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Overview to Canadian Payroll

Processing your organization’s payroll in-house saves money and gives you control
over your payroll functions. The JD Edwards World Payroll system offers simple,
yet complete solutions for all your payroll processing needs. You can use this
flexible system to efficiently manage the unique payroll needs of your organization,
even as your business grows and your requirements change.

This section contains the following:

=  System Integration

= System Features

= Terms and Concepts

= Payroll System Flow (Payroll Cycle)

=  Menu Overview

System Integration

Your Payroll system integrates with other JD Edwards World systems to simplify
your processes and facilitate communication within your organization. Integrating
Payroll with other systems saves time and reduces keying errors by:

= Eliminating redundant data entry

= Maintaining current and accurate information across all your business
operations

To prevent unauthorized access to confidential information, you can set up system
security that allows users to access only the information they need for their jobs.

The Payroll system integrates with the following JD Edwards World systems:

System Description

Address Book The Address Book system contains the employees’ names and
addresses.

Human Resources The Human Resources and Payroll systems share a common

database of employee information. You can use either system to
enter employee information, which is then available to users of
both systems. The Human Resources system also incorporates
the Benefits Administration system.

Additionally, the Payroll system integrates with other JD Edwards World systems:

Canadian Payroll Guide (Revised - August 25, 2008) 1-1



Overview to Canadian Payroll

System Description

General Accounting You can set up your Payroll system to integrate with the General
Accounting system so that Payroll automatically updates
general ledger transactions and account balances. The Payroll
system can create and post transactions to the general ledger
using the accounting instructions you define. You can use full
detail on your labour accounts and summarize your liabilities
and cash accounts.

Accounts Payable You can set up your Payroll system to integrate with the
Accounts Payable system, so that you can use payroll
information to create vouchers for payroll taxes and other
payroll liability amounts. The Payroll system creates vouchers to
these payees for employee-paid and company-paid benefits and
taxes and for employee obligations.

Job Cost You can use the Payroll system to enter labour and equipment
time by day. Then, you can use the Job Cost system to analyze
the labour and equipment costs for a job.

Service Billing You can use the Payroll system to enter labour and equipment
time by job (business unit). Then, you can use the Service Billing
system to bill customers for the labour and equipment expenses
associated with that job. You can also use Service Billing to
charge customers for payroll burden expenses.

Equipment/Plant You can use the Payroll system to enter labour and equipment
Management time. Then, you can use the Equipment/Plant Management
system to:

=  Charge a job for use of equipment
=  Track labour for equipment maintenance

=  Track labour for work orders

Contract Billing You can use the Payroll system to enter labour and equipment
time by job (business unit). Then, you can use the Contract
Billing system to bill customers for that time.

Work Orders You can use the Payroll system to enter labour and equipment
time against a work order. You can use the Work Orders system
to identify specific costs of a task or to track equipment repair
costs. You can create work orders for small projects and service
calls.

System Features

The Payroll system includes many features that you can adapt to meet the unique
payroll needs of your organization. The following table highlights some of the many
ways you can use the system to meet your payroll processing needs.
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Task Description

Define your payroll You can use your Payroll system to:

environment . . - .
=  Track information for an unlimited number of companies

within your organization.

= Set up default values for commonly used information.
When necessary, you can override default values.

=  Set up master pay cycles that define your organization’s pay
periods and corresponding cheque dates.

=  Define an unlimited number of employee and employer
payroll deductions, benefits, and accruals.

=  Restrict access to confidential information.

= Process your payroll in a union environment.

Simplify tax You can use your Payroll system to:

calculations = ldentify an unlimited number of taxing entities.

=  Take advantage of the payroll tax program that integrates
with the Payroll system. This program, supplied by Vertex,
calculates federal and Quebec taxes.

= Calculate taxes for bonuses and other supplemental pay to
accommodate different taxing methods, such as concurrent,
previous, and cumulative aggregation.

Track complete Eliminate redundant data entry and improve communication
employee information  between departments by using JD Edwards World integrated
Payroll and Human Resource systems.

Give employees a You can set up employees to receive their payments by cheque,
variety of payment automatic deposit, cash, or any combination of these forms of
options payment.

Choose from a variety  To record employees’ time, you can:

of time entry methods Choose from several methods of entering timecards,

including by employee, by business unit, or by day.

=  Simplify timecard entry by defining default job and pay
information at the employee or group level. When
necessary, you can override default values.

=  Eliminate manual timecard entry for salaried employees
and hourly employees who work standard hours.

=  Automatically create overtime pay from regular hours.

Process payments When you need to process payments outside the payroll cycle,
outside the payroll you can:
cycle

= Use the interim cheque feature for special circumstances,
such as terminations, pay advances, and vacation pay.

= Quickly calculate an employee’s gross-to-net pay for a
manual or computer-printed cheque.

Canadian Payroll Guide (Revised - August 25, 2008) 1-3



Overview to Canadian Payroll

1-4

Task

Description

Process payrolls
efficiently

Submit positive pay
data

When you process payrolls, you can:

Select the employees to include in a payroll. You can
simultaneously process multiple payrolls for different
groups of employees.

Review employees’ payroll information before you print
payments and make any necessary last-minute changes.
You can review (and, if necessary, rerun) the steps in the
cycle.

Correct processed timecards and history to account for
negative time, and have the system calculate associated
DBAs and create reversing entries to provide a solid audit
trail.More easily administer your company’s benefits plan
by associating an inception-to-date (ITD) limit within each
range in your calculation table. Having multiple ITD limits
associated with a single accrual is useful for companies with
fiscal anniversary accruals.

Account for all current pay period activity related to an
accrual, so that employees whose pay period amounts fall
below an ITD limit, the accrual will be calculated within
that same payroll cycle. The accrual will stop calculating if
the employee is at or above the ITD limit.

Accurately process deductions for employees who have
enough money to take a current deduction, but not the
arrearage amount.

Control the sequencing of employees’ cheques to make it
easier to distribute payments.

Print available and taken accrual amounts other than sick
and vacation on all net pay documents and on the payroll
register.

Review and report benefit accrual amounts in days rather
than hours, as needed.

Print time entry, pay, summary, and tax reports during a
payroll processing cycle.

Selectively reconcile computer-generated cheques, manual
cheques, auto deposits, or all three types.

Use a payroll register report to validate payroll calculations
for accruals and pay type, deduction, and benefit totals.
Reviewing this information simplifies the process of
reconciling your total accrual liability.

Create journal entries automatically each time you process a
payroll. When you integrate JD Edwards World Payroll and
General Accounting systems, you can automatically post
the journal entries to the general ledger.

Immediately after cheques are printed, you can build a positive
pay work file for some or all paycheque records to create a bank
transmittal file that can be sent to your financial institution. This
optional security feature helps prevent cheque-cashing fraud.
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Task Description
Review payroll Review history for pay types, deductions, benefits, accruals,
history timecards, paycheques, taxes, and insurance. Being able to

review accruals in addition to pay types, deductions, and
benefits simplifies the process of reconciling total accrual

liability.
You can review historical information online or print history
reports.
Satisfy government Print federal and Quebec tax reports, year-end forms for
reporting employees, and Statistics Canada reports. Use new laser printer
requirements formats for all Canadian year-end forms.
Prepare required tax Process pay period, monthly, quarterly, and year-end tax forms.
forms Use new laser printer formats for all year-end forms.

Terms and Concepts
The following terms and concepts are important to your understanding of the
Payroll system:
= Information about the employee
= Job type versus job
= Pay frequency
= Autopay
= Paying the employee
= Pay types (transactions)
= Hourly rates
= Deductions, benefits, and accruals (DBA transactions)
= Net pay instructions
= Transferring information to general accounting
= Automatic Accounting Instructions (AAIS)
= Payments outside the pay cycle

= Interim cheques
Information About the Employee

Job Type Versus Job

In the Payroll system, the term job is used in two contexts:
= Jobtype

= Job (business unit)
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Paying

Job types are the classifications your organization uses to identify employees who
perform identical (or similar) tasks and functions. For example, your organization
might define job types such as administrative assistant, accountant, foreman, and
vice president of finance. You can associate pay rates and benefit plans to job types.

Typically, when you see the word job alone, it denotes a business unit. A job
(business unit) is an entity within your organization for which you track costs. For
example, a business unit might be a warehouse, a project, or a construction site.
Although you must assign a home business unit to each employee, the business unit
in which the employee works can vary by pay period.

Pay Frequency

You must enter a pay frequency for each employee. The pay frequency indicates
how often the employee receives payments and determines how the system
calculates taxes. Typical pay frequencies include weekly, biweekly, semi-monthly,
and monthly.

Autopay
During payroll cycle processing, the system uses timecards to create payments for
employees. All employees must have timecards to receive payments.

For certain employees, you can automatically generate timecards during payroll
cycle processing. Employees whose timecards are automatically generated are
classified as autopay employees. Autopay employees include:

= Salaried employees
=  Hourly employees for whom you entered standard hours

For autopay employees, you can enter exception timecards for time other than
regular work hours, such as holiday and vacation time. You can also use time entry
to override the default timecard information for an employee.

the Employee

Pay Types (Transactions)

You use pay types to categorize employee earnings. You can set up pay types to
meet the needs of your organization. Typical pay types include regular pay,
overtime, sick time, and vacation. When you enter timecards for employees, you
charge their time to pay types.

Hourly Rates

Hourly rates are the pay rates that the system uses to calculate an hourly employee’s
pay. You can enter hourly rates in several places in the system. There are processing
options in time entry that you can set to control the sequence the system uses to
search for the hourly rate of pay for each employee included in a payroll cycle. The
sequence includes the following rates:

1. An hourly rate override entered in time entry.
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2. Avrate for a specific group, such as a union, in a pay rate table.
3. Arrate per employee by job type using occupational pay rates.
4. Arate per pay grade in the Pay Grade Step Table.

5. Arate per employee.

For each employee, the system stops searching when it finds an hourly rate.

Deductions, Benefits, and Accruals (DBA Transactions)

You set up DBAs to automate the process of subtracting monies, calculating
benefits, and tracking accruals when you run your payroll cycle.

Deductions represent dollar amounts, excluding taxes, withheld from an employee’s
earnings. Benefits and accruals represent amounts that the company funds for
additional employee compensation. You set up DBAs before you can assign them to
employees at the group or individual level.

After you set up a DBA, you can assign it to an employee at several places in the
system. During payroll cycle processing, the system uses a default sequence to
search these places for the appropriate DBAs for each employee included in a
payroll cycle. For each employee, the system stops searching when it finds a DBA
assignment.

FPayraoll
Processing

Ore-Tire Owerrides hi

in Tirme Entry

Employee #6001: #1000
Health Insurance deduction
thiz pay period only F10.00

Ernployee Instructions
L Employes #5001: #1000
\ Health Insurance deduction

F17.50

\ Group Plans

Group A #1000:
Health Insurance
F15.00

\ DEL Setup

L Oeduction #1000:
\\ Health Insurance
F12.50

F 3
Setup

Net Pay Instructions

The payments you issue to employees can be any combination of the following
forms:

= Cheque

=  Automatic deposit
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=  Cash

When you print payments, the system prints a different form for each type of
payment. Each of these forms contains a pay stub that lists the employee’s earnings,
deductions, and taxes.

In addition to vacation and sick accruals, you can enter a field value to print
available and taken amounts on all net pay documents and the payroll register.

Transferring Information to General Accounting

Automatic Accounting Instructions (AAIS)

You set up tables of AAls that control the accounts to which the system posts
payroll journals. During payroll cycle processing, the Payroll system creates a
journal entry of every calculation for every employee included in the cycle. These
calculations include salary and wage expenses, cash disbursements, liabilities, and
accruals. After it creates and summarizes journal entries, the system passes them to
the general ledger.

You can also set up rules for how the system summarizes journal entries.

Payments Outside the Payroll Cycle

Interim Cheques

When you need to print a cheque between payroll cycles, you can print an interim
cheque from the regular payroll cycle. You might print an interim cheque for an
employee who is terminated, goes on vacation and misses payday, or receives a
bonus.

The interim cheque feature gives you the flexibility to either print an interim cheque
from the Payroll system or write a manual interim cheque and enter its information

into the Payroll system. The system creates historical records of both computer and

manual interim cheques.

Just as with regular payroll cheques, you can submit a positive pay workfile when
you print interim cheques to help prevent cheque-cashing fraud.

Payroll System Flow (Payroll Cycle)

The following graphic shows the system flow that you use to process payrolls for
employees.

Menu Overview

1-8

The Payroll system contains the following menus. This illustration does not show
navigation among the menus.
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Menu Overview - Payroll Master
Canadian Payroll Master Menu G777

E ?_ Daily Operations
' * Employee Infarmation G771

- * Additional Employees Data G77111
* Change Contral and Monitoring G77112
* Step Progression Information 577114
*Time Entry G7712
* Edit Uploaded Timecards G77121
* Canadian Pay Cycle Processing 57713

* Canadian Payroll History inguities G7714

* Canadian Payroll History Heports 57715
*Jdob, Trust, and Union Reports G7716

* Piecewark Processing 677259

Periodic Operations
" Interim Chegues and Special Post G7721
* Paycheque Reconciliation G722

* Governmental Reports G7724

* Federal/State/Local Reports G77241
* Canadian Year-End Processing G7 7247

* Retroactive Payroll Processing G7725
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Menu Overview - Payroll Master
Fayroll Master Menu 577

&

ot

Advanced and Technical Operations
* Payroll AdvancediTechnical Operations G773
* Data Integrity and Global Updates G7731
* Time Data Interchange 7732

* History and Turnover Technical Operations (57733

* Edit Upload Timecards G77121
* El Integrity G77311

Setup Operations
* Payroll Setup 5774
* Payroll General Constants G774
* Pay Deductions, and Benefits 57742
* Auto Accounting Instructions G743
* Taxes and Insurance G7744
* Group Constants G7745
* Pay Cycle Report Setup G774B
* Employee Profile Setup G7747
* Constants and HistoryTurnover Setup G7748
* Payroll Pay Grade/Calendar setup G7749
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Objectives

= To enter information about employees to ensure that they will get paid
= Toenter job-related information to ensure appropriate compensation
= To enter home business unit information for accounting and reporting purposes

= To enter essential tax information for taxing and government reporting

About Employee Information

You can enter and maintain employee master and profile information.
Complete the following tasks:

= Enter employee information

= Enter employee instructions

= Enter additional employee information

= Enter information for multiple jobs

=  Work with employee profile data

= Review employee information

= Revise employee information

Employee Master Information

You must create a master record for each employee you want to include in your
payroll. After you have entered employee-related information, you must verify that
you have entered it correctly. You review the accuracy of the information before you
enter timecards to ensure that the timecards for the current payroll cycle have the
most current data.

The system uses employee information, such as tax and job data, to produce
employee payments. After you enter master information for an employee, you can
enter additional pay information, such as labour distribution instructions or
deductions and benefits assignments.

You can also enter optional information about your employees in addition to the
standard data that the system requires to pay an employee. Optional employee
information is commonly used for special taxing and reporting purposes or other
requirements of your company.
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You can change employee data at any time. Typical changes include:

Promotions
Raises

Leaves of absence
Transfers

Name and address

Employee Profile Information

You enter profile data, also known as supplemental data, to create a user defined
database of auxiliary information on employees, such as:

Emergency contact
Skills
Licenses

Training and educational background

Entering and using employee profile data makes it easy to search on this
information to locate employees who meet specific criteria. You do not use the
supplemental data in the employee’s profile to process payroll.
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Entering Employee Information

Before you can enter timecard information for an employee, you must create a
master record for each employee you want to include in your payroll. The system
uses the master and timecard information to produce employee payments.

This section contains the following:

=  Entering Employee Master Information

=  Attaching a Contract Calendar

Entering Employee Master Information

ZX From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Employee Entry

Employee master information consists of three categories:
=  Employee identification

= Job-related information

= Pay rate information

You can set the Employee Entry processing options and the payroll company
constants to display additional forms when you enter employee information.

Complete the following tasks:

= Enter employee master information

= Enter employee information in the Address Book
= Enter history and turnover information

» Enter tax information

Some examples of employee identification include name and social insurance
number. By entering location identification, you can classify employees by common
company factors, such as home business unit and home company.

System constants enable you to track history and turnover information when you
enter a record for a new employee or change existing employee information. The
system updates the Employee History table (F08042) with any changes to the data
items you choose to track. When you enter change reasons for turnover, the system
updates the Employee Turnover table (FO8045). For example, you can enter a code to
denote that an employee has been promoted.
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Job-related information identifies characteristics about an employee’s work
assignment. You can assign employees to a tax area, union, or benefit group. For
example, you can assign the same union code to all employees who belong to the

same union.

The system uses pay rate information to determine when and how much to pay an
employee. Some examples of payroll-specific information include salary and pay

frequency.

To enter employee master information

On Employee Entry

070101 Employee Entry
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1. Toassign a specific employee number, complete the following field:

=  Employee number

2. To enter employee identification, complete the following fields:

= Social Insurance Number

= Home Company

24

Home Business Unit

Name

Security Business Unit

Date Started

Original Hire Date

Date Pay Starts
Date of Birth

Tax Area (Residen

ce)
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= Tax Area (Work)
= Marital Status
= Gender
= EOC Category
= Ethnic Category
3. Toinclude additional identification, complete the following optional fields:
= Additional Employee Number
= Cheque Route Code
= Category Code 1
= Category Code 2
4. To identify job-related information, complete the following fields:

= Pay Frequency

= Pay Class
=  Exempt
5. Toinclude additional job-related information, complete the following optional
fields:
= Standard Hours per Year
= Job Type
= Job Step
= Pay Grade
= Pay Step

=  Workers Compensation
= Benefit Group
= Labour Load Method
= Union Code
= Flat Burden Factor
6. To enter pay rate information, complete one of the following fields:
= Salary
= Hourly Rate
= Billing Rate
7. To enter tax credit information, complete the following fields:
= Net Federal Tax Credit

= Net Provincial Tax Credit
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After you enter master information for an employee, you can enter information in

the Address Book.

Field

Explanation

Home Company

Home Business Unit

Security Bus. Unit

Date Started

Orig. Hire Date

The company to which the employee is assigned. This code
is used to store historical payroll information and to
determine accounts for some journal entries.

Form-specific information

If you leave this field blank, the system enters the home
company code associated with the home business unit.

The number of the business unit in which the employee
generally resides.

An alphanumeric field that identifies a separate entity
within a business for which you want to track costs. For
example, a business unit might be a warehouse location,
job, project, work center, or branch/plant.

You can assign a business unit to a voucher, invoice, fixed
asset, and so on, for purposes of responsibility reporting.
For example, the system provides reports of open accounts
payable and accounts receivable by business units to track
equipment by responsible department.

Security for this field can prevent you from locating
business units for which you have no authority.

Note: The system uses this value for Journal Entries if you
do not enter a value in the AAI table.

Form-specific information

A business unit number that secures the employee’s record
from unauthorized access. Any user not authorized to
access this business unit cannot access this employee’s
record.

The date on which the employee actually reported to work
for the most recent period of hire. When an employee
initially begins working, the default is the original hire date.
If no original hire date exists, the system uses the current
date. This field can be updated multiple times if, for
example, an employee is a seasonal worker.

For the calculation tables in Payroll and the eligibility tables
and date codes in Human Resources, the system also uses
this date as a start date when it calculates deductions,
benefits, and accruals.

The date on which the employee was originally hired by the
company. If the employee was terminated and
subsequently rehired, the new start date will be represented
by data field Date Started (DST).
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Field

Explanation

Date Pay Starts

Tax Area (Res.)

Tax Area (Work)

EOC Cat/Ethnic

Ethnic Code

Add’l EE No

The date that an employee may begin participating in the
company’s benefit plans or may be included in payroll
processing.

