (tax area) that you use.

Forms Used to Set Up Employment Insurance Rates

Form Name FormiID Navigation Usage
Work With Unemployment | W079221A Taxes and Insurance Access the Unemployment
Insurance Rate Revisions Setup (GO7BPTI4), Insurance Rate Revisions
Unemployment Insurance form.
Rates
Unemployment Insurance | W079221B On the Work With Set up employment
Rate Revisions Unemployment Insurance insurance rates.
Rate Revisions form, click
Add.

Setting Up Employment Insurance Rates

Access the Unemployment Insurance Rate Revisions form.

Unemployment Insurance Rates - Unempleyment Insurance Rate Revisions

i [

Ok Find Delete Cancel Eow Tools

B & O X # =&

Company oonTy Canadian Compary
Tax Type cD

Effective Dates Of Rates- From : Thru

010142005 1273172005

Records 1-3

o

. Tax * | Rate Annual Minimum Minimum Exc. Tax Authority
Authority Earn Limit Hours Amount Prm. Description

2300000 |
38000.00 M

[cFEDLIN
r CFEDUOZ

| no12390 |
0.014000

|EI Reduced Company Rate
El Emplaoyer Secondary Rate

Unemployment Insurance Rate Revisions form

Company

Enter a code that identifies a specific organization, fund, or other reporting

PeopleSoft Proprietary and Confidential

entity. The company code must already exist in the FOO10 table and must
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Effective Dates Of Rates
- From :

Thru :
Work Tax Area

Rate

Annual Earn Limit

Exc. Prm. (exclude
premium)

Chapter 3

identify a reporting entity that has a complete balance sheet. At this level, you
can have intercompany transactions.

Note. You can use company 00000 for default values such as dates and
automatic accounting instructions. You cannot use company 00000 for
transaction entries.

Enter the first date in a range of dates.

Enter the last date in a range of dates.

Enter the code that identifies the tax authority for U.S. unemployment or
Canadian employment insurance rates.

Enter the rate that the system uses to compute U.S. unemployment and
Canadian employer-paid employment insurance premiums. This rate is
represented as a decimal fraction.

Enter the annual limit for U.S. unemployment insurance premiums or
Canadian EI insurable earnings.

Enter a code that indicates whether the premium portion of overtime pay
should be excluded from the calculation. For workers’ compensation rates,
this field relates to only thos