You can also use this field to provide a beginning date for
seasonal employees or for employees who work only part
of the year (such as a teacher who works only nine months
of the year).

A code that identifies a geographical location and the tax
authorities for the employee’s residence. Authorities
include both employee and employer statutory
requirements. In Vertex payroll number tax terminology,
this code is synonymous with GeoCode. Refer to Vertex
System’s Master GeoCode List for valid codes for your
locations.

Form-specific information

You can use either the two-digit state code or the nine-digit
locality code. It is recommended that you use the two-digit
state code if no state or city code is required.

A code that identifies a geographical location and the tax
authorities for the employee’s work site. Authorities
include both employee and employer statutory
requirements. In Vertex payroll tax terminology, this code
is synonymous with GeoCode. Refer to Vertex System’s
Master GeoCode List for valid codes for your locations.

Form-specific information

You can use either the two-digit state code or the nine-digit
locality code. It is recommended that you use the two-digit
code if no state or city code is required.

A user defined code (07/]) that specifies classifications
established by the Canadian Employment Equity
Occupational Group (EEOG) for use in reporting levels of
minority employment. Do not change any of the codes
provided by JD Edwards World and Company. You can
add codes if needed.

A user defined code (07/M) that designates minority
classifications according to Canadian Employment Equity
standards. The predefined codes provided by

JD Edwards World are hard coded and are used by the
system to generate EEO reports. Do not change these
values. You can add codes if needed.

An alternate employee number, typically the number from
the employee tracking system that your organization used
prior to converting to the JD Edwards World system.

When you search using this number, preface the number
with a slash (/).
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Field Explanation

Cheque Route Code A user defined code (07/CR) that specifies the cheque
routing or mail stop code. Use this code to sequence the
printing of payroll cheques to facilitate their handling and
delivery.

Category Cd 1 & 2 Use this category code to fit the needs of your organization.
For example, you can set up a category code for any of the
following categories:

= Division

= Supervisor

= Branch Office

= Health Insurance Plan

= Stock Plan

Category Code 1 is used for time entry.

You can use this category code for reporting purposes on
timecard and human resources job information.

The JD Edwards World Payroll, Human Resources, and
Time Accounting systems use this category code. If your
company uses more than one of these systems, coordinate
the use of this category code.

Pay Freq/Class A user defined code (07/PF) that indicates how often an
employee is paid. Codes are:
B Bi-weekly
W Weekly
S Semi-monthly
M Monthly
A Annually

C European Annualized

The system uses the value in the Description-2 field on user
defined codes to calculate the amount per pay period for a
salaried employee.

Pay Class (H/S/P) A code that indicates how an employee is paid. Valid codes
are:
“”  Blank
H Hourly
S Salaried
P Piecework
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Field

Explanation

Exempt Y/N

Std Hrs/Year

Job Type/Step

Job Step

A code that indicates whether the employee fits the rules of
the Fair Labour Standards Act and thus does not have to be
paid for working overtime. Valid codes are:

Y Yes, the employee fits the rules and does not have to
be paid for working overtime.

N No, the employee does not fit the rules and is to be
paid for working overtime.

The number of work hours in the year. When you do not set
your payroll company constants to use the Pay Grade Step
table as the pay rate source, the system uses this number to
compute the hourly rate when you supply the annual salary
(or to compute the annual salary when you supply the
hourly rate).

When you set your constants to use the Pay Grade Step
table as the pay rate source, the system uses the following
sequence to search for the standard number of hours that it
uses to calculate the salary or hourly rate per pay period:

=  Employee entry forms (this field)

= Pay Grade Step table (hours per day multiplied by
days per year)

=  Payroll company constants for the employee’s
company

= Payroll company constants for the default company
(company 00000)

= Data dictionary

= System default value of 2080 standard hours per year

A user defined code (07/G) that defines the jobs within
your 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.

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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Field

Explanation

Pay Grade/Step

Pay Grade Step

Workers Comp

Benefit Group

A code that designates a category for grouping employees
according to pay ranges. For each pay grade, you enter a
pay range that includes a minimum, a midpoint, and a
maximum pay rate. The system uses these pay ranges to
calculate comp-ratios for the employees that you assign to
pay grades. After you enter a pay grade for an employee,
the system displays an error or warning message if you
enter a rate for the employee that is not within the pay
range for the employee’s pay grade.

To set up pay grades, use Pay Grades by Class (P082001).
Form-specific information

In the Payroll system, this field is for information only. The
Human Resources system performs all calculations on pay
grade and step.

A code that identifies a pay grade and pay step. You can
use this code to determine an employee’s pay rate.

If you have set your constants to use rates in the Pay Grade
Step table as the default pay rates for employees, changing
an employee’s pay grade step causes the system to
automatically update the following fields:

= Salary

=  Hourly Rate

=  Hours per day
=  Hours per year

= Days per year

A user defined code (00/W) that represents a workers
compensation insurance (WCI) code. This code should
correspond to the classifications on your periodic workers
compensation insurance reports.

The benefit group to which the employee is assigned.
Benefit groups facilitate employee enroliment by
categorizing benefit plans and allowing enrollment rules for
those categories. For example, assigning an employee to an
executive (EXEC) benefit group automatically links the
employee to the benefits available to executives in your
organization. This feature is only applicable if your benefit
plans are linked to benefit categories which, in turn, are
linked to benefit groups.

Form-specific information

Note: If you are not using the JD Edwards World Human
Resources system, this field is for information only.

2-10
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Field

Explanation

Labour Load Method

Union Code

Flat Bdn. Factor

A code indicating that flat burden is to be calculated. Valid
codes are:

0 Flat burden percentages will always be 1.000 and,
therefore, the flat burden amount will equal zero.
Basically, this means that there is no distribution.

1 Flat burden percentage will always be greater than
1.000. Choose this option when distributing the
percentage.

There are various places within the Payroll system where
flat burden rules and percentages can be defined, such as:

= Business Unit

= Pay Rates table

=  Employee level

A user defined code (07/UN) that represents the union or

plan in which the employee or group of employees work or
participate.

A multiplier to load direct labour costs with burden. For
example, a factor of 1.32 loads every dollar of labour cost
with 32 cents worth of burden.
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Field

Explanation

Salary

Hourly Rate

The amount that an employee is paid in one year, provided
that the employee is paid every pay period of the year. For
the employee’s primary job, the system stores the annual
salary in both the Employee Master table (F060116) and the
Employee Multiple Job table (F060118). For secondary jobs,
the system stores the annual salary in the Employee
Multiple Job table (F060118).

Depending on how the Display Salary (Annual/Effective)
field is set in the History Constants table (FO8040), this field
displays one of the following:

=  Annual salary. For salaried employees who are not
associated with a contract calendar, this amount is
either entered by the user or retrieved from the Pay
Grade/Step table. For employees who are associated
with a contract calendar, the system calculates this
amount using the formula, ((current salary minus
salary paid before change) divided by number of
periods to pay) multiplied by pay frequency)

=  Effective salary, which equals ((annual salary divided
by pay frequency) times periods to pay)

For employees whose jobs are associated with a contract
calendar, the system recalculates the effective salary if you
enter a mid-calendar salary adjustment for the employee.
After you enter a mid-calendar adjustment, the effective
salary equals the salary that is to be paid to the employee
from the time of the adjustment to the end of the contract.

Form-specific information

When you enter a value in this field for a salaried
employee, the system calculates the hourly rate based on
one of the following:

=  Hours in ayear specified in Payroll Company
Constants

=  Annual hours entered at the employee level

The employee’s hourly rate, which is retrieved during time
entry. If you enter a rate in this field on any other form, that
rate can override the value in the Employee Master table.

In the Employee Master table, this is the employee’s base
hourly rate. In the Union Rates table, this is the straight
time rate.

Note: If you change the number of the data display decimal
digits for this field, you must also change fields Rate - Base

Hourly (BHRT) and Rate - Hourly (SHRT) so that they have
exactly the same number of data display decimal digits.
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Field

Explanation

Billing Rate

Net Tax Credit

A rate used for the billing of labour services. This rate is
often referred to as the billing or recharge rate. The
extended amount based on this rate will be charged to the
primary distribution account on the timecard with an offset
being made to an account derived from the Accounting
Rules table. This rate will not affect the employee’s payroll.
To allow billing rates in time entry, you must set the
employee’s record type as either 2 or 3 on the Basic
Employee Entry form.

A rate entered on any of the following forms overrides the
rate in the Employee Primary Job table:

= Pay Rate Information

=  Employee Labour Distribution

=  Occupational Pay Rates

= Time Entry by Employee

=  Time Entry by Job or Business Unit

= Daily Timecard Entry

= Time Entry by Employee with Equipment

=  Time Entry by Shop Floor Control

Federal: This is the net Claim amount from the TD1
(Personal Tax Credit Return)

Provincial (Quebec): This is the net Claim amount from the
MR-19-V (Exemptions & Deductions)

What You Should Know About

An alternative entry
method

Deleting employee records

Entering future data
changes

Canadian Payroll Guide (Revised - August 25, 2008)

You can also use the Basic Employee Data screen to enter
employee information. You might use the alternative method
if you are entering only non-confidential data.

See Entering Basic Employee Data.

You cannot delete an employee record on Employee Entry if
the employee has historical payroll information in the
system. JD Edwards World recommends correcting

erroneous employee master information using the following
methods:

=  Correct the field value on the appropriate form

= Correct the history information

You can use Employee Entry to enter a change for future
update.

See Revising Employee Information.
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Duplicate social insurance  Each time you enter a new employee, the system

numbers automatically verifies that the social insurance number is
unique. The system does not allow duplicate social insurance
numbers.

The system validates social insurance numbers using the
same formula that Revenue Canada uses.

Salary and hourly rate If you enter an annual salary for a salaried employee, the
system calculates the hourly rate based on the hours in a year
specified on Payroll Company Constants or annual hours
entered at the employee level.

Maiden name reporting JD Edwards World recommends that you enter a female

requirements in Quebec employee’s maiden name on the Employee Entry screen and
use the Maiden Name field on International Data screen to
record the married name. This satisfies the Quebec
requirement for reporting based on maiden name.

To enter employee information in the Address Book
After you enter the master information for an employee, you can enter the
employee’s address information.

The system updates the Search Type field with an E for employee. It also updates
the Employee Y/N field with a Y on Address Book Information. If you have not
assigned an employee (address) number on Employee Entry, the system assigns one
using the next numbers feature.

The employee’s address that displays on the employee’s T4 screen comes from the
last three non-blank Address lines plus the City, State, and Postal Code fields.

You can enter a maximum of five lines that you can use to print such items as
Employee Master labels. These are the name, as many as three address lines, and the
city, state, and postal code line. There is a maximum of 30 characters per line.

On Address Window
Complete the following fields:
= Mailing Address

= Phone Number

After you enter the employee’s address, you enter history and turnover information.

See Also

=  Year End Processing Guide for information on T4 reporting.
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To enter history and turnover information

After you enter the employee’s master and address information, you can enter
history and turnover information.

On History and Turnover Information

< DBEFT History and Turnover Information ONLY X
A
v x 7 K

Effective On . . . . . . . . 06/01/2010
Change Eeason. . . . . . . . DDll
(Blank=No turnouer on this change.)

Complete the following fields:
= Effective On
= Change Reason

After you enter history and turnover information, you can enter tax information.

Field Explanation

Date - Effective On The date that you want all the changes to take effect, or the
date that the changes went into effect. If you are entering
data and you do not enter a date in this field, the system
uses the current date as the effective date.

Form-specific information

The effective date that you want to record all the changes to
the HR History table (F08042) and the Employee Turnover
Analysis table (FO8045). The changes you make to the
Employee Master table take effective immediately. If you
are adding an employee record and you do not enter a date
in this field, the system uses the Date Started as the effective
date.
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Field

Explanation

Change Reason

To record a reason for the change in the Employee
Turnover Analysis table (F08045) and the HR History table
(F08042), enter a value in this field. Completing this field
also updates the Employee Master table (F060116) and the
Employee Multiple Job table (F060118) with the new change
reason. The change reason code indicates the following:

=  Why an active employee’s master table record was
changed

=  Why an employee was terminated

When the HR Monitor reads the information on this form, it
creates a turnover record only if you enter a change reason
in this field. If you do not want to create turnover records
for a data change, leave this field blank.

Form-specific information

Whenever you make a change and you want to record the
reason for the change in the HR History table (F08042), you
must enter a value in this field.

When you enter a new employee, a default value of 001,
New Hire, appears in the field.

2-16

To enter tax information

After you enter master, address, history, and turnover information, you can enter
tax information for an employee.

On Canadian Tax Information
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1. Review the default data for the employee.
2. Change the data in any of the following fields under their respective headings:

Federal

= Net Tax Credit

= Additional Tax

= Other Tax Credits

= El Rate Code/Rate

Quebec Provincial

= Net Tax Credit

= Additional Tax

= Additional Deduction

Other

= Prescribed Area Deduction

= Child Care, Alimony, Etc.

= Pensioner/Non-Resident Flag

Overrides

= Federal Tax Override %

=  Quebec Tax Override %

= CPP/QPP Override %

Exemptions
= El
= CPP/QPP

=  UI/CPP/QPP
= All Taxes

Field Explanation

Additional Tax Federal: The amount of additional federal tax to be
deducted per pay period.

Provincial: The amount of additional provincial tax to be
deducted per pay period.

Other Tax Credit Other federal tax credits, such as medical expenses and
charitable donations requested by an employee and
authorized by the Revenue Canada District office.
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Field

Explanation

- El Rate Code / Rate

Additional Deduction

Prescribed Area Deduction

Child Care, Alimony, etc

Tax Overrides

Exemptions

This first statutory code in the list must be blank and is
used to specify tax exemptions and overrides for federal
income tax.

Additionally, the exemptions specified on this line will be
used for all state and local authorities for which there is no
specific entry lower in this table. The overrides (that is,
additional, flat amounts, etc.) do not carry forward.

Quebec additional deductions claimed on the MR-19-V
screen or other deductions authorized by the Ministere du
Revenu du Quebec.

Annual deduction for living in a prescribed area as per
screen TD1

Annual deductions such as child care expenses, alimony
payments, maintenance payments, etc.

Allows the ability to override the standard tax rate with the
entered flat %.

In addition to the default flat % method (Method 1), the
payroll system allows you to select other tax calculation
methods for federal supplemental pay and bonus taxes,
including:

2 Concurrent Aggregation
3 Previous Aggregation
4 Cumulative Aggregation

Note: Method 4, Concurrent Aggregation, can only be
passed to Vertex in the pre-payroll process. It cannot be
performed via Interim Cheque Entry. The other three
methods (1-3) can be used in both the pre-payroll and
Interim Cheque Entry processes.

You specify these values on the Tax Withholding Overrides
(P060120) screen in the W/H Exm field (Withholding
Exemptions).

This field indicates that the employee is exempt or non-
exempt from tax deductions. A'Y entered in any of the
fields listed below indicates:

= El - Employee is exempt from federal employment
insurance deduction.

= EI/CPP/QPP - Employee is exempt from employment
insurance and Canadian pension plan or Quebec
pension plan deductions.

= CPP/QPP - Employee is exempt from Canadian
pension plan or Quebec pension plan deductions.

= All Taxes - Employee is exempt from all tax
deductions.
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What You Should Know About

Exemption from all taxes Use caution when designating an employee as exempt from
all taxes. This designation changes other tax credits and tax
exemptions to their upper limits and blanks out non-essential
fields. It also sets all other exemption options to yes. The
system issues a warning before this designation goes into
effect, and you must confirm your choice by pressing Enter
again.

You can use this designation to exempt students from all
taxes.

Attaching a Contract Calendar

#N_ | From Canadian Payroll Master (G77), choose Employee Information
> From Employee Information (G7711), choose Employee Entry

For an employee whose work days are specified by contract, such as a public school
teacher, you can use the contract calendar feature to track the specific days that the
employee works during the course of the contract. You can set up a calendar so that
some days count as more than one full day. For example, days on which teachers
have parent-teacher conferences might count as 1.5 days.

You can set up separate contract calendars for each of your employees, or you can
attach the same contract calendar to multiple employees. Employees who have
multiple jobs can have a different contract calendar for each job.

You can also specify how an employee receives payments for each job. For example,
for an employee who works only part of a year but wants to receive a payment each
pay period throughout the entire year, you can set up the system to withhold part of
the employee’s salary each pay period and deposit it in an accumulated wages
account. The system uses the money in the accumulated wages account to pay the
employee during the pay periods when the employee is not working.

You can also account for an employee who begins working after the beginning date
of the contract, or for an employee who receives a salary increase in the middle of a
contract.

Before You Begin
=  Ensure that the contract/calendar selection has been activated on Constants

Information. See Setting Up Position Control Information in the Human Resources
Guide.

= Set up a contract calendar. See Setting Up a Contract Calendar.

To attach a contract calendar

On Employee Entry

1. Complete the steps to enter employee master information.
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= DBCCW Contract/Calendar Window
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2. On Contract Calendar, complete the following fields and press Enter:

= Periods to Pay

=  Contract Calendar

= Contract Salary

= Calendar Start

= Stop

3. Review the information in the following fields:

= Daily Rate of Pay
= Pay Period Gross

4. Choose the Update function

Field

Explanation

Pds To Pay

Contract Calendar

Contract Salary

The number of periods in the year during which the
employee will be paid the salary amount. The system uses
this number to calculate the annual salary and pay period
gross amount for a job that lasts for only part of a year.

Form-specific information

When you change contract calendar information for an
employee, enter the number of pay periods remaining in
the contract calendar for which the employee will be paid.

A code that identifies a yearly contract that specifies the
number of days that employees work. After you create a
contract calendar, you can attach it to employee and
position records.

The annual salary an employee earns for a job attached to a
Contract/Calendar.

2-20

JD Edwards World, A9.1



Enter Employee Information

Field Explanation

Calendar Start The date that an employee may begin participating in the
company’s benefit plans or may be included in payroll
processing.

You can also use this field to provide a beginning date for
seasonal employees or for employees who work only part
of the year (such as a teacher who works only nine months
of the year).

Form-specific information

When you assign an employee a contract calendar enter one
of the following;

=  The first date covered under the contract, if the
employee will begin work by that date

=  The actual date the employee begins work, if the
employee’s start date is later than the first date covered
by the contract

Stop The date that an employee’s pay stops. This date is used to
provide for employees who are seasonal or for employees
who work only part of the year (such as a teacher who
works only nine months of the year). See also data item
PSDT.

It may also be the date that a deduction, benefit, or
instruction stops.

Form-specific information

When you assign an employee a contract calendar enter one
of the following;

=  The last date covered under the contract, if the
employee will work to that date

=  The actual date the employee will stop work, if the
employee’s stop date is earlier than the last date
covered by the contract

Daily Rate Of Pay The daily rate of pay earned by an employee attached to a
Contract/Calendar.
The system calculates the daily rate of pay as follows:

Contract Salary / Number of work days in the contract
calendar that fall between the start and stop dates
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Field

Explanation

Pay Pd Gross

The actual gross pay amount for an employee. This is to be
distinguished from the distributed gross pay amount used
for labour distribution. See data item DPAY.

When using Work Order Time Entry, this field is used to
record miscellaneous pay for an employee, (i.e. piece rate
bonus).

Form-specific information

To calculate the pay period gross amount, the system
divides the annual salary by the pay frequency.

For example, assume that:

=  Anemployee earns 3000.00 for a job that lasts three
months

=  The employee’s pay frequency is monthly

=  The employee is to receive payments for the job only
during the three months that the job lasts

The system calculates the following:
(3000 divided by 3) x 12 = 12000 = annualized salary
12000 divided by 12 = 1000 = pay period gross salary

For employees whose records are attached to contract
calendars, payments are not based on the pay period gross
amount.

What You Should Know About

Removing a contract
calendar

Copying employee records

Changing periods to pay

Processing Options

Choose the Detach function for either of the following
reasons:

You attach a contract calendar to an employee in error

Before the contract calendar dates have expired, an
employee transfers to a different position and no longer
works under a contract calendar, for example, a teacher
transfers to an administrative position

If you copy an employee record to add a new employee
record, you must clear and replace the standard hours per
year, salary, and hourly rate information to ensure accurate
calculations.

To change the periods to pay information, make the
corrections on Contract Calendar. Do not change this
information on Employee Entry.

See Employee Initial Entry (P070101).
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Entering Employee Instructions
After you enter employee information, you can enter instructions that apply to your
employees, depending on the needs of your company and employees.
This section contains the following:

= Entering Labour Distribution Instructions

=  Working with Deduction, Benefit, and Accrual Instructions

=  Entering Automatic Deposit Instructions

=  Entering Commission Information

The information you enter provides instructions to the system and your department
about how to process individual employees or groups of employees for reporting or
payment purposes.

Entering Labour Distribution Instructions

z} From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Labour Distribution

You enter labour distribution instructions for individual employees to allocate time
worked to multiple general ledger accounts. You can enter labour distribution
instructions for hourly and salaried employees.

Labour distribution instructions simplify time entry. If you enter distribution
instructions for an employee who is not set up for autopay, you can retrieve the
instructions when you manually enter timecards. The system uses the labour
distribution instructions you enter when it creates timecards for autopay employees.

Use labour distribution instructions to:

= Distribute time to multiple general ledger accounts

= Distribute time by either percentage or number of hours
= Set effective dates for distributions

= Create a template for time entry

= Specify job type information when using multiple jobs

= Qverride position ID and AAI accounts for an employee
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To enter labour distribution instructions

On Labor Distribution
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1. Complete the following fields:
=  Employee Number
= Percent or Hours
= Pay Type
= Account Number
2. Complete the following optional field:
= Hours/%
3. Access the detail area to enter override values.
4. If an employee has multiple jobs, complete the following fields:
= Job Type
= Job Step
=  Home Business Unit
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Field Explanation

Percent or Hours This field represents the method of distribution used for
employee labour (either percentage or hours). Valid codes
are:

% Percentage (must equal to 100%)
H Hours
Form-specific information

If you enter H for hours in this field, you must enter a valid
pay type in the Pay Type field and a general ledger account
number in the Account Number field. You can, however,
leave the number of hours blank, retrieve the distribution
instruction during time entry, and enter the number of
hours there.

Pay A code to define 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.

Account Number A field that identifies an account in the general ledger. You
can use one of the following formats for account numbers:

=  Standard account number (business
unit.object.subsidiary or flexible format)

=  Third G/L number (maximum of 25 digits)
= 8-digit short account ID number
=  Speed code (not currently available in OneWorld)

The first character of the account indicates the format of the
account number. You define the account format in the
General Accounting Constants program.

Hours Worked The number of hours associated with each transaction.

When you enter labour distribution with the hours’
method, this field can be blank. You must make an entry
when using the percent method.

Form-specific information

When used in conjunction with the employee labour
distribution instructions for an individual employee, you
can use this field to enter a percentage. To account for all
hours that an employee worked during the pay period, the
sum of the percentages defined on all labour instruction
entries must equal 100% for each job type, job step and
home business unit. The system converts the percentages to
hours when it copies the labour instruction records into
actual time entry (timecard) records.
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What You Should Know About

Workers compensation The processing options indicate where to find the workers
code compensation code.
Multiple active jobs Labour distribution is used to override position ID accounts

or AAls both in the multiple job and single job environment.
The percentage of all jobs must total to 100% if the percent
method is used. Home business unit, position ID, job type,
and job step specify which job is being entered. If you are
using multiple jobs, these fields must match an active job in
the Employee Multiple Job table (F060118).

See also Entering Multiple Job Information.

See Also
= Copying Labour Distribution Instructions (P060151)
Processing Options

See Labor Distribution (P060151).

Working with Deduction, Benefit, and Accrual Instructions

2-28

Deductions represent dollar amounts withheld from an employee’s earnings
(excluding taxes). Benefits and accruals represent amounts that the company funds
for additional employee compensation. You set up benefits to calculate dollar
amounts, such as health care insurance. You set up accruals to calculate hours, such
as vacation and sick time.

Working with deductions, benefits, and accruals (DBAs) includes:
= Assigning DBAs
= Reviewing DBAs

To simplify the handling of DBAs among employees, you can combine DBAS into
groups of similar benefits that fit groups of employees with common characteristics.
By using benefit groups, you can avoid keying identical lists of DBAs for each
employee. The system refers to these groups of DBAs as Union or Group codes.

You can use DBA instructions to define exceptions to union and group codes.
Although you can use this screen to define all DBAs for an employee, maintaining
the lists requires considerable effort. For this reason, JD Edwards World
recommends that you define the majority of an employee’s DBAS in a union or
group code, and that you use DBA Instructions only for exceptions. You can
override a DBA in a union or group code on the DBA instructions, as well as add
DBAs to an employee record.

If you use the Human Resources Benefits Administration system, you also have
Benefit Group codes. The system displays Benefit Group codes assigned to an
employee on Employee DBA Instructions.
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After you set up your DBA specifications, you can assign them. You can assign
DBAs at four levels.

The following graphic represents the DBA hierarchy.

Payroll
Processing
F 3 . L J
Ore-Tirme Owerrides
in Time Ertry
Employee #6001 #1000
Health Insurance deduction
this pay period only $10.00
Ermployes Instructions ¥
L Employes #6001: #1000
Health Insurance deduction
F17.50
F 3
\ Group Plans
L Group A #1000:
Health Insurance
F15.00 ¥
\ DEA Setup
& Deduction #4000:
\ Health Insurance
A F12.50

Setup

After you assign DBAS, the system calculates them during the payroll process
according to the following search sequence:

1. One-time DBA override in Time Entry
2. Employee DBA instructions

3. Union or group plan

4. DBA setup

Assigning DBAs

z:» From Canadian Payroll Master (G77), choose Employee Information
A/< | From Employee Information (G7711), choose DBA Instructions

You assignh DBA instructions at the employee level to define and maintain DBAs
unique to an individual employee. DBAs assigned at the employee level override
DBA amounts or rates defined at the group or DBA setup level, unless it is a table
method DBA.

The information you enter in the DBA instructions represents the third level of DBA
assignment, the employee level.

When you assign DBA instructions at the employee level, you can:
= Enter exceptions by employee for a group of DBAS
= Specify overrides for amounts, dates, and limitations

= Set up start and stop dates for a DBA
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= View expired or cleared transactions

To assign DBAs

On DBA Instructions
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1. Complete the following fields:
=  Employee Number
= DBA Code
2. Complete the following optional fields:
=  Amount or Rate Level 1
= Date Pay Starts
= Date Pay Stops
= Generate A/P Voucher (GV)
= Payee Number

3. Access the detail area.
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4. Review the default information and, if necessary, enter override information.
5. If you are assigning a DBA that applies only to the secondary job, complete the
following fields:
= Business Unit (MCU)
=  Position ID (Pos)
= Job Type
= Job Step
Field Explanation
Level 1 The value in this field is either a percentage, a monetary

amount, or an hourly rate, depending on where it is used:

1 For a deduction, benefit, or accrual, the meaning of
this field depends on the Method of Calculation. The
method determines if the deduction is a flat dollar
amount, a percentage, or a multiplication rate. Table
method DBAs, depending on which table method
they use, can either use this amount in the
calculation or ignore it. If there are exceptions to the
table calculation, you can override the table code in
the detail area, set up a flat dollar DBA amount, or
override the amount in One Time Overrides.

For a pay type, amounts entered in this field override
the hourly rate.
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Field

Explanation

Start

The date that an employee may begin participating in the
company’s benefit plans or may be included in payroll
processing.

You can also use this field to provide a beginning date for
seasonal employees or for employees who work only part
of the year (such as a teacher who works only nine months
of the year).

Form-specific information

Enter the date an instruction starts, for example, the date
the system should start a deduction.

The start date must be less than or equal to the timecard
date. To start a DBA at the beginning of a pay cycle, make
the start date equal to the first day of the pay cycle. For
example, if the pay cycle runs from 10/01 to 10/15, start the
DBA on 10/01.

If both the start and stop dates are within the pay period
from and through dates, even if the stop date is not less

than the timecard date, the system will not calculate the

DBA.

For a flat amount DBA, the system calculates the full DBA
for any timecard that falls within the DBA start and stop
dates.

For DBAs that calculate from a basis amount, such as a
percentage rate DBA, the system includes only those
timecards that fall within the DBA start and stop dates in
the basis of calculation.

Note: It is recommended that you make the Start Date
equal to the first day of the pay cycle when you are going to
start a DBA at the beginning of the pay cycle. See Appendix
H — Working with DBA Start and Stop Dates for details.
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Field

Explanation

Stop

GV

Payee No

The date that an employee’s pay stops. This date is used to
provide for employees who are seasonal or for employees
who work only part of the year (such as a teacher who
works only nine months of the year). See also data item
PSDT.

It may also be the date that a deduction, benefit, or
instruction stops.

Form-specific information

The stop date must be less than the timecard date. To stop a
DBA before the next pay cycle, make the stop date one day
prior to the first day of the next pay cycle. For example, if
the pay cycle runs from 10/01 through 10/15, set the DBA
stop date as 9/30.

If both the start and stop dates are within the pay period
from and through dates, even if the stop date is not less

than the timecard date, the system will not calculate the

DBA.

For a flat amount DBA, the system calculates the full DBA
for any timecard that falls within the DBA start and stop
dates.

For DBAs that calculate from a basis amount, such as a
percentage rate DBA, the system includes only those
timecards that fall within the DBA start and stop dates in
the basis of calculation.

Note: It is recommended that you make the Stop Date one
day prior to the first day of the next pay cycle in order to
stop a DBA before the next pay cycle. See AppendixH —
Working with DBA Start and Stop Dates for details.

A code used to determine whether the system should
generate a voucher for the DBA, tax, or wage attachment
during the final update phase of the payroll processing
cycle. Valid codes are:

N No, do not generate a voucher
Y Yes, generate a voucher

Note: You can generate separate vouchers for multiple
payments to the same payee for the same DBA for the same
employee where the payments represent separate wage
attachments.

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 who is to
receive the payment of the cheques.

Canadian Payroll Guide (Revised - August 25, 2008)
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What You Should Know About

Overriding the group DBA | an employee does not qualify for a DBA in a union or
group, you can indicate that the employee does not receive
the benefit by entering a Y (yes) in the Z (zero) field. The
system overrides the amount in the Amount/Rate field with
a zero amount.

Declining balance In order to enter an amount due during DBA setup, you
must set up deductions with the declining balance indicator

setto Y (yes). Both the indicator and the amount are on the
DBA Additional Information window.

Processing Options

See Employee DBA Instructions Processing Opt (P070181).

Reviewing DBASs

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
A/ | From Employee Information (G7711), choose DBA Instructions

For any employee you can review:

= All the assigned DBAs

= All the required DBAs

= All parts of a group or union plan

= DBASs unique to an employee

To review DBAs

On DBA Instructions
1. Choose the DBA Review function.
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2. On Employee DBA Review, review the following field:
= File Code (F)
Field Explanation
File Code Code used to select a specific file that should be used for

Employee DBA Overview Inquiry (P06087). If a value is
specified, only information from that file will be displayed.
Valid values are:

E Employee Pay Instructions (F06106)
U Union Benefits Master (F069106)
D Deduction/Benefit Specs (F069116)

Entering Automatic Deposit Instructions

#NX_ | From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Auto Deposit Instructions

You can define any of three methods of payment for each employee:
= Cheque

=  Automatic deposit

= Cash

You enter automatic deposit instructions for any employee who wants all or part of
each payment deposited directly into a bank account.

You can perform the following additional functions:
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=  Set up a combination of automatic deposit, cheque, or cash payment

= Reconcile all three types of cheques via a processing option (automatic deposit,
computer-generated, and manually generated)

=  Set up multiple bank accounts for an employee

=  Start and stop automatic deposits by period

=  Start and stop automatic deposits by date

= Set up a remainder code to automatically process any money remaining when
employees select different ways to distribute a payment

Before You Begin

= Set up the processing options that provide the originating bank number, service
class code, and standard entry class

To enter automatic deposit instructions

On Auto Deposit Instructions

D65011  Autn Deposit Instructions
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1. Complete the following fields:
=  Employee Number
= Bank Account
= Bank Transit Number
= Method Code (MC)
= Amount or Percent

The system supplies values for the following fields:
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= Prenote Flag

=  Transaction Code

2. Access the detail area.
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3. Review the values supplied by the system for the following fields:
= Full/Partial Code
= Pre Notification Code
= Deduction Period Codes 1-5
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Field

Explanation

Bank Account

Bank Trnst No

The employee’s unique account number at the financial
institution. You can obtain the number from the MICR line
of a voided cheques or a deposit slip from the employee’s
account. You must include dash cue symbols in the field.
However, they are recorded in a translated mode as a
hyphen (-). You can also obtain account numbers from
other sources, such as passbooks or debit cards. When
transcribing information, left justify and enter only
numbers (0 through 9), alphabetic (A through Z), and
hyphens (-). If less than 17 characters are required, leave the
unused spaces blank. Spaces left within the depositor’s
account number will be ignored when the paperless entry is
prepared. For example, 0123 4 56789 will appear as
0123456789 in the entry record, and 0123-4 56789 will
appear as 0123-456789.

If you change this number, the system automatically
prenotes the employee’s auto deposit record again.

Note: The Financial Organization Account Number
(FOA#) is used as the company’s unique bank account
number rather than the employee’s unique bank account
number in the following tables:

F06560 - Bank Reconciliation - Issue Table
F06561 - Bank Reconciliation - Paid Table

The transit routing number used to identify the financial
organization in which the employee maintains an account.
These numbers can be obtained from the employee’s
cheques or deposit slip. They are located between the MICR
colons (:) at the bottom of the cheques. If nine digits are not
present, the employee’s financial organization must be
contacted to obtain the correct nine-digit code.

If you change this number for an employee, the system
prenotes the employee’s auto deposit record again.

Form-specific information

Bank might refer to this number as the ABA or routing
number.
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Field Explanation

MC An employee can in a variety of ways split up net pay. This
code specifies the method(s) in which a segment is to be
computed:

A A specific amount is to be deposited.

% A percentage of net pay is to be deposited. You must
enter a whole number. Do not use decimals.

C A specific amount is to be generated as a payroll
cheque.

A specific amount is to be generated as cash.

R The remainder of the net pay, after % and/or specific
amount segments are processed, is to be deposited in
the bank. This is the default.

Q The remainder of the net pay, after % and/or specific
amount segments are processed, is to be generated as
cash.

D The remainder of the net pay, after % and/or specific
amount segments are processed, is to be generated as
a payroll cheques.

You can have only one R, Q, or D instruction per employee.

Note: Even if you have only one line, you must designate a
remainder record as the last instruction. This code identifies
how to distribute any money left over from rounding. You
can only use R, Q, or D as the remainder record. You cannot
use the Distribution Start Date and Stop Date fields for
remainder records.

Amount or Rate The value in this field is either a percentage, a monetary
amount, or an hourly rate, depending on where it is used:

1 For a deduction, benefit, or accrual, the meaning of
this field depends on the Method of Calculation. The
method determines if the deduction is a flat dollar
amount, a percentage, or a multiplication rate. Table
method DBASs, depending on which table method
they use, can either use this amount in the
calculation or ignore it. If there are exceptions to the
table calculation, you can override the table code in
the detail area, set up a flat dollar DBA amount, or
override the amount in One Time Overrides.

2 For a pay type, amounts entered in this field override
the hourly rate.

Form-specific information

For auto deposit instructions using a percentage method,
enter whole numbers. Do not use decimals.
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Field

Explanation

Prenote Flag

TrCd

Note: You cannot use this field for Canadian employees.

A code that lets you test the deposit instructions for one pay
period before actually processing a deposit. Adding an
employee to this screen automatically activates this person
in the automated deposit system. The system prenotes this
employee in the next applicable payroll run to test the auto
deposit instructions you have set up before actually
depositing a cheques. In the prenote test, the system creates
a no-dollar entry for this employee and sends it to the
employee’s bank account. In addition, the employee
receives cheques for this amount. After the test, the system
changes this field to N. To repeat this test, enter P in this
field.

If you leave this field blank, the system uses the default
value of P.

A code used to distinguish various types of bank accounts,
for example, chequing, savings, or credit union. Currently
the following codes have been assigned:

Demand Account Credits

20 Reserved

21 Credit entry to return automated deposit
22 Automated Deposit

Savings Account Credits

30 Reserved

31 Credit entry to return automated deposit
32 Automated Deposit

Demand Account Debits

25 Reserved

26 Debit entry to return automated payment
27 Automated Payment

Savings Account Debits

35 Reserved

36 Debit entry to return automated payment
37 Automated Payment

Note: If you leave this field blank, the system uses the
default value of 22.
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Field

Explanation

Full/Partial Code

Pre Note Trans Cd

Period 1-5

This code only applies to method code A (see BDM). If there
is not enough net pay remaining to process the amount
specified in the amount/percentage field, a value of “P” in
this field specifies that a partial amount can be generated
for the bank and account specified for the segment. A value
of “F” specifies that if the full amount cannot be generated,
the segment is ignored.

If you leave this field blank, the system uses F as the default
value.

A code used to distinguish various types of debit and credit
non-dollar prenotification transactions that must precede
the first actual automated paperless transaction with dollars
for an employee.

Demand Account Credits

23 Prenotification of Credit Authorization

24 Prenotification of Credit/Mailed Authorization
Savings Account Credits

33 Prenotification of Credit Authorization

34 Prenotification of Credit/Mailed Authorization
Debits are not currently handled by this Payroll system.

Automatic prenoting is only done one time. Therefore, if
your bank requires multiple prenote cycles, you can
manually set the transaction code (TCOD) for this record to
a prenote code and leave it that way for as long as
necessary.

These period fields represent the five possible payroll
periods in a month. They are used to control which period
within the month a specific type of earnings may be paid or
which deductions, benefits or accruals may be calculated.

See Also

=  Printing Cheques and Autodeposits (P07230)

Processing Options

See Auto Deposit Instructions (P065011).

Entering Commission Information

#N_ | From Canadian Payroll Master (G77), choose Employee Information
> From Employee Information (G7711), choose Commission Information
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You can enter commission information for your employees who are paid irregular
commissions only and who file a TD1X form. The system uses this information as
the basis for calculating taxes for commissioned employees. You can also use this
screen to maintain estimated annual salary information which the system uses to
calculate commissions and bonuses.

If the employee is not a TD1X employee, do not use this screen unless bonuses must

be calculated.

To enter commission information

On Commission Information
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1. To locate the employee for whom you want to enter commission information,
complete the following field:

= Employee Number

2. Change the information in the following fields:

= Estimated Salary
= TDIXY/N

= Estimated Expenses

Field

Explanation

Estimated Salary The amount of estimated salary to be applied toward the

calculation of Canadian payroll taxes.
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Field

Explanation

TD1X Y/N

Estimated Expenses

Does the employee qualify for the earned income credit and
elect for the employer to give him/her the advance?

N Indicates that the employee does not qualify.
(default)

Y Indicates that the employee qualifies.

Indicates that the employee qualifies and that his/her
spouse also qualifies.

Form-specific information

Is the employee paid by irregular commission payments
and has a TD1X screen been completed for this employee?

N Indicates the employee has not (default)

Y Indicates the employee has completed the TD1X
screen for employees paid by irregular commission
payments

You must enter Y to correctly calculate taxes for employees
who file the TD1X form. When set to Y, the system
calculates all taxes regardless of pay type as an irregular
commission. CPP and El are calculated using only the
annual limits.

An additional amount to be withheld over and above the
calculated withholding. This could also represent a flat
withholding amount in situations where the employee
elects to completely bypass the calculated amount. The
authority to which each element relates is determined by
the tier code of the tax authority. Whether the amount is to
be an additional amount or a flat withholding is specified in
the employee’s master file record.
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Entering Additional Employee Information

After you enter employee information, you can enter additional employee
information. Additional employee information is commonly used for special taxing,
reporting purposes, or other requirements of your company.

This section contains the following:

=  Entering Basic Employee Data

=  Entering Pay and Tax Information

= Entering Dates, Eligibility, and EOC Information

=  Entering International Employee Information

= Assigning Category and Geographic Data Codes

Entering basic employee data is an alternative method you can use to create an
employee master record. Use this method if the person who enters employee
information does not have authority to enter anything other than non-confidential
information. You can enter other employee data that can be found only on this form,
such as the employee’s supervisor and shift code.

You can enter additional pay and tax information to more completely define the pay
and tax information you entered on the initial employee entry form.

You enter dates, eligibility, and EOC information for reporting purposes or for any
other business requirement. You can enter dates and EOC data that can be found
only on this form, such as the date of the last contact with a seasonal employee.

International employee information includes information about individuals you
employ from other countries.

You assign category codes to employees when you want reporting capabilities for
classifications not already defined by the Payroll system. You assign geographic
codes for reporting purposes.

Entering Basic Employee Data

7X From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Additional Employee Data & Reports

From Additional Employee Data & Reports (G77111), choose Basic Employee Revisions

Entering basic employee data is an alternative method to the Employee Entry
program that you can use to create an employee master record. You might limit
individuals who have authority to enter only non-confidential information to using
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this method. You can also enter other employee data, such as the employee’s
supervisor and shift code.

Use Basic Employee Data to complete one of the following tasks:

= Enter basic employee data for a new employee

= Enter additional data for an existing employee

You can use the Basic Employee Data program to enter new employee information
when the person who enters employee information does not have authority to enter
anything other than non-confidential information.

To enter basic employee data for a new employee

On Basic Employee Revisions

OTON1E  Basic Employee Revisions
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1. To assign a specific employee number, complete the following field:

= Employee Number

2. Complete the following fields:

= Social Insurance Number

= Home Company

=  Home Business Unit

= Pay Status

= Pay Frequency

= Pay Classification

= Security Business Unit

3. Complete the following optional fields and press Enter:
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= Employment Status

= Supervisor

=  Workers Compensation
= Pay Grade

= Pay Step

= Number of Pay Steps

= Locality

= Shift Code

=  Work Schedule Code

= Record Type

= Employee Classification Status

= Dock Component Flag

= Job Title
DEAR Address Windos | x]
Functons o ey G
o = r i . . p |'r
Securdvg BU 1
Search Ty [ Faploymes

Behion Tyoe
Maddress Nunber 7701
Name = RlohAlHelidey, Anthewy
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Coaunty
Froos B/ Type { 215 | G5a-90TE
{a1n 1 3a2-g8a1

4. On Address Window, complete the following fields and press Enter;
= Mailing Address

=  Phone Number
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= DBEFT History and Turnover Information ONLY X
Functions Tools Help s
WM 2 a

Change Reason. . . . . . . . aa1
(Blank=No turnouer on this change.)

Effective On . . . . . . . . 10/05/2006

5. On History and Turnover Information, review the information.

Field

Explanation

Pay Status

Employment Status

Supervisor

A code that indicates whether an employee’s pay status is
active or inactive.

Codes for active pay status employees are numeric. Codes
for inactive pay status employees are alphabetic. The
system omits all employees with alphabetic pay status
codes from the payroll run.

To process an employee’s last check, the pay status must
contain a numeric code. After the system processes the
check through final update, you can change the pay status
to an alphabetic code.

A user defined code (07/ES) that identifies an employee’s
status within the company. You can change the default
codes or set up new codes to meet the needs of your
company. For example:

1 Full-time temporary
2 Part-time temporary
3 Part-time regular

4 Seasonal
5

Casual

The address book number of the supervisor.

Note: A processing option for some forms allows you to
enter a default value for this field based on values for
Category Codes 1 (Phase), 2, and 3. Set up the default
values on the Default Managers & Supervisor form. After
you set up the default values and the processing option, the
information displays automatically on any work orders you
create if the category code criterion is met. You can either
accept or override the default value.
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Field

Explanation

No. Pay Steps

Locality

Shift Code

Work Schedule

Record Type

Employee Class

Indicates the number of optional pay increments, if any,
available within each pay grade.

Form-specific information
This field is informational only.
A user defined code (07/SL) that defines the different salary
localities within an organization. For example, you can

compare salaries for employees on the East Coast with
employees in the Midwest.

A user defined code (07/SH) that identifies daily work
shifts. In payroll systems, you can use a shift code to add a
percent or amount to the hourly rate on a timecard.

For payroll and time entry:

If an employee always works a shift for which a shift rate
differential is applicable, enter that shift code on the
employee’s master record. When you enter the shift on the
employee’s master record, you do not need to enter the
code on the timecard when you enter time.

If an employee occasionally works a different shift, you
enter the shift code on each applicable timecard to override
the default.

A user defined code to designate intra-pay period work
schedules. This code can be used for reporting and to select
employees to be included in a payroll run. For example:

A Monday through Friday

B Saturday through Wednesday

C Monday through Thursday (4 x 10 hrs)

A code that identifies whether the employee is to be

handled through the Recharge processing option for the
Payroll Journal Entry program. Valid codes are:

1 Payroll Processing Only

2 Payroll and Recharge Processing

3 Recharge Processing Only

After a timecard has been added, you cannot change its
record type.

A code that represents the employee’s classification status.
Valid values are:

Y Contract labour (non-employee)

N Regular employee

S Employee to be included in step progression process

Canadian Payroll Guide (Revised - August 25, 2008)
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Entering Additional Data for an Existing Employee

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
A/< | From Employee Information (G7711), choose Additional Employee Data & Reports
From Additional Employee Data & Reports (G77111), choose Basic Employee Revisions

After you create an employee record, you can enter other employee data that can be
found only on this form for an existing employee, such as the employee’s supervisor
and shift code.

To enter additional data for an existing employee

On Basic Employee Revisions
1. To locate the existing employee, complete the following field:
=  Employee Number
2. Review the values supplied by the system for the following fields:
= Last Job Worked
= Pay Cycle Code
3. Change the information in any of the fields, as applicable.
4. Complete the following optional fields and press Enter:
= Job Title
= Shift Code
=  Work Schedule
= Supervisor
= Dock Component Flag
The system displays History and Turnover Information.

5. On History and Turnover Information, review the information.

Field Explanation

Last Job Worked The last Business Unit (job) number associated with this
employee. This field is used for distribution of paychecks
and in the generation of journal entries.

Pay Cycle Code A code that identifies the values for a master pay cycle.

Job Title A title associated with an employee’s job.
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Field Explanation

Dock Pay Flag Use this field for employees assigned contract calendars if
you want to dock, or deduct, standard pay when they take
leave in excess of what has been earned. Valid values are:

Y The system includes the daily rate of pay for this job
to calculate the daily rate of pay to deduct when it
docks the employee’s pay. (default)

N The system does not include the daily rate of pay for
this job.

If you dock pay for leave taken in excess of the earned
amount, but the employee’s record does not have a contract
calendar attached, you should enter N.

What You Should Know About

Setting processing options  The processing options control both the basic employee data
and the employee entry programs.

Entering Pay and Tax Information

ZX From Canadian Payroll Master (G77), choose Employee Information
A/~ | From Employee Information (G7711), choose Additional Employee Data & Reports

From Additional Employee Data & Reports (G77111), choose Pay & Tax Revisions

You enter pay and tax information to more completely define the pay and tax
information you entered during initial employee entry.

When you enter pay and tax information, you can:

» In Canada, when you enter the code for a non-resident employee, the employee
is taxed differently from a regular employee. Define a tax method for an
employee.

= Define an hourly employee as autopay by entering a standard number of hours
to pay in each payroll, regardless of the number of hours worked.
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To enter pay and tax information

On Pay and Tax Information
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1. To locate the employee, complete the following field:
=  Employee Number
2. Complete any of the following optional fields:
= Pay on Standard Hours
=  Number of Pay Periods Per Year
=  Maximum/Minimum Net Pay
= Default Auto Pay Type
= Tax Method

Field Explanation

Vacation Factor Enter the number of pay periods that this check includes.
This factor directs the Vertex payroll tax program to treat
the pay as a vacation advance. The system averages the
computed taxes over the number of pay periods you enter.
See the Vertex system manual for an explanation on the
method the system uses to calculate tax for vacation
advances.
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Field

Explanation

Pay on Std Hours

No. Periods/Year

Max/Min Net Pay

Auto Pay Type

Tax Method

The standard number of hours that you want to pay an
hourly employee for in each payroll, regardless of whether
the employee works more or less hours. If you leave this
field blank, time entry is required.

Form-specific information

By entering a value in this field, you identify this employee
as autopay.

The number of periods in the year during which the
employee will be paid the salary amount. The system uses
this number to calculate the annual salary and pay period
gross amount for a job that lasts for only part of a year.

The lowest amount to be generated as a check, bank advice,
or payslip. The system does not allow zero amount checks if
you have specified a minimum check amount. You can
leave this field blank. Generally, this field’s value will
specify the minimum amount that must be paid to the
employee.

This code is used specifically to designate the default pay
type to be used in the generation of autopay in those
instances where the system does not use the employee
labour distribution instructions.

If nothing is entered in this field, then pay type 001 will be
used.

This code indicates to the Vertex system how to calculate
certain taxes. The codes are contained in user defined code
table 07/TM.

Note: Method 4, Cumulative Aggregation, values can only
be passed to Vertex in the pre-payroll process and cannot
be performed via Interim Cheque Entry. The following
federal supplemental tax calculation methods can be used
in a pre-payroll process, as well as through Interim Cheque
Entry:

1 Flat Percentage Method (default)
2 Concurrent Aggregation

3 Previous Aggregation

What You Should Know About

Employees with contract
calendars attached

Canadian Payroll Guide (Revised - August 25, 2008)

You cannot use Pay and Tax Information to enter standard
hours or pay information for employees with contract
calendars attached. You must make these changes on
Contract Calendar window.
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Processing Options

See Employee Pay & Tax Information (P060121).

Entering Dates, Eligibility, and EOC Information

#N_ | From Canadian Payroll Master (G77), choose Employee Information
A/~ | From Employee Information (G7711), choose Additional Employee Data & Reports
From Additional Employee Data & Reports (G77111), choose Dates Eligibility & EEO

You enter dates, eligibility, and EOC information for reporting purposes or for any
other business requirements. You can enter dates and EOC data that can be found
only on this form, such as the date of the last contact with a seasonal employee.

You can enter date information such as:
= The date of the employee’s next review
= The date an employee’s leave of absence expires

To enter eligibility information, you assign eligibility codes to employees. Eligibility
codes are additional user defined codes that you define when you set up your
Payroll system. Use these codes when you want reporting capabilities for
classifications not already defined by the system.

To enter dates, eligibility, and EOC information

On Dates, Eligibility, and EEO
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1. To locate the employee, complete the following field:

=  Employee Number

2-54 JD Edwards World, A9.1



Enter Additional Employee Information

2. To enter additional date information, complete any of the following optional
fields:

Date Pay Stops
Participation Date
Leave Begin Date
Leave Expires Date
Date in Position
Date of Recall

Last Contacted

Date of Last Raise
Date of Bonus

Date of Next Review
Type of Increase Next Review

Salary Forecast Data

3. To enter eligibility information, complete the following optional fields:

Eligibility Codes 01-10
Employee Benefit Status

4. To enter EOC information, complete the following fields as appropriate:

Applicant Pool Y/N
Veteran

Disabled Veteran
Disability

Field

Explanation

Date Pay Stops

Participate Date

Leave Begin Date

Leave Expires

The date that an employee’s pay stops. This date is used to
provide for employees who are seasonal or for employees
who work only part of the year (such as a teacher who
works only nine months of the year). See also data item
PSDT.

It may also be the date that a deduction, benefit, or
instruction stops.

The date the employee began participating in the company
deferred income or stock option plan. This date must be
later than the Date Started date.

The date on which an employee’s paid or unpaid leave of
absence begins. Use this date to indicate the leave for the
Family and Medical Leave Act.

The date on which an employee’s paid or unpaid leave of
absence expires.
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Field

Explanation

Date of Recall

Last Contacted

Date Last Raise

Date of Bonus

Date Nxt Review

Type Review

Sal Forecast Dt

Code 01

The date on which the employee can be recalled for
employment.

The date you last contacted a temporary, seasonal, or laid-
off employee, or an employee on furlough or leave of
absence.

The date of the employee’s last raise. For the stand-alone
HR system, this is the date when you update salary and
wages. If you also have the Payroll system, this date is
automatically updated when a payroll is run. You define
pay effective dates using Pay Rate Information.

Form-specific information

The system retrieves the system date for this field any time
you make changes to an employee’s salary using Employee
Entry. If the system date is not appropriate, you can change
it, or make rate changes by specifying an effective date on
Pay Rate Information.

The date an employee is to receive a bonus. This date is
also part of the supplemental data for a bonus review.

The date the next employee review is scheduled.

A code to define the next type of salary or wage review due.
You can define this code using user defined code table
system 06, type RV.

A date in the future when it is expected the employee will
be given a salary change. The position budget module uses
this date to determine if employee position assignments
will result in effective budgeted salary amounts being
exceeded. The system also uses this date to include future
forecast salary changes in generating position budgets
when the Create Next Year’s Position Budget program
(P081820) is used. In both cases, the system stores the future
rate values in either the Union Rates table (F069126) or the
pay grade step table (F081002).

A code to specify an employee’s eligibility for or
participation in various user defined plans or programs. For
example, these codes can be used to designate the
following:

Voluntary Accidental Death & Dismemberment Insurance
Overtime Call Up

Profit Sharing

Political Action Committee

Coffee Fund

U.S. Citizen
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Field

Explanation

Pension

Benefit St

Appl Pool (Y/N)

19 Status

A code that specifies whether an employee is participating
in the company’s pension or 401(k) plan. The W-2 program
uses the code in this field to determine whether to place an
X indicating employee participation into the pension box of
the tax return form.

A user defined code (07/EA) that allows the system to test
an employee’s eligibility for benefits and to determine for
enrollment parameters (guidelines) for benefits
administration.

This code specifies the employee action for which the
system searches as it tests for eligibility. An asterisk (*)
indicates the guidelines refer to all employee actions not
otherwise specified.

Do not change the codes that are hard-coded, such as A
(Active) and X (Terminated). These are required codes in
the system.

You can enter a value in this field only when you terminate
an employee (enter a termination date).

Use this code to indicate whether the information entered
for the terminated employee should be moved, by batch job,
to the applicant database. Valid codes are:

Y Yes, move the employee’s information to the
applicant database

N No, do not move the employee to the applicant
database

When you enter Yes in this field, the system:

=  Generates an applicant record for the employee

= Retains an employee record for the employee

= Changes the employee’s search type to Applicant (A)
When you enter No in this field, the system changes the

employee’s search type to Terminated (X).

A code that indicates the method used to verify that this
employee is eligible to work in the United States. Valid
codes are:

19 form on file

Passport used for verification

Resident alien or alien registration card
Social Security card

Driver’s license and Social Security card
Visa (worker’s permit)

Birth certificate

Z < - » 31 v <

Waiting for verification
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Field Explanation

Veteran A code that indicates the veteran status of the employee.
Valid codes are:

N No, this employee is not a veteran.
Y Yes, this employee is a veteran.
\Y This employee is a Vietham era veteran.
Disabled Vet A code indicating whether this employee is a disabled
veteran. Valid codes are:
Y Yes, this employee is a disabled veteran.
N No, this employee is not a disabled veteran.
This field is used to generate the Veterans Employee (VETS-
100) report.
Disability A code indicating whether this employee has a mental or
physical disability. Valid codes are:

Y Yes, this employee has a mental or physical
disability.

N No, this employee does not have a mental or physical
disability.

U Unknown

What You Should Know About

User Dates Choose the User Dates function to define up to 10 dates
according to your business needs. These dates do not print
on reports and are not used by DBAs.

See Also

= Setting Up User Defined Codes for Payroll (P0051)

= Technical Foundation Guide for information about user defined codes.

Entering International Employee Information

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
AP | From Employee Information (G7711), choose Additional Employee Data & Reports
From Additional Employee Data & Reports (G77111), choose International Data

If your company has international employees, you can enter information, such as
maiden name, alien registration number, and country code. Also, for Canadian
employees, you can enter information that is required for Canadian employment
equity.

To enter international employee information, complete the following tasks:

2-58 JD Edwards World, A9.1



Enter Additional Employee Information

= Enter personal information for international employees

= Enter additional information for Canadian employees

Before You Begin

= To track personal and employment equity information for Canadian employees,
verify that the employee’s home company is Canadian.

=  Verify that the International Flag is set to Y (yes) for the default company,
Company 00000, in the payroll company constants.

To enter personal information for international employees

On International Data
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1. For Canadian employees, complete the following field:

=  Maiden Name

2. Complete any of the following optional fields:

= Country Code

=  Currency Code

= Alien Registration Number

= Extended Alpha Name

= Preferred Name

=  Additional Name

=  Salutation

= Suffix
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Field

Explanation

Name - Maiden

Alien Reg. No

Extended Alpha Name

Preferred Name

Suffix

A female employee’s maiden name. If this employee is a
resident of Canada, this field is mandatory. This
information is used for all government reports.

The alien registration number for employees who have
more than one ID. For instance, if you have a foreign
employee who is working under a work permit, you would
record that number in this field.

A 50-character alphabetical field for the extended name for
an employee. You can use this field on certain designated
reports in place of the normal 40-character name.

Form-specific information

The standard JD Edwards World name field is 30 characters
long. This field allows you to enter the complete legal name
of an employee whose name is between 30 and 50
characters long. You can run a World Writer report on the
Extended Alpha Name field to obtain a listing of the
complete name of all your employees with names longer
than 30 characters.

The preferred name of the employee. For instance, an
employee might have the legal name of Catherine, but she
might be known as Cathy.

A code that identifies the credentials for a given employee.
Some examples are PhD, MD, CPA, and so on.

To enter additional information for Canadian employees

On International Data

1. Complete the following fields:

= Language

=  Medical Plan ID

2. To enter Canadian employment equity information, complete the following

fields:

= National Occupation Classification

= Census Metropolitan Area

= Sector Industrial Code
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Field

Explanation

National Occ. Code

Census Metrop. Area

Sector Indus. Code

A code that identifies the National Occupational
Classification (NOC) for a job or employee. The Canadian
government defines NOC codes. For more information
about NOC codes, see the Canadian Employment Equity
documentation.

Form-specific information

You enter the default value for National Occupational
Classification (NOC) codes at the job level. This default
value does not appear on the Employee International Data
form. However, any value you enter in this field on
Employee International Data overrides the default value
that you entered at the job level. The override value appears
on the Employee International Data form.

A code that identifies the Census Metropolitan Area code of
work. Valid codes are defined by the Canadian government
and can be found in the Canadian Employment Equity
documentation.

A code that identifies the Sector Industrial Code. These
codes are defined by the Canadian government and can be
found in the Canadian Employment Equity documentation.

What You Should Know About

Canadian values for visible The user defined code table for Ethnic Code (07/M) stores

minorities

values for visible minorities. Visible minorities are people
who belong to ethnic groups other than Caucasian, such as
Southeast Asian or Latin American.

Assigning Category and Geographic Data Codes

Data

#NX_ | From Canadian Payroll Master (G77), choose Employee Information
A/~ | From Employee Information (G7711), choose Additional Employee Data & Reports
From Additional Employee Data & Reports (G77111), choose Category Codes and Geographic

Category codes are user defined codes that you define when you set up your Payroll
system. You assign category codes to employees when you want reporting
capabilities for classifications not defined by the Payroll system.

For example, you might assign employees to a category code that you have defined
to determine stock option eligibility. After you define the category codes and assign
your employees to them, you can run a report listing the employees who are eligible

to own stock options.
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You assign geographic data codes for reporting purposes. Geographic data codes
are user defined codes. For example, in the United States some states use these codes
to prepare unemployment reports.

To assign category codes and geographic data codes

On Category Codes and Geographic Data

060193 Category Cotes & Gen. Deta
ORACLE i Edwards Warld
LFL Ogan POF Documssd Ermaad Warld Hésdwees
Fiod Sonsin Help D013 Categury Codes & Gen. Datn
Cospleny Ence Mesaage
Cxapilery Funciong fiotion Gods [
ol Frugioem
b o Codet
F:jufun\r::;L-f\ﬁ:-;m Enploges Mo/GIH. TIE Haliday, Anthany
Fiedd Sansite Histny - c s
Enter Fuaure Data Blgss -0 tewery Sdn —
Clpar Sorman Cat 1 F==
(=1 I
Cak 003 i
Car 004 I
Can 06 I
Cat BOB I
Cal BOY I
Cak OUd I
st 009 I
Can B10 I
Gabgraphis Duba!
Home State Home Ciky I Std Oee Class [
Work Stete Vork City I Work Coauniy. i Regien
Fh=lore Cedes F2d=Rore Koy

Complete the following fields as appropriate:
= Category Codes 1-20

= Home City

= Standard Occupational Class

=  Work City

=  Work County

= Region
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Field

Explanation

Category Cds:

Std Occ Class

Region

Use this category code to fit the needs of your organization.
For example, you can set up a category code for any of the
following categories:

= Division

= Supervisor

= Branch Office

= Health Insurance Plan

= Stock Plan

Category Code 1 is used for time entry.

You can use this category code for reporting purposes on
timecard and human resources job information.

The JD Edwards World Payroll, Human Resources, and
Time Accounting systems use this category code. If your
company uses more than one of these systems, coordinate
the use of this category code.

A series of codes that identify occupational titles and their
definitions. These codes are used in one or more states in
the preparation of unemployment reports.

A region within a state. This field is intended for use in
preparation of unemployment reports for Alaska.

See Also

= Setting Up User Defined Codes for Payroll (P0051)

=  Technical Foundation Guide for information about user defined codes.
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Entering Information for Multiple Jobs

You enter information about multiple jobs for an employee who holds more than
one job or position. For example, you might employ an individual whose primary
job is an English teacher and whose secondary job is a basketball coach.

You define occupational pay rates for employees who perform various jobs and
have different hourly rates for each job.

When you enter multiple job information, you have the ability to link the
information to position control. Entering multiple job information also offers more
flexibility than defining occupational pay rates. When you enter multiple job
information, you can enter start and stop dates for each job. When you define
occupational pay rates, you can enter only one start and stop date that applies to all
jobs.

This section contains the following:

=  Entering Employee Multiple Job Information

=  Defining Occupational Pay Rate Tables

Entering Employee Multiple Job Information

z} From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Employee Multiple Job Entry

For employees who have more than one job or position within your organization,
you can enter multiple job information. Entering multiple job information allows
you to:

» Track separate job and pay information for each job.
= Define job start and stop dates for each position.

= Avoid entering timecards for an hourly employee by entering a standard
number of hours to pay in each payroll, regardless of the number of hours
worked.

= Set an employee to autopay status for more than one job. Autopay status means
that you do not need to enter timecards for the employee’s regular hours. You
enter a timecard only when the employee has exception time, such as vacation
or sick time.

For example, if you have an employee who is an English teacher for nine months per
year as well as a basketball coach for three months per year. You can track the
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different rates of pay for each of these jobs. You can also assign different effective
dates to each job so that the employee receives payments for teaching during the
nine months that he teaches, and receives payments for coaching only during the
three months in which he actually coaches.

When you inquire on a specific employee, the system displays the total current
salary for all jobs the employee holds.

When you add information using Employee Multiple Job Entry, the primary job
information also updates the Employee Master table (F060116).

To enter employee multiple job information

On Employee Multiple Job Entry

DEOIIE  Ervployee Ml

ipde Job Ent

ORACL E n Edwards Warld

Fiedd Sonamwe Help
Cospleny Ence Mesaage
Cxapilery Funciong

E sl Erugiom

Wore Detely
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Fay Rt for GirougnsLl
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Fiirgqaiiian Feview
Fiedd Eanaite Histony
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Py & e Informetion
Besic Empioyon Inlomy
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st Hacosd

Frensaus Fecand
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Claar Soigon
Employoo Muliple Job

FUE
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Warld Résowces
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fction Tuse |3 Total Salary 17, 000.00
Nddress Musksr M50 Horrisey, Bens [
(] Hama Position Jes  Job  Ueden Sal  Msarly
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Crl 7435 [TRn3 [er [ I atoan.on [r [=5.608
| FEFTI (1T cone [ I FRT T GO )
[ | | I 0
CT — I |
=l — [ |
C I — [ C I
L] — [ 1
B — I [
CT — [ C 0
C — [ [
0 [ | - I C 1
C I | — I B
[a] [ — [ B
L] [ — [ [
[ | [ | I [
B | — I 0
Opti  BsPesitdon  T=leb Info  FheFormet  FLO=HR EE  FlfsLabur Dist

1. Complete the following fields:
= Address Number
= Home Business Unit
2. Complete the following optional fields:
= Position ID
= Job Type
= Job Step
= Union Code
3. Complete one of the following fields:
= Salary
= Hourly Rate
4.
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= Salary Frequency

5. Access the detail area.

DEGIIE  Feployee Halbiple Job Enk
ORACLE ip Edwards World
JFL Open  POF Documesd Emad Warld Fesouces

feld SanstaHolp.  ggpiae Enpluyee Maltiple Job Entry
Cospleny Ence Mesaage
Berpleny Funcsaing fiction Tyss K Total Salary 37,000, 00
Exal Frogram Nddrens Member = | 3050 Morrisey, Mees .
ove Dietesly
I;ELIZLEJE::E:;;F:F": 0F  jame Pasition Jeb  Job  Uedan fal  Hsarly
EEC D and Eligitib P 1 Dusiness Undk In Teee Siep Code Salary Freq Rate
Py Fintes for Giroupsi el 735 [TRo3 = | [ ORI
P Empioys Masige | ons Bus Dakt Dese  Schosl Fay Pd Gross 2,083,933
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Fiodd Sonaire Histony Job Step Besc Hasters 1 ycar fate Pay Etarts
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Pey & TeceInformetion FTE 1.00 Periods/Year
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6. Complete the following fields:

= Change Reason

Effective Date

Pay Class

FLSA Exempt (Exempt in Canada)
EEO Job Category (EOC in Canada)

7. For employees with contract calendars attached, complete the following field:

Dock Component Flag

8. To enter pay information for the job, complete the following fields:

Date Pay Starts

Date Pay Stops

Pay on Standard Hours
Periods per Year
Standard Hours per Day
Standard Days per Year

Standard Hours per Year

9. Complete the following optional fields:
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= Next Review Date
= Next Review Type
= Default Auto Pay

10. Complete the information for each job the employee holds.

Field Explanation

Date Pay Stops The date that an employee’s pay stops. This date is used to
provide for employees who are seasonal or for employees
who work only part of the year (such as a teacher who
works only nine months of the year). See also data item
PSDT.

It may also be the date that a deduction, benefit, or
instruction stops.

Form-specific information

For secondary jobs, the system uses this date as the
associated position’s end date. This allows the position to
account for a limited assignment in the calculation of
projected year end values. For payroll, when the pay stop
date is less than or equal to a pay period end date, the
employee is paid for the period. In the next pay cycle, the
Purge Employee Multiple Job File program (P0601182)
deletes this record from the Employee Multiple Job table
(F060118) as part of the final update.

Std Hrs/Day The number of hours in a day that the employee’s normal
work schedule is different from the standard. If you leave
this field blank, the default is the standard number of hours
per day as defined in the payroll company constants.

For example, if the standard number of hours in a day is 8
and an employee is scheduled for 7 hours per day on a
regular basis, enter 7 in this field.

Std Days/Year The number of work days in a year. The number of
standard days per year multiplied by the number of hours
per day equals the standard hours per year. When you have
set up the human resources constants to use the pay grade
step table as the default pay rate source, the system
calculates the salary for an employee by multiplying the
standard days per year by the employee’s hourly rate.

FTE The full-time equivalent amount (FTE). This figure is the
portion of a full-time worker that an employee represents
within the business unit. For example, an employee who
works 20 hours per week would represent .50 (1/2 FTE).
This number cannot be greater than 1 for any employee.
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What You Should Know About

Working with contract If you set the contract calendar selection on Constants
calendars Information, Contract/Calendar Window automatically
displays when you enter a new employee.

If you need to change information on a job with a contract
calendar attached, choose the Contract/Calendar Window
option.

You can attach a different calendar to different jobs, or you
can use the same calendar for more than one job.

See Attaching a Contract Calendar.

Employees with contract calendars attached can accumulate
wages for their primary job only. They cannot accumulate
wages for secondary jobs.

See Setting Up A DBA to Accumulate Wages.

Processing Options

See Employee Job Entry (P060118).

Defining Occupational Pay Rate Tables

ZX From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Additional Employee Data & Reports
From Additional Employee Data & Reports (G77111), choose Occupational Pay Rates

You define occupational pay rates for employees who perform various job types and
have different hourly rates for each job type. Pay rates are specific to an employee.
They can be specific to a business unit and union for that employee.
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To define occupational pay rate tables

On Occupational Pay Rates

060231 Decupatianal Pay Lates

ORACL E n Edwards Warld

UFL Opan  POF Dacument Ermai Warld Fasounes

Ficdd Sonsae Help DBAZEL
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Do pibery Prei o Fiacor
g s Pt FlsEtired
Clear Soigan
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fiction Code r

Enployes Ba [ 7ena Henzor, Kim R,
Bus, Uain [Ope)
Unden Code [Opt)
Cffective Dates: From= [|06/DAFET Thru= [12/31717

“ie A :
0 Tgpe Description Step Bate (RRETST Piece
Fi-1  Decurdty Scraanar B 500
[[[FE5  Securing Guard RAAH [ 6. 760
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1. Complete the following fields:
=  Employee Number
= Effective Dates
= Job Type
2. Complete the following optional fields:
= Job Step
= Hourly Rate
= Billing Rate

=  Piece Rate
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Field Explanation

Rates A rate used for the billing of labour services. This rate is
often referred to as the billing or recharge rate. The
extended amount based on this rate will be charged to the
primary distribution account on the timecard with an offset
being made to an account derived from the Accounting
Rules table. This rate will not affect the employee’s payroll.
To allow billing rates in time entry, you must set the
employee’s record type as either 2 or 3 on the Basic
Employee Entry form.

A rate entered on any of the following forms overrides the
rate in the Employee Primary Job table:

= Pay Rate Information
=  Employee Labour Distribution
=  Occupational Pay Rates
= Time Entry by Employee
=  Time Entry by Job or Business Unit
= Daily Timecard Entry
= Time Entry by Employee with Equipment
=  Time Entry by Shop Floor Control
Piece The rate paid for the type of component (piece) produced. If

you enter a rate in this field, this rate overrides the rate in
the Employee Master table.

What You Should Know About

Using occupational pay To use the occupational pay rate in time entry, you must
rates in time entry enter the associated job type from the occupational pay rates
table on the timecard.

Accessing pay rates Set the processing options in time entry to access the rates
defined on the occupational pay rate tables. The system
derives the hourly rate for an employee using information
you enter in the following forms:

1. Time entry - hourly rate information

2 Pay Rates for Groups/Unions - union and job type
3 Occupational Pay Rates - job type and job step

4, Employee Multiple Job Entry - job type and job step
5 Employee Entry - hourly rate

See Also

= Entering Employee Multiple Job Information (P060118)
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Working with Employee Profile Data

Profile data is any type of additional information that you want to track, such as the
person to contact for an employee in an emergency situation, or certifications and
job skills for employees.

When you set up your system, you specify the types of profile information you want
to track for your employees.

This section contains the following:

=  Entering Profile Data

= Copying Profile Data

=  Changing Profile Data

=  Reviewing Profile Data

= Reviewing Profile Reports

Before You Begin

= Define your types of profile data and associated user defined codes. See Setting
Up Profile Data.

See Also

= Purging Profile Data (P98300)

Entering Profile Data
Profile data is any type of additional information that you want to track. Profile
information is not required by the system.
For employees, typical types of profile data might include:
= Emergency contacts
= Job skills
= Foreign language competencies
=  Work history

When you set up your system, you specify the types of profile information, or data
types, that you want to track. For each data type, you specify the format in which
you want to track information. Valid formats include:
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= Narrative
= Code

For narrative format data types, you enter free-form text. For code format data
types, you enter information in predefined columns. When you enter information in
code format, you also can associate narrative information with it.

Entering profile data includes:
= Entering profile data in narrative format

= Entering profile data in code format

What You Should Know About

Entering multiple types of  To save time during data entry, you can choose multiple

information types of profile data to update. The data types can be all
narrative format, all code format, or a combination of these
formats. The system displays the screen in data type
sequence for each type of data you chose. When you exit
from one form, the system displays the screen for the next
type of data that you chose.

Entering Profile Data in Narrative Format

ZX From Canadian Payroll Master (G77), choose Employee Information
AR From Employee Information (G7711), choose Profile Data Entry

When you enter profile data in narrative format, you enter free-form text. You
typically use narrative format for general information that is unique for each
employee. For example, you might use narrative format for performance appraisal
information.
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To enter profile data in narrative format

On Profile Data Entry
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1. Locate the employee for whom you want to enter profile data.

2. To determine which types of profile data are in narrative format, review the
information in the following field:

=  Mode
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3. Choose the Select and Update option for one or more types of narrative format

information and press Enter.

The system displays the screen for the first type of data.
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4. Enter the appropriate information and press Enter.

5. Choose the Field Exit function to advance to the next type of data you chose.

Field

Explanation

Display Mode - Code or
Narrative

The format of a data type. This code determines the display
mode for supplemental data. Valid codes are:

C

Code format, which displays the screen for entering
code-specific information. These codes are associated
with User Defined Codes table (FO005).

Narrative format, which displays the screen for
entering narrative text.

Program exit, which allows you to exit to the
program you specified in the Pgm ID field.

Message format, which displays the screen for
entering code-specific information. However, the
system can edit the code values you enter against
values in the Generic Rates and Messages table
(F00191). This code is not used by the Human
Resources or Financials systems.
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What You Should Know About

Deleting narrative format  To delete an entire screen of narrative information, use the

information Delete action. To delete only some information from a form,
use the change action. To delete information, you can either
type over it or choose the Delete Line option.

Entering Profile Data in Code Format

z:» From Canadian Payroll Master (G77), choose Employee Information
AP< | From Employee Information (G7711), choose Profile Data Entry

When you enter profile data in code format, you enter information in predefined
columns. For example, the screen for entering job skills information might have
columns for skill code, number of years of experience, and proficiency level.

To ensure consistency of data entry, code fields are typically associated with user
defined code tables. Any value that you enter in one of these fields must be included
in the associated user defined code table. For fields that are associated with a user
defined code table, the length of the field and the user defined code description
display above the column.

When you enter information in code format, you also can associate narrative
information with it.

To enter profile data in code format

On Profile Data Entry
1. Locate the employee for whom you want to enter profile data.

2. To determine which types of profile data are in code format, review the
information in the following field:

=  Mode
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3. Choose the Select and Update option for one or more types of code format
information.

The system displays the screen for the first type of data you choose.
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Enter the appropriate information.

5. To add additional information in narrative format, use the Change action and
choose the Narrative Text Option.

6. Enter the additional information and press Enter twice.

7. Choose the Field Exit function to advance to the next type of data you chose.

What You Should Know About

Revising code format
information

Use the change action to revise or delete individual lines of
code format information. Typing new information over
existing information does not delete the existing information.
The system retains the existing information and creates a
new line of information for the change. To delete a line of
information, use the Field Exit key to remove all information
from the line.

Processing Options

See Employee Resume Information (P08091).
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Copying Profile Data

When you need to enter the same profile data for two or more employees, you can
save time and reduce keying errors by copying information from one employee’s
record to another employee’s record. You also can copy all of one employee’s profile
data to another employee’s record.

You can also choose specific types of narrative information, including information
that is associated with code format information, to copy from one employee’s record
to another employee’s record. For example, if two employees share the same
emergency contact information, but do not have any other profile data in common,
you can copy only emergency contact information.

After you copy profile data, you can revise it, if necessary.
Copying profile data includes:
= Copying narrative text

= Copying all profile data for an employee

Copying Narrative Text

ZX From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Profile Data Entry

When you need to enter the same profile data for two or more employees, you can
save time and reduce keying errors by copying information from one employee’s
record to another employee’s record.

You can copy harrative information by data type. For example, if two employees
have the same emergency contact, you can enter this information for one of the
employees and then copy it into the other employee’s record.

You also can copy any narrative information that is associated with a code format
data type. For example, assume that:

= A group of employees attended the same training class
= You track training information in code format
* You need to enter a description of the class as narrative text

In this case, you do not need to enter the class description for each employee.
Instead, you can enter the class description for one employee and then copy it into
the training profile records for all the other employees who attended the class.

To copy narrative text

On Profile Data Entry
1. Locate the employee for whom you want to copy information.

2. Choose the Select and Update option to access the data type into which you
want to copy narrative format information.
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3. Using the Change action, choose the Copy Text option.

< 080931 Copy Text
Functions Options Tools Help s
v w7 Q
Enployee

S

=]

<

3

4. On Copy Text, complete the following field with the employee number of the
employee from whom you want to copy information:

=  Employee

The system lists the types of profile data that contain narrative information for
that employee.
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< 080931 McDougle, Cathy x

Functions Options  Tools  Help

A

Emplayee 7500

A Energency Contacts ﬂ
G Appraisal Overview =

5. Choose the Select option to specify the data type from which you want to copy
information.

The system displays the narrative information for that employee and data type.

< 080933 Appraisal Overview
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N
Category Rating Comment s
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Job Knowledge & Skills 4
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3

6. On the data type form, choose the Select option to specify the lines of text you
want to copy.

< 080933 Appraisal Overview X
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=]

Category Rating Comment s
Qual ity 4
Job Enouledge & Skills 4

Productivity 4

Job Enouledge & Skills 4 :|
3

The system copies the text.
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09093 Employee Infermsation
ORACLE ip Edwards World
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Despioy Ency Messsge fippratsal Seerulew Tupe Bata i
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s Pragraen fction Cods 2]

S Enplbgte TE06]  Mayeds, Desald o

P
[Prodeciivity :
[Tob Wesuladge & ZRdila H
J —
1 -
1 —
i —
I L
1 —
] o
] —
] —
] —
I X
] =
1 —
I
Dpt: =lmsert Line  Selopy Tent  Ocbelete Line  F28:Mare Hoys
What You Should Know About
Using the roll keys You can scroll through the lines of information to locate the

lines you want to copy. However, you cannot select text in
one form, scroll up, and then select text from another form.
You can select to copy text from only one screen at a time.

Copying All Profile Data for an Employee

From Canadian Payroll Master (G77), choose Employee Information
From Employee Information (G7711), choose Profile Data Entry

In some cases, you might want to copy all of the profile data for one employee into
the record for another employee. You might do this when you need to enter very

similar information for two employees. After you copy profile data, you can revise it

as necessary.

To copy all profile data for an employee

On Profile Data Entry

1. Locate the employee whose profile data you want to copy.

2. Choose the Profile Copy function.
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= DBEPW Profile Copy

£

Functions Tools Help

v ® 7 a,

From Employee. . 7500 McDougle, Cathy
To Employes. . .

3. On Profile Copy, complete the following field to specify the employee to whom
you are copying profile data:

= To Employee
4. Choose the Update function to copy all of the profile data.

Changing Profile Data

After you enter employee profile data, you can change the data. For example, if an
employee’s profile data indicates the highest level of education reached and the
employee earns an advanced degree, you can then change that information in the
profile data.

To change profile data, complete the following tasks:
= Change narrative employee profile data

= Change code employee profile data

To change narrative employee profile data

On Profile Data Entry

1. Locate the employee.

2. Choose the narrative type of information you want to change.
The system displays the appropriate form.

3. Use the Delete option on the line you want to change

4. Add the new information on the first blank line below the text you deleted.

To change code employee profile data

On Profile Data Entry
1. Locate the employee on the appropriate code format form.

2. Choose the code type of information you want to change.
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The system displays the appropriate form.
3. Use the Delete option on the line you want to change.
4. Complete the following fields;

= Code Title

= Updated

5. Enter information in any of the additional fields.

What You Should Know About

Deleting information Using the Delete action deletes all information from the form.
Typing new information over the information you want to
change does not delete the original information. The system
retains the original information and creates a new line of
information for the change.

Reviewing Profile Data

After you enter profile data, you can review that information to determine whether
one or more people meet certain criteria. For example, you might be looking for
someone who speaks French, or you might need a list of the employees that have
completed CPR training.

You can review complete profile information for a particular employee, or you can
review all employees who have information in one or more data types.

Reviewing profile data includes:
= Reviewing profile data for a specific employee
= Reviewing profile data by data type

= Locating employees who meet multiple criteria

Reviewing Profile Data for a Specific Employee

¥\ | From Canadian Payroll Master (G77), choose Employee Information
A/ | From Employee Information (G7711), choose Profile by Employee

You can review complete information for a specific employee in an easy-to-read,
resume-style format. You can also print profile data for internal use.
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To review profile data for a specific employee

On Profile by Employee

OED200  Prolile by Employves

CORACL E b Edwards Warld
URL Opan  FOF Dacument Emad Warld Resowces Swporl

X 7 1
Fiokd Sonsive Help— gppsan Prefile by Enpleyes Tax 100 261-GE-4788
[P play Ence Mesgsge Canpany 160
e e Enployee T Ncbougle, Eathy Benefit fp  EHEE
Enl Frogram iane 90 Mdninistratiee Departient  Job Type =1

-

E"':J':'“I"” DEI?M . Buncruisar 5083 Allen, Ray Job Ften
ol HigAf a '
Frint Evstl Iniarenaian, ual Sakary, 50,858 80 Fay Freq/Class 508 Pay GrdfSt /
o e . Date Started #/02/2006 Birthdate 846/18/1961  FLEA Cxmpt Y
B 5 Change Remsen. il Heu Hire Giandar F

Emergency Contacts

Hichael Relsugle - husband - &57-6940
Shills

kil bezcription Updated W of Years Praficiency Lewel
PCUSE FC Usage THR 1 B S.00 uwary praficisnt

Langusge Skills

Language Dascription Usdatad W af Vasrs Proficiancy Leusl

GERHAN Geraan Bnoule BLAL 17 18.08 Liuved in Bermany, uery pra
Read, ¥rive ar Spesk all

Fdl=Print Prefils F23:=Msre Keys

Complete the following field:

=  Employee
Processing Options

See Profile by Employee (P080200).

Reviewing Profile Data by Data Type

#NX_ | From Canadian Payroll Master (G77), choose Employee Information
> From Employee Information (G7711), choose Profile by Data Type

You can review all employees who have information for a specific data type. For
example, you can review training profile information to identify employees who
have had management training. Or, you can review professional licenses
information to identify which employees need to renew their licenses within the
next month.
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To review profile data by data type

On Profile by Data Type

ORACL E n Edwards Warld

Ficdd Sonsae Help ]
Cospleny Ence Mesaage
Cxapilery Funciong

Tupe of Data

Exil Prograem Biin To Wal
ore Digtail S
Fressous Riecam O
Mot Pacced [ oor
Cloar Soean r

I cee

[ cnn

I cen

r

[ cer

=
3=
B =
L

B

Pehi L=Pala Enirg

T

Oipsan

Prefile by Data Tyee

POF Diacumesnd

Ermad

Frofessional Licenses/Certif

——

Rane
Rivard, Jecogu
Easan, Walter
Bgklerman, Ja

D Angelo, Suc

Updated

01/01/ 201
A9/A2F PRET
gi/nnseeny
0140172017

Abhat, Dokriaf O06S1SS20IT
Kellerman, Ja 0170172007
Allan, Ray S 027 1999
Masbro, Rober 1071072017
Mcbougle, Cet 017002007
fbbat, Dawnini 06712572014
Walrers, Anme LO/12/2002
Pcbougle, Cet 0170172017
Waltara, Anne 1071252002
Rclind; Rod AL EalT
A Lanakd, Do 1002002007
Rarrell, Jaeo 1042072017
ZaText Entry

EZrate/Province

Makraska

Calerada

Calerada
Colarada
Calarada
Celeradn
Colorada

Calarada

F19/20=Prew/Me=t  F24=Mgre

Wearld Resowces

Fees
58,00

=000

=m.uu
156.00

1. Complete the following field:

Type of Data

2. To locate a specific value within a list of data types, complete the following
field:

Skip To Value
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3. To review additional information, choose the More Detail function.

EOZL0  Prefle by Data Type

ORALCL E b Edwards Warld
UFL Ogan POF Documsd Emad Warld Resowees  Swpoi
#1 X )
Fiedd Sonsm Help L] i s by Dt T
Cospleny Ence Mesaage
ia pilar
|.<r1 Al Tupe of Dats K Frofessional Licenses/Certif
Exl Program Skip To Wales
ore Digtail
Fressous Riecam
s ""*c-:z; = 0 Licenze Rane Updated Trate/Province L
Ploar 5:__‘:“' I eor Rdvard, Jocgu 01/01/2011 256,00
: : Deac Cortifiml Data P Etate
r Badgn, Walter 0970272007 Mskrasks
Besc Certlfied Data P Eratus
I e Kellernan, Ja  01/00/2007
Deis Care. Financial Etatui
I cmn D'Angala, Bug 01700172007
bedc Certificd Ranage EratEs
et 1=Data Entrg 2=Text Entru F19/20=Prev/Next Fad=Rore

Processing Options

See Inquiry by Employee (P080210).

Locating Employees Who Meet Multiple Criteria

v\

o

From Canadian Payroll Master (G77), choose Employee Information
> From Employee Information (G7711), choose Profile Multiskill Search

You can search your database for employees who meet multiple criteria. You
typically use this type of search when you are looking for a person to fill a vacancy

within your organization.

For example, you can search for all employees who:

= Have an MBA degree
= Speak French

= Are certified public accountants

= Know the RPG computer programming language

When you perform the search, the system lists all the people who meet the multiple
criteria. You can enter up to 20 search criteria.

The criteria you specify can be based on either an “and” condition or an “or”
condition. This means that you can search for people who meet either some criteria
or some other criteria. For example, you can search for people who:

= Have an MBA degree from any college or a BA in business from Harvard
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= Know the C programming language and have a degree in either computer
science or mathematics

The system processes search criteria in the order in which you list them. When any
of the criteria you specify are based on an “or” condition, the order in which you
enter the search criteria is important. To ensure that the results of the search are
what you would expect, you typically order the search criteria so that all of the “or”
conditions come before any “and” conditions that you want to apply to all records.

Example: Specifying Search Criteria

When you specify search criteria, the order in which you list the criteria determines
the outcome of the search. Suppose that you are searching for people who know the
C programming language and have a degree in either mathematics or computer
science. To locate that group of people, specify the following search criteria in the
order listed:

Degree in computer science
or

Degree in mathematics
and

C programming language

To locate the people who meet these search criteria, the system completes the
following steps:

1. Locates the people who know C programming (For demonstration purposes,
call this group of people group A.)

2. Searches group A for people who have degrees in computer science. (Call these
people group B).

3. Searches group A for people who have degrees in mathematics. (Call these
people group C).

The result of the search is the total of the people in groups B and C.
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To locate people who meet multiple criteria

On Profile Multiskill Search

OEOZED  Prolile Multishkl Search

Gitirn ookt Hm al

CORACLE o Edwards World
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I.If'|lrrJ|

Hlm Mal ter -Itu el st rak L [
T I E Tr, Catla Felbnlstraf fve Departa r L
b3 Pastig, Fobert Ralnistra: bve Peparts

1. Tochoose the database to search, complete the following field:
=  Employee/Applicant/Both
2. To limit the search, complete the following optional fields:

= Home Business Unit

= Job Type
3. To determine the search criteria, complete the following fields:
=  And/Or
= Data Type
* Field

=  Operator (OP)

=  Search Value
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4. To review additional information, choose the More Detail function.

DEDZED  Profile Mulkichill Search
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Field

Explanation

Or And

Type Data

A code that designates whether the test parameters or
criteria are based on an AND condition or an OR condition.

Form-specific information

For example, to identify employees who are either CPAs or
who have MBAs, enter the code for professional licenses
and certificates in the Data Type field and CPA in the
Search Value field. On the second line, enter the code for
education in the Data Type field and MBA in the Search
Value field. Link the two lines by entering Or in the
And/Or field of the second line.

As another example, to identify employees who are both
CPAs and who have MBAs, enter the code for professional
licenses and certificates in the Data Type field and CPA in
the Search Value field. On the second line, enter the code
for education in the Data Type field and MBA in the Search
Value field. Link the two lines by typing And in the
And/Or field of the second line.

To search for applicants who speak Spanish and German,
enter Spanish as the first search value, German as the
second search value, then enter And in this field. To search
for applicants who speak Spanish or German, enter Spanish
as the first search value, German as the second search value,
then enter Or in this field.

The type of data from the profile database that the system
uses in a multiple information search.
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Field Explanation

OP A code the identifies the operands in Boolean logic. You can
specify any of the following:
EQ Equalto

LT Lessthan
LE  Lessthan or equal to
GT  Greater than
GE  Greater than or equal to
NE Notequal to
NL  Not less than
NG Not greater than
Search Value You must enter a search value based on the data you
entered in the profile for the selected field.

This field is case sensitive. For example, assume that you
want to search for the word Active. If the data was
originally entered into the database as Active, then you
must enter the value into the search field as Active. Do not
enter ACTIVE or active.

You can also use the % wildcard character to search for data
starting with, ending with, or containing one or more
consecutive characters. For example:

=  BA% displays all words that begin with the letters B
and A, such as bamboo and bachelor.

= %ing displays all words that end with ing.

= %BA% displays any words that contain the letters B
and A, such as abate, cabbage, or bachelor.

What You Should Know About

Searching both databases  |f you are searching for both employees and applicants, you
must enter the data type, field, and search values.

Processing Options

See Employee Profile Multiskills Search (P080250).

Reviewing Profile Reports

You can run reports to review employee profile information by:
= |Individual employee summary

= Asummary of all your employees and their related profile data
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= Profile data type

Reviewing employee profile reports includes:

= Reviewing the Employee Profile report

= Reviewing the Employees by Data Type report

= Reviewing the Employee Profile Workfile

See Also

= Reviewing Profile Data (P080200) for information about reviewing profile data
online

Reviewing the Employee Profile Report

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
AP | From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee Profile

When you need to review complete profile information for one or more employees,
print the Employee Profile Data report. This report compiles all of an employee’s
profile information into an easy-to-read, resume-style format.

The information that prints on this report is the same information that you can
review online using Profile by Employee. However, the report allows you to print
information for multiple employees at one time.

080410 JD Edwards World Page Number 8
Employee Profile Date 3/13/17
in Alphabetical Sequence

Employee Number. . 6002 Abbot, Dominique Pay Class/Freq . . H/ B
Home Company . . . 00200 Model Manuf/Distrib Company Primary Job/Step. / Pay Grade. . . . .

Home Bus. Unit . . 741 Accounting Date Of Birth . . Pay Grade Step . .
Benefit Group. . . Date Started. . . 02/19/96 Pay Status . . . . O
Union Code . . . . . Annual Salary . . 20,800.00 Change Reason. . . 001

FLSA Exempt Y/N. . Y

Emergency Contacts

Parents: (303) 671-6364

Training
Type Trng Dte Where Obtained Certification Earned Costs
LDRSHP  02/15/96 Fred Pryor 150.00
She has shown impressive leadership qualities.
PLTFRM 05/30/97 Local college 150.00
Total 300.00

Appraisal Details

Appraisal App.Date Overall Results Points Earned Yrs Wrked

MR 03/15/17 Standard performance

Processing Options

See Employee Profile - Alphabetical Sequence (P080410).
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See Employee Profile - Numerical Sequence (P080410).

Reviewing the Employees by Data Type Report

z:» From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee by Data Type

When you need to review a list of all employees who have information entered in a
particular profile data type, you can print the Employees by Data Type report. For
example, you can review employees whose profile data includes job skills
information. The information that prints on this report is the same information that
you can review online using Profile Data Entry. You can review information by
either data type or by employee.

For each employee, the system lists data types in alphabetical order.

The following sample report displays employee information by data type.

080400 JD Edwards World Page Number 2
Employee Information by Data Type Date 6/21/17
Alphabetical Sequence
Professional Licenses/Certif
Employee Name Updated State/Province Status Fees
License . . . . . CDP Certified Data Processing
6010 Eason, Walter 09/01/08 Nebraska
7704 Rivard, Jacques 01/01/02 250.00
Total for: Certified Data Proce 250.00
License . . . . . CFP Cert. Financial Planner
2022 Kellerman, James 01/01/17
Total for: Cert. Financial Plan
License . . . . . CMA Certified Management Acct
2057 D”Angelo, Suzanne 01/01/17
Total for: Certified Management
License . . . . . CPA Certified Public Accountant
6002 Abbot, Dominique 06/15/17 Colorado 250.00
6001 Allen, Ray 06/01/00
2022 Kellerman, James 01/01/17
Total for: Certified Public Acc 250.00
License . . . . . CPP Certified Payroll Professional
6002 Abbot, Dominique 06/12/05 Colorado 150.00
7505 Mastro, Robert 10/15/17 Colorado
7500 McDougle, Cathy 01/01/17 Colorado 250.00
2006 Walters, Annette 10/13/03 Colorado
Total for: Certified Payroll Pr 400.00
License . . . . . HRM Certified HR Manager
7500 McDougle, Cathy 01/01/17 Colorado 150.00
2006 Walters, Annette 10/13/03 Colorado
Total for: Certified HR Manager 150.00
Processing Options
See Employee Info by Data Type - Alpha Seq (P080400).
See Employee Info by Data Type - Numerical Seq (P080400).
See Employee Info by Employee - Alpha Seq (P080400).
See Employee Info by Employee - Numerical Seq (P080400).
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Reviewing the Employee Profile Workfile

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
A/< | From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee Profile Workfile

You can print a report that lists employees by one or more profile data types. For
example, a report that lists employees by foreign language proficiency might show
that one employee knows French, another knows German, and so on.

Typically, this report does not include records for the employees who do not know
any foreign languages (and, therefore, have no information entered in the data type
for foreign language proficiency). To include such employees on the report, you
must build the Employee Profile Worktable (T08092WF) before you run the report.
The build program:

= Searches the employee master records to locate employees with no profile data
= Creates a table with Xs in place of actual profile data values

After you build the Employee Profile Workfile, you can run the associated World
Writer report that lists employees by profile data types. For employees who have
values in the profile data types you specified, the profile data type codes appear in
the User Defined Code field. For employees who have no profile data of that type,
Xs appear in the User Defined Code field.

82000 Employee Profile Page - 1
Using Work File TO8092WF Date - 5/11/17
Address User Effective User
Number  Def Code Date 1D

6002 XXXXXXXXXX 02/26/06 SS788627
6002 MR 03/15/17
6002 XXXXXXXXXX 02/26/06 SS788627
6002 XXXXXXXXXX 02/26/06 SS788627
6002 XXXXXXXXXX 02/26/06 SS788627
6002 XXXXXXXXXX 02/26/06 SS788627
6010 PCUSE 01/01/17
6010 XXXXXXXXXX 02/26/06 SS788627
6010 CDP 09/01/88
6010 KEYOFC 01/10/01
6010 XXXXXXXXXX 02/26/06 SS788627
6010 XXXXXXXXXX 02/26/06 SS788627
6010 XXXXXXXXXX 02/26/06 SS788627
6010 XXXXXXXXXX 02/26/06 SS788627
6010 ALCOHOL 10/10/01
6010 COCAINE 10/10/01
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Reviewing Employee Information

After you have entered employee-related information, you must verify that you
have entered it correctly. You review the accuracy of the information before you
enter timecards to ensure that the timecards for the current payroll cycle have the
most current data.

This section contains the following:

Reviewing the Employee Roster

Reviewing the Employee Roster with Rates

Reviewing the Employee Labour Distribution Report

Reviewing the Employee DBA Instructions Report

You can restrict access to these reports to only those individuals who have proper
authorization.

Reviewing the Employee Roster

v

o)

A

%

From Canadian Payroll Master (G77), choose Employee Information
From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee Roster

The Employee Roster lists all or selected groups of employees entered in the Payroll
system. You run this report to verify that the following employee information has
been entered correctly:

Home company

Business unit

Basic dates

Group plan

Workers compensation

Net tax credit

Job type and step

Pay status

EOC status
El Rate Code
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074011 JD Edwards World Page - 2
Canadian Employee Roster Date - 7/12/17
- . - Home . . . . .Job . .SM NetCr. Ul Wkr . . . Dates . . . P
Alpha Name Address Social Ins. Addition Co Bus. Unit Group Typ Step x S  Equiv. # Comp Birth Hire S
Anthony Holiday 7701 256-136-888 2000 77 707 7700 5J3-4 MS 6,456 02 ONT 11/02/68 06/01/91 O
202 RoeHampton Ave., Apt. 2004
Toronto ON M6T 9U5

Leslie Derrick 7702 184-560-670 77 707 7700 5J-3 F M 6,456 01 ONT 03/21/65 12/10/90 9
198 Pine Ave
North York ON M5R 6T5

Debbie Bellas 7703 481-560-670 X541 77 707 0A-3 FM 6,456 01 ONT 01/15/48 03/15/87 0O
6000 Younge St

Thornhill ON M8Y 918

Jacques Rivard 7704 652-136-888 77 707 3P-1 MM 6,456 01 QUE 02/02/49 08/25/82 0

10039 Beelleville
Montreal Nord QU H1H 4Z8
Corporate Administration
A Model Canadian Payroll Co

Eo

Processing Options

See Canadian Employee Roster (P074011).

Reviewing the Employee Roster with Rates

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
AP | From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee Roster with Rate

You run the Employee Roster with Rates to review all or a selected group of
employees. In addition to the basic information included on the Employee Roster,
the Employee Roster with Rate report lists:

= Salary amounts

= Person who last changed the payroll data and the date it occurred
=  Work and residence tax areas

=  Employment status

= Termination/change status

= Contract employee information

= Residence status

= Tax method

= Pay frequency and class

= Overtime exemption status
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074021 JD Edwards World Page - 2
Canadian Employee Pay Profile Date - 7/12/16
Home Business Unit . . 70
MU/ . . .Tax Areas. . . PCh EC1RTChq Pay E . . . Home . . .
Employee Name Empl No Salary Rate S Cd Residence Work Loc. Sng SE X SMRte FCx Co Bus. Unit
Anthony Holiday 256136888 21,937.50 11.250 S UO2 700150000 700150000 0 01 N BHN 77 707
Net Cr. Loading Bypas . .Date of Last . u. . ... Last Change. . . . .
Equiv. L Factor Cqg Bn Raise Cheque Security F User Program Date
6,456 0 1.0000 00 00 04/17/17 1 N WC909193 P073901 07/09/16
Derrick, Leslie 184560670 19,500.00 10.000 M UO1 700150000 700150000 9 RS N BHN 77 707
Net Cr. Loading Bypas . .Date of Last . u. . ... Last Change. . . . .
Equiv. L Factor Cq Bn Raise Cheque Security F User Program Date
6,456 0 1.0000 00 00 04/17/17 1 N WC909193 P0O73901 07/09/16
Bellas, Debbie 481560670 18,200.00 9.333 M UO1 700150000 700150000 O 01 N BSN 77 707
Net Cr. Loading Bypas . .Date of Last . u. .. .. Last Change. . . . .
Equiv. L Factor Cq Bn Raise Cheque Security F User Program Date
6,456 0 1.0000 00 00 07/01/16 04/17/17 1 N WC909193 PO73901 07/09/16
Rivard, Jacques 652136888 44,000.00 22.564 M UO1 700190000 700190000 O 01 N BSY 77 707
Net Cr. Loading Bypas . .Date of Last . u. .. .. Last Change. . . . .
Equiv. L Factor Cqg Bn Raise Cheque Security F User Program Date
6,456 0 1.0000 00 00 04/12/16 04/17/17 1 N WC909193 PO73901 07/09/16

Processing Options

See Canadian Employee Pay Profile (P074021).

Reviewing the Employee Labour Distribution Report

From Canadian Payroll Master (G77), choose Employee Information
From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee Labour Distribution

The Employee Labour Distribution report lists accounting distribution instructions.
You can run this report to review that employee labour distribution information has
been entered correctly.

06106P JD Edwards World Page - 2
Employee Labor Distribution Date - 7/12/17
Number Name M w/C S Gross
Amount
Pay T Hrs./% Account Number Dates Table Code Tax Area H Annual
Limit
7701 Anthony Holiday
1 P Regular H 40.00 707.8115 04/12/17 ONT
Withhold Period: 1- Y 2- Y 3- Y 4- Y 5- Y Annual Limit
7701 Anthony Holiday
1 P Regular H 40.00 707.8118 04/12/17 ONT
Withhold Period: 1- Y 2- Y 3- Y 4- Y 5-Y Annual Limit
80.00
7703 Bellas, Debbie
1 P Regular % 20.00 707.8115 ONT
Withhold Period: 1- Y 2- Y 3-Y 4-Y 5-Y Annual Limit
7703 Bellas, Debbie
1 P Regular % 80.00 707.8118 ONT
Withhold Period: 1- Y 2- Y 3-Y 4-Y 5-Y Annual Limit
100.00
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Processing Options for Employee Labour Distribution Report

Reviewing the Employee DBA Instructions Report

&

#N | From Canadian Payroll Master (G77), choose Employee Information
AP | From Employee Information (G7711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G77111), choose Employee DBA Instructions

The Employee DBA Instructions report lists the deduction and benefit instructions
as defined for each employee. The report prints only those DBAS set up at the
employee level. It does not list required DBAs or DBASs set up at the group plan

level that are associated with the employee.

Page - 31
Date - 7/12/17
Monthly Annual-LV 1 Hours  W/H
Periods
Quarter Annual-LV 2 Min/Max 12 345

Number of Periods . .
Remaining Balance . .

Number of Periods . .
Remaining Balance . .

F ok ok ok ok ok Kk Kk Kk Kk ok Kk Kk Kk Kk Kk ok Kk Kk Kk Kk ok ok ok ok ok Kk Kk ok ok ok ok ok Kk ok ok ok ok ok ok Kk ok ok ok ok ok Kk Kk Kk

Number of Periods . .
Remaining Balance . .

Number of Periods . .
Remaining Balance . .
Number of Periods . .
Remaining Balance . .

*YYVYY

Number of Periods . .

06106D JD Edwards World
Employee DBA Instructions
Number Name Amount Start Pay Period
D/B/A T Description LV-1/LV-2 Stop Amt-Hrs /%
Kok ok ok K Kk k kK Kk K ok ok ok Kk ok kK Kk Kk ok ok ok ok ok ok kK Kk Kk Kk ok ok ok ok ok kK kK Kk ok ok ok ok ok ok kK kK Kk Kk kK K
7701 Anthony Holiday 100.0000
7730 D CSB Canada
Pred: Calc Table
Group: Default Group Code Payee
70.0000
7770 B BC Medical
Pred: Calc Table
Group: Default Group Code Payee
7702 Derrick, Leslie 01/01/17
7730 D CSB Canada 04/11/17
Pred: Calc Table
Group: Default Group Code Payee
01/01/17
7750 B EHT - Canada 04/11/17
Pred: Calc Table
Group: Default Group Code Payee
7780 B Vacation Pay 04/11/17
Pred: Calc Table
Group: Default Group Code Payee
8.3900 03/29/17
9997 D Overpayment
Pred: Calc Table
Group: Default Group Code Payee

Remaining Balance . .

Processing Options

See Employee DBA Instructions (P06106D).
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Revising Employee Information

After you add an employee record, you can change, correct, or update the
employee’s information as necessary. For example, when an employee receives a
promotion, you might need to update the employee’s salary, job type, and pay
grade.

This section contains the following:

= Revising the Status of an Employee

=  Entering Changes for Rates Only

= Processing Future Changes for Any Data ltem

=  Processing Mass Changes

You can enter changes that take effect either immediately or on a future date. You
can also enter changes that apply to a group of employees.

You can change employee information at any time. Typical changes include:
=  Promotions

= Raises

= Leaves of absence

=  Transfers

You can enter rate changes by setting up planned increases for an individual
employee and specifying effective dates for those increases.

You enter future changes to specify that a change to a data item for an individual
employee takes effect on a future date.

You process mass changes to specify new data for a selected data item for a group of
employees.

See Also

= About Employee History and Turnover (P08042)

Revising the Status of an Employee

You revise the status of an employee if there is a change to the employee/employer
relationship, such as the employee’s pay or employment status. The Payroll system
verifies this information before issuing a payment for an employee.

Canadian Payroll Guide (Revised - August 25, 2008) 2-99



Revise Employee Information

Revising the status of an employee allows you to indicate to the system that an
employee’s status has changed due to termination or rehire. Revising employee
information changes the Employee Master table (F060116).

When you revise the status of an employee, you can:
= Define a reason for termination or reactivation

= Determine when an employee was last paid

=  Store leave of absence dates

= Change pay status and employment status

If your system is integrated with the Human Resources system, the system might
require requisition information when you terminate and rehire employees.

Complete the appropriate task:
= Terminate an employee

= Rehire an employee

See Also

= Terminating an Employee in the Human Resources Guide

= Rehiring an Employee in the Human Resources Guide

Terminating an Employee

¥\ | From Canadian Payroll Master (G77), choose Employee Information
2 From Employee Information (G7711), choose Termination/Rehire

When you terminate an employee you are indicating to the system that employment
has ended as a result of any of the following reasons:

= Retirement

= Resignation

= Layoff

* Termination

= Leave of absence

Depending on the combination of values you use when you enter an employee’s pay
status and termination date, the system responds in different ways. You can
terminate an employee using the following methods:
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Method Description
Indicate a termination Enter the termination date and a numeric pay status if an
date and continue pay employee is to continue receiving payments from your

company for entered time or autopay. You can set up
numeric statuses that determine processing for the last
cheque for a terminated employee.

A numeric pay status allows you to process any final
payments for as long as necessary. A numeric pay status
allows you to enter time, process a payroll, and create
interim cheques regardless of the actual termination date.

If you use a termination date without a pay status, the
termination date must fall before the current pay period to
prevent autopay. As long as the termination date falls within
or after the current pay period, the employee continues to
receive autopay.

Indicate a termination An employee with an alpha pay status immediately stops
date and cease pay receiving autopay if the pre-payroll version uses a data
selection range for pay status greater than or equal to zero.

Using an alpha pay status also prevents you from entering
time, either in the time entry menu selections or in interim
cheques.

JD Edwards World recommends setting up a special numeric pay status to indicate
that an employee has been terminated and that the final payment is to be processed
in the future. After the last payment is processed for the employee, update the
employee’s pay status to an alpha code. You can automate this process by using the
Employee Master Revisions program.

See Also

= Entering Future Changes (P06042)
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To terminate an employee

On Termination/Rehire

07016l Terminakion Tehire

ORACL E n Edwards Warld

Ficdd Sonsae Help
Cospleny Ence Mesaage
Cxapilery Funciong

Bl Frogieen

Sooal Insarence Mumbx
Frtuns Valus Window
Fiedd Sons e it -
Enter Fuung Dhats P
Claar Screan

Ledus Regin Dats

Leaue End Dal

Last Comuaeied
Date Pey Ticpa

LIFL Opan  FOF Documsnt

1 A ) 0+ S o
070161
fiction Code £
EnployrerZIN 7701
Date Started B5/01/2000
Date Termirsted

Ghange Eesson o]

Houe te Beal Panl. [

Pay Status E
Enployment Srakus, [

Benefdt Shatus B

Dthar Dates

Originsl Mire peruL/zo10

114

FR0=Future Data Revisicrs

s blonfRchire

Haliday, Anthamy

Exp. Recall Date
Lait Chegus

Ostabase correction
Astive

Full=tine Regular
Betive

F2a:=Mare Keys

1. To locate the employee you are terminating, complete the following field:

=  Employee

2. Complete the following fields:

= Date Terminated

= Change Reason

=  Move to Applicant Pool

= Pay Status

3. Complete the following optional field:

= Expected Recall Date

4. Review the value supplied by the system for the following field:

= Last Cheque

5. If you use the JD Edwards World Human Resources system and are creating
requisitions, enter requisition information.
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Field Explanation

Date - Terminated The date that the employee was terminated, if applicable.
Form-specific information

If you enter a date in this field, you must also enter an
alphabetical termination code in the Change Reason field,
change the pay status code, and enter Y (Yes) or N (No) in
the Move to Applicant Pool field. If you are reactivating an
employee, remove the date from this field.

Change Reason A user defined code (07/T) that indicates:

»=  The reason that an active employee’s record was
changed.

=  The reason that an employee was terminated.

=  The reason that you are recommending the change in
salary or rate. If you are reactivating an employee, you
must change the code in this field to a numeric
character.

Note: The default reason code for new hires is the default
value for the Change Reason data item.

Move to Appl Pool You can enter a value in this field only when you terminate
an employee (enter a termination date).

Use this code to indicate whether the information entered
for the terminated employee should be moved, by batch job,
to the applicant database. Valid codes are:

Y Yes, move the employee’s information to the
applicant database

N No, do not move the employee to the applicant
database

When you enter Yes in this field, the system:
=  Generates an applicant record for the employee
= Retains an employee record for the employee
=  Changes the employee’s search type to Applicant (A)
When you enter No in this field, the system changes the
employee’s search type to Terminated (X).

Pay Status A code that indicates whether an employee’s pay status is
active or inactive.

Codes for active pay status employees are numeric. Codes
for inactive pay status employees are alphabetic. The
system omits all employees with alphabetic pay status
codes from the payroll run.

To process an employee’s last cheque, the pay status must
contain a numeric code. After the system processes the
cheque through final update, you can change the pay status
to an alphabetic code.
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2-104

Field

Explanation

Last Cheque

Exp. Recall Date

The date of the last payroll cheque issued to the employee.
The system automatically updates this field when you run a
payroll. If you leave this field blank, the system uses the
cheque date as the default.

The date on which the employee can be recalled for
employment.

Rehiring an Employee

&

¥N_ | From Canadian Payroll Master (G77), choose Employee Information
AP< | From Employee Information (G7711), choose Termination/Rehire

You can rehire former employees that have a termination status attached to their

records.

To rehire an employee

On Termination/Rehire

1. To locate the employee you are rehiring, complete the following field and press

Enter:

=  Employee

2. Remove the value from the following field:

=  Date Terminated

3. Complete the following fields:

= Change Reason

=  Pay Status

= Employment Status
= Date Started

= Benefit Status

Field

Explanation

Date Started

The date on which the employee actually reported to work
for the most recent period of hire. When an employee
initially begins working, the default is the original hire date.
If no original hire date exists, the system uses the current
date. This field can be updated multiple times if, for
example, an employee is a seasonal worker.

For the calculation tables in Payroll and the eligibility tables
and date codes in Human Resources, the system also uses
this date as a start date when it calculates deductions,
benefits, and accruals.
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What You Should Know About

Updating DBA instructions \when you rehire an employee, you must also assign the
current DBAs.

See Also

= Assigning Deductions, Benefits, and Accruals (P060181)

Processing Options

See Extended Employee - Termination/Rehire (P070161).

Entering Changes for Rates Only

z:' From Canadian Payroll Master (G77), choose Employee Information
AP~ | From Employee Information (G7711), choose Additional Employee Data & Reports
From Additional Employee Data & Reports (G77111), choose Pay Rate Information

When you know that an employee’s pay rate is scheduled to change on a specific
date, you can enter a pay rate change for the employee. You can enter a change that
takes effect immediately, or you can enter a change that takes effect on a future date.

To enter a change that takes effect on a future date, you can enter an effective date
for the change. When the future date occurs, the system automatically updates the
employee’s pay rate information. For example, Cathy is scheduled to receive a five
percent pay increase on May 15, 2008. Because you will be on vacation for the entire
month of May, you enter Cathy’s increase on April 30, 2008, before it actually takes
effect. On May 15, the system increases Cathy’s pay rate by five percent.

You can specify the change as a monetary amount or as a percentage of the
employee’s current pay rate. Alternatively, you can enter a new salary or hourly pay
rate.

You can revise the following types of pay rates:
= Annual salary

= Hourly rate

= Billing rate

= Piecework rate

This program updates the Employee Master table (F060116). Time entry programs
and pre-payroll processing use the information based on the effective dates. You can
use this program to update only one employee record at a time.
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To enter changes for rates only

On Pay Rate Information

060131 Pay kate Inlormation
ORACLE i Edwards Warld
URL Opan  POF Document E el Waorld Resowces Swppord
Findd Sonsave Halp ALELE Pay Bate Imiarmation
Cospleny Ence Mesaage
Cxapilery Funciong fiotion Gods E
Bl Frogieen
Frture Valugs Windos — - =
i S Hrtey = Enployes Bk 7al Holiday, Brathamj e
Emar Future Data Pl i
Flamr Bo Curremt Raten Planned Irar F/%  Hew Pates Effective
Cloar Soeen
Annual Talary | T | F I
Hourly Batse 11,550 | I
0illing Eate I [ I
Murden BELL Rats i I |
Plecruark Rate [ I I I
Annual Ealary 1 4 2 (Lite Irsur). I P |
Enployes mgs [as of Jan. Lag) I
Change Bemsan 015 barabase correction
Gurrent Fagy EFfective Dave ALSALASREE
F38:Mare Keys

1. To locate the employee, complete the following field:
=  Employee Number

2. Toenter a new or current rate, complete the appropriate fields in the following
column:

=  Current Rates

3. To define a future pay change as a percent or flat amount increase calculated by
the system, complete the following fields:

= Planned Increase
= F/% (Method for Pay Increase)
= Date Effective
4. To define a future pay rate, complete the following fields
= New Rates
= Date Effective
5. Complete the following optional fields:
= Annual Salary 1
=  Annual Salary 2
= Employee Age
= Change Reason

The Burden Billing Rate fields are for future use and are inactive for this release.
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Field Explanation

Planned Incr The amount of increase that you specify either as a
monetary amount or as a percentage. The system adds this
amount to the current annual salary to obtain the new
annual salary.

Form-specific information

When you enter F as the method and a flat dollar amount in
the New Rate field, the system calculates and displays the
planned increase.

When you enter a % as the method and a percentage
amount in the New Rate field, the system calculates the
planned increase as a flat dollar amount and displays the
planned increase.

To decrease the pay rate, enter a minus sign (-) either before
or after the flat dollar amount or percentage amount in the
Planned Increase field.

F/% The method by which the pay increase amount is to be
calculated. The increase can either be a percentage of the
current amount or a monetary amount.

Form-specific information

Although you defined the method on the Annual Salary
row, the system uses that method for all other rows.

New Rates The employee’s new annual salary for all payroll entries
that are either manually entered or automatically generated
for the payroll period after the Date of Next Raise from the
employee’s record.

Effective The date on which the hourly or annual pay rate for the
employee increases. The new rates go into effect after the
payroll processing run that has a payroll date on or after the
date of next raise.

Form-specific information
Changes become effective as indicated below:

All changes - The final update step of the payroll cycle
updates the new annual salary, hourly rate, and salary per
pay period in the Employee Master table.

DBAs - DBAs based on annual salary become effective at
the next payroll after the effective date

Hourly employees - Time entry uses the changed
information when the effective date is less than or equal to
the time entry work date.

Autopay employees - The new rate applies when the
effective date is less than or equal to the pay period end
date of the payroll being processed.
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Field Explanation
Annual Salary 1 7 2 (Life A value that the system uses to calculate deductions,
Insur) benefits, and accruals (DBAs) for an employee’s life

insurance premium. Any table method that begins with an |
(Insurance) uses this field.

Annual Salary 1 /7 2 (Life A value that the system uses to calculate deductions,

Insur) benefits, and accruals (DBAs) for a spouse’s life insurance
premium. Any table method that begins with an F or U uses
this field.

Employee Age (as of Jan 1)  The age of the employee as of a certain date (for example,
August 1st) for a given year. You can manually update this
field or update it each year using the future data facility.

What You Should Know About

Employees with contract  you cannot use Pay Rate Information to make pay rate

calendars attached changes for employees with contract calendars attached. You
must change the pay information on Contract Calendar
Window.
See Also

= Changing the Rate by Entering Future Rate Changes (P060131)

Processing Future Changes for Any Data Item

You enter future changes to specify that a change for an individual employee takes
effect on a future date. For example, if an employee changes home business units on
a certain date, you enter the new information prior to the employee actually
changing business units. You process the changes by requesting a batch job that
updates employee records. However, if the system is currently processing records in
final update for payroll, you cannot update those records.

You can choose when to have the system process the changes:

= During the final update steps of the payroll cycle

= When you request a batch job to update the changes

Processing future changes for any data item includes the following tasks:
= Entering future changes

= Updating employee master records (optional)

Before You Begin

= Choose the data items (fields) that you will allow this program to change
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See Also

= Choosing Fields for Future Data Revisions (P06041)

Entering Future Changes

27\ From Canadian Payroll Master (G77), choose Employee Information
» From Employee Information (G7711), choose Employee Entry

Entering future changes allows you to:

= Enter changes to the employee master prior to the effective date of the change
= Enter multiple changes to the same data item with different effective dates

= Enter changes in employee records that are locked in a payroll cycle

The system updates the Employee Master during the final update step of the
appropriate payroll cycle or you can submit the program manually.

To enter future changes

On Employee Entry

1. To locate the employee whose data item you want to change, complete the
following field:

=  Employee Number
2. Place your cursor on the field containing the value you want to change.

3. Choose the Automatic Employee Update Revisions function.

06047  Employer Master Revisions

ORALCL E b Edwards Warld
LFL Ogan POF Documssd Ermaad Warld Resowees  Swpoi
Fied Sonsmve Holp DBaz spie: Mastiar Rewlalons Displagt [ ALL Reeords
Cospleny Ence Mesaage
Cxapilery Funciong Betinn Bode K
"-"';""'""“: Tmployse Hunber 500 McDougle, Cathy
ackdisonal Inforrnaic
E e Dats Tten FRAT Hour 1y Rate
Spicihy Futuns Diata Fiol R
Pressous Rasand i
et Pocoed o
Feeit}isind Effact Change  Pariod
(11 Date Fulturg Yalug Bagr ID Pals Updated
r LY 21.15% pEno /112 5197
r @I 25,008 DERD 11717012 @rfissy
C [
F [
|
L [
[ [
C [
I [ |
| [ |
Opti S=Dslsis Fa=figiadl FlB=Zel Future Data Flelds F22:Mgrg Keys

4. On Employee Master Revisions, review the following fields:
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= Employee Number
= Data Item

= Display

5. Complete the following fields:

= Effective Date
= Future Value

6. Access the detail area.

06047  Employer Master Revisions

ORACL E n Edwards Warld
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7. Complete the following optional field:

= Change Reason

Field

Explanation

Data Item

Display Cleared Records

The technical name of the field to which the change will
apply. You must first specify the fields allowed to have
changes by using the Specify Future Data Fields form.

This field controls which records in the Future Employee
Master Data file (FO6042) will be displayed. The possible
values are:

A All records will be displayed
Y Only Processed (Cleared) records will be displayed
Blank Only Unprocessed records will be displayed
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Field

Explanation

Effect

The date that the revision goes into effect. The update
program identifies the pay period ending date of the
version being processed to determine whether the future
value qualifies for the update.

Use Skip to Date on Enter Future Data Revisions to specify
the first date to display in the detail area.

Form-specific information

The date that the system updates the HR History table
(F08042) with the revised information. The update program
identifies the pay period ending date of the payroll ID being
processed to determine whether the future value qualifies
for the update.

You can think of the effective date as the date to update.
When updating the Employee Master using Final Update,
the system updates any changes with an effective date less
than or equal to the pay period end date of the payroll. The
system automatically submits the update program as part
of the final update step. Only those employees included in
the payroll are processed for future changes.

What You Should Know About

Alternative revision
methods

Hourly and salary rates

Terminating an employee

Future Values

Canadian Payroll Guide (Revised - August 25, 2008)

You can also enter future changes on Employee Master
Revisions from the Change Control and Monitoring menu
(G07112, G77112, or G05112).

If you enter a future value for the annual salary, the system
recalculates the hourly rate during the future data update for
salary employees. If you enter a future value for hourly rate,
the system recalculates the annual salary.

When you are terminating an employee and the last payment
is processed for the employee, you must update the
employee’s pay status to an alpha code. You can automate
this process by using this program.

Choose the Select Future Data Fields function to review
previously entered changes for the field where your cursor is
located.

You cannot access Future Values if the value in the field is
not specified as valid for future changes.

Access to this window is also available on several other
employee forms.

See Choosing Fields for Future Data Revisions.
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Future Data table (FO6042)  The Future Data table is a permanent table. Note the
following information about this table and future data
changes:

=  The update does not delete any of the records in this
table.

=  The system does not display future data changes on the
Pay Rate Information form.

= If you use the Employee History table to monitor
changes made to the Employee Master, the system
updates the Employee History (F08042) table with
turnover and history records for all future data changes.

Employees with contract If an employee has a contract calendar attached, you cannot

calendars attached make changes to any of the data items for the employee’s
salary. You must make changes to salary information on
Contract Calendar Window.

Updating Employee Master Records

ZX From Canadian Payroll Master (G77), choose Employee Information
A/ | From Employee Information (G7711), choose Change Control & Monitoring

From Change Control & Monitoring (G77112), choose Employee Master Update

After you enter future changes for one or more employees, you can do one of the
following:

= Allow the system to update the Employee Master table during the final update
step of the appropriate payroll cycle.

=  Manually submit the Employee Master Update program to apply future
changes to the information in the Employee Master table.

When you run the update, you can control when the update occurs and which
records the system updates. You can set the processing options for a specific date.
The system updates any records with an effective date on or before that date. You
can identify all employees or a specific employee in the data selection values.

When you allow the system to make the changes during the payroll cycle, the
system processes future changes only for the employees who are included in the
current payroll cycle. When you choose to run the master update, you can select
employees who are included in different payroll cycles. For example, you can select
some employees who are included in the payroll cycle for hourly employees and
some employees who are included in the payroll cycle for salaried employees.

See Also

= Entering Future Changes for Rates Only (P060131) for an alternative rate change
method.
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What You Should Know About

Employees who are locked  |f an employee’s record is not available because it is locked in

in the payroll cycle the payroll cycle, the system displays a message at the
bottom of the form. In addition, the word Update flashes
beside any data item that will be updated during the
processing of the current payroll cycle. During a payroll
cycle, you can enter data changes before, but not during, the
final update step. This applies only to values that will be
updated within the active dates of the payroll.

Processing Mass Changes

#N_ | From Canadian Payroll Master (G77), enter 27
> From Payroll Advanced/Technical Operations (G773), choose Data Integrity/Global Update
From Data Integrity/Global Update (G7731), choose Employee Master Mass Change

You process mass changes to specify and process new data for a selected data item
for groups of employees. For example:

= All employees currently in Building 1 are moving to Building 2. Because you use
the cheque route code to indicate the location of employees, you must reassign
the cheque route code for employees currently in Building 1.

= Your company is restructuring departments. You must change the category
code for all employees currently in department 10 to department 110.

When you process mass changes, you can also:

= Specify employees in the data selection values

= Omitindividual employees after selection occurs

= Specify the effective date and reason for the change

= Use percentages or flat amounts when changing the salary or hourly rate
= Review both old and new data

= Override the mass change data and effective date for specific employees

=  Apply changes immediately or at a later date

Before You Begin

= Create a program version for Employee Master Mass Change that specifies the
employees for whom you need to process the change.
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To process mass changes

On Employee Master Mass Change

U6045Y  Employee Master Mass Dhanges

ORACL E n Edwards Warld
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1. Complete the following field:
= Version of EE Master Mass Change
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Enter=lentinue Processing Fll=Valid Bate Ikens F12cPrevious =1

2. On Mass Change - Data Selection, complete the following fields and press Enter:

= Data ltem
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= New Value
= Effective On Date
= Change Reason
3. Ifyou are revising a rate field, complete the following field:
= Method

D045 ™axs Change - BE Selechian

ORACL E n Edwards Warld

UFL Ogan POF Documsd Ermaad Warld Hésdwees
1K ) 3,
fold SanstaHolp. - pggan Mass Change — EE Belestion
Cospleny Ence Mesaage
e
e e Humber of Employees: ] bats Item: MAIL  Check Koute Cod
Exl Frogram Eontract Oalendsr Employens Wot Tncluded
ore Dieteely B Lot
Frocoss Employge e = © 0 0 T 0T
f Hunber Mane New Value

Putload All "Owifod® En
Feghum fo Proviows Pera
Sty Dunlfying Fisld

1076 Caster, Kzluyn
2000 Malters, Rrnstts
2022 Kellerman, Janss
2049 Nclind, Fod
2057 D'Angels, Suzanna
2111 Ingrahes, Paul
2128 Fackses, John
2428 Escalasis, Jorge
2478 Cllas, Jady

NS0 Harriidy, Anna 0.
3002 Richwmen, Jatah L.
J06E Pugh, Jemes R
aNT2 Harria, Rmian P,
3076 D'Meil, Thelna P.
3080 Hall, Tes

| i i o o 2

Upt: 1=Fubwre Dala Bev. 9=Onit Fb=Preccss Change F28:Mare Hoys

4. On Mass Change - Employee Selection, review the list of employees that will be
affected by the mass change.

If the field to the left of the employee’s name contains an L, the employee is
locked in payroll processing.

5. Change the following field if necessary:
= New Value

6. Choose one of the following options if necessary:
= Add the employee to a future data revision

=  Omit the employee from the mass change
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7. Access the detail area to review additional information about locked employees
and the current step in the payroll cycle.

DG4S *aus Dhange - EE Selection
ORACLE Jo Edwards World
UFL Ogan POF Documsd Ermaad Warld Hésdwees
o N ) =}
Fied Sonsmve Holp 0% Masa Change — EE- Sulastion
Cospleny Ence Mesaage
R
Berpleny Funcsaing Number of Employees: & Dats Item: MAIL  Check Boute Cod
Exl Frogram Eontract Oalendsr Employens Wot Tncluded
ore Dieteely B Lot
Frocoss Employge e = © 0 0 T 0T
4 2 P Munber Mane New Value
Putload All "Owifod® En I 197 € kel Fa [
Figtumn fo Prviges Part 3 ‘:'“"' - __""'!" - e
& ity Cunliying skl Date Effective:  [11701707 01d Valus
Changs Reason:  [010 Database correstion
O 2006 Walters, Ronetie E=
bate Effective: [11/01717 fLd Value:
Change Heasen:  [010 Datsbase correction
i 2082 Fellermin, Janes =
bate Effective: [11701717 0ld Yalue
Changs Reassn:  [010 D tabass carractisn
Opt: IsFwturs Data Bev, 9e0mib  FbeProcess Changs  F28:Mere Hoys

8. Change the following fields if applicable:
= Effective Date
= Change Reason

9. Choose the Process Change function.

= DB045W =
Functions Tools Help il
Wl (%) Q

Apply Changes NOW to the Employee Master (WN)?

Inuvalid Key Pressed...

10. Complete the following field:
=  Apply Changes Now to the Employee Master

2-116 JD Edwards World, A9.1



Revise Employee Information

Field

Explanation

New Value

Date Effective:

A code that indicates a selection or a future set of
information. When the effective date of the revision arrives,
the value you enter in this field replaces an existing value in
the Employee Master table.

The date that the revision goes into effect. The update
program identifies the pay period ending date of the
version being processed to determine whether the future
value qualifies for the update.

Use Skip to Date on Enter Future Data Revisions to specify
the first date to display in the detail area.

What You Should Know About

Applying changes

Omitting and reloading
employees

Canadian Payroll Guide (Revised - August 25, 2008)

If you answer yes to the prompt question:

= Ifyou answer yes and the effective date is on or before
today’s date, the system updates the changes
immediately.

= If you answer yes and the effective date is later than
today’s date, the system creates future data records for
the changes. The system then applies the changes
automatically during final update for the first payroll
with a pay period ending date that is greater than or
equal to the effective date of the changes.

If you answer no to the prompt question:

=  The system creates future data records for all the
changes. The system applies future data records during
final update processing for the first payroll with a pay
period ending date greater than or equal to the effective
date of the changes.

For locked employees:

=  Whether you answer yes or no, if the effective date is
within the pay period dates for a current payroll, the
system creates future data records and flags them as
Update Pending. The system applies the changes in the
final update.

=  When you request a mass change, the system does not
create a separate payroll of changes for locked
employees.

=  Any changes that affect gross to net pay will not reflect
on the current payroll for locked employees.

You can choose an option to omit an employee from the mass

change.

You can choose a function to reload all employees that you
previously omitted from the mass change.
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Processing changes for If your company assigns contract calendars to employees,
contract calendar you cannot use this method to process salary-related changes
employees for employees with contract calendars attached to their

records. You must either change the individual’s record on
Contract Calendar Window or use Recalculate Contract
Calendar Salary.

See Moving Employee Records to a New Contract Calendar.
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Overview to Time Entry

Objectives

= To enter timecards for employees so they can receive their payments

= To understand the different time entry methods and when to use them

About Time Entry
During payroll cycle processing, the system uses timecards to create payments for
employees. All employees must have timecards to receive payments.
Time entry includes:
= Entering timecards by employee
= Entering timecards by job or business unit
= Entering timecards by day
= Entering timecards with equipment information
=  Working with timecard information
= Generating overtime timecards automatically
= Generating timecards for accumulated wages
=  Working with uploaded timecard information

You can manually enter timecards, or you can generate them automatically during
payroll cycle processing. Employees whose timecards are automatically generated
are classified as autopay employees. Autopay employees include:

= Salaried employees

=  Hourly employees for whom you entered standard hours when you entered
their pay and tax information

For autopay employees, you must enter exception timecards for time other than
regular work hours, such as holiday and vacation time. You can also use time entry
to override the default timecard information for an employee.

You can use several methods to enter timecards manually, including:
= Byemployee

= By job or business unit

= Byday

= By employee with equipment
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The way in which your organization gathers timecard information determines your
most efficient method for time entry. You can also use different methods for
different groups of employees. For example, in a manufacturing environment, you
can use autopay for office personnel and enter time by business unit for factory
workers.

In addition to entering timecards manually and using autopay, you can:
= Create timecards for overtime hours automatically

= Enter timecard information in a third-party system and upload it to the Payroll
system

Both of these methods can save you time by reducing the number of timecards you
must enter manually.

When you enter timecards, the system updates the Employee Transactions Detail
table (FO6116).
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Entering Timecards by Employee

You can use several methods to manually enter timecards. When you need to enter
timecards for individual employees, entering time by employee is usually the most
convenient method. You also use this method when you need to temporarily
override DBA amounts or copy an employee’s labour distribution instructions.

This section contains the following:

= Entering Essential Timecard Information by Employee

=  Calculating an Employee’s Hourly Rate

=  Entering a Bonus for an Employee

=  Entering Work Order Information

=  Qverriding System-Supplied Information Temporarily

=  Qverriding DBA Amounts Temporarily

=  Copying Labour Distribution Instructions

Essential timecard information is the minimum information required to enter a
timecard. When you enter essential timecard information for an employee, the
system supplies a pay rate and some additional information, such as business unit,
account number, tax area, and so on. In some cases, you might need to temporarily
override an employee’s system-derived information. For example, when an
employee who normally works the day shift temporarily works the night shift, you
might need to enter a shift differential.

When an employee receives a bonus or lump sum payment, you must enter a
timecard for that employee. For employees who charge their time to work orders,
you can use time entry to associate hours worked with specific work order numbers.
For employees whose timecard information does not often vary, you can use labour
distribution instructions to save time during time entry.

Canadian Payroll Guide (Revised - August 25, 2008) 3-3



Enter Timecards by Employee

DELI21 by Empleyes
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See Also

= Appendix B — Timecard Derivation Sequence for information about how the system

derives timecard information

Entering Essential Timecard Information by Employee

34

p From Canadian Payroll Master (G77), choose Time Entry
AP | From Time Entry (G7712), choose by Employee

Essential timecard information is the minimum information required to enter a
timecard. You must enter timecard information for all employees who are not set up
for autopay. (Autopay employees include salaried employees and hourly employees
who are set up for standard hours.) Entering timecards by employee is usually the
most convenient method when you need to enter information for individual
employees. When you enter essential timecard information by employee, the system
supplies additional information, depending on how your system is set up.

To enter essential timecard information by employee

On by Employee

1. Complete the following fields:
=  Employee
= Date

= Pay

2. Toassign a specific batch number, complete the following field:
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= Batch
3. Complete one of the following fields:
= Hours

=  Lump Sum Amount

Field Explanation
WrkDt The date used as the actual work date or pay period ending
date.

Form-specific information

If you enter time on a weekly or bi-weekly basis, you can
use any date within the pay period. If you enter time daily,
use the specific date for that day’s transactions.

Pay A code to define 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.

Form-specific information

If you are using pay rate tables and have set the processing
option to use union rates, you can:

= Leave the Pay field blank when you need to enter
regular hours. The system automatically supplies the
regular pay type and the corresponding union rate
from the table.

=  Enter a code for the respective category column (either
A, B, C, or D) in the Pay field to enter overtime hours.

Batch Added: A number that identifies a group of transactions that the
system processes and balances as a unit. When you enter a
batch, you can either assign a batch number or let the
system assign it through Next Numbers. When you change,
locate, or delete a batch, you must specify the batch
number.

Form-specific information

All timecards must be associated with a batch number.

What You Should Know About

Adding a timecard entry Each line on by Employee represents a timecard entry. To
add a new entry, use the Change action. Do not use the Add
action.

Copying timecard fields  with JD Edwards World only, you can duplicate any field of
timecard information to the next line on the form. Use the
designated duplicate key on your keyboard.
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Changing an employee’s  |f you enter a timecard for an employee and then change the

pay rate pay rate for that employee, you must remove the value in the
Override/Rate field on the time entry form. The system
retrieves the new rate and recalculates the gross pay for that

timecard.
Entering piecework When you need to enter timecard information about
information piecework, such as number of pieces and rate per piece, you

can use the regular time entry programs. If you are using the
piecework processing feature, you might prefer to use the
Piecework Time Entry program to enter timecard
information for piecework.

Calculating an Employee’s Hourly Rate

3-6

), From Canadian Payroll Master (G77), choose Time Entry
NZ | From Time Entry (G7712), choose by Employee

Typically, when you enter a timecard for an employee, you do not need to enter an
hourly pay rate. The system derives the hourly rate for an employee using
information you enter elsewhere in the system. Unless you set the processing
options differently, the system uses the following sequence to derive an employee’s
hourly rate:

1. Time Entry forms

2. Union and job type information from the Union Rates table (F069126) as entered
on Pay Rate Tables (P069121)

3. Job type and job step from the Employee Pay Rates table (F060146) as entered on
Occupational Pay Rates (P060231)

4. Job type and job step from the Employee Multiple Job table (F060118) as entered
on Employee Multiple Job Entry (P060118)

5. Hourly rate from the Employee Master table (F060116) as entered on Employee
Entry (P060101)

For each employee, the system stops searching when it finds an hourly rate.

In some cases, you might need to temporarily override an employee’s system-
derived hourly rate. For example, an employee might receive a higher rate for
working in a job other than the employee’s regular job. You can use time entry to
override an employee’s hourly rate for the current timecard.

To calculate an employee’s hourly rate

On by Employee
1. Complete the steps for entering essential timecard information.
2. Complete the following field if necessary:

=  QOverride/Rate
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3. Access the detail area.

4. Complete any of the following optional fields:

Uprate
Shift Code (Sh)
Shift Differential (D)

Percent or Amount (M)

Field

Explanation

Rate - Hourly This is the employee’s hourly rate. If applicable, the system

Uprate

adds Pay Type Multiplier and Shift Differential values to
the hourly rate.

If you change the value of the data display decimals for this
field, you must also change the Hourly Rate (PHRT) and
Base Rate (BHRT) fields in Time Entry to have exactly the
same data display decimals.

Form-specific information

Enter an amount in this field to override all rates that
would have been derived elsewhere. The system uses this
rate to calculate the employee’s pay based on the hours you
enter. Depending on where the system finds the rates, one
of the following occurs:

= If the system retrieves rates from the Employee Master
table (F060116), the system does not display rate
amounts. A message of secured indicates that the
system used employee information.

= If the system retrieves the rate from the Union Rates or
Occupational Pay Rates table, the system displays the
rate of pay, provided that the rates for all lines of time
entry are the same. If the system detects different rates
for the lines of time entry, it displays a message of Dff
U. Rate.

An amount that the system adds to an employee’s base
hourly rate. For example, you might enter a rate differential
for equipment operators when they move from operating
one piece of equipment to another piece. The system adds
this amount directly to the base rate to calculate gross
wages.

The system adds the uprate amount to the base pay rate
before it performs any other rate calculations, such as
applying a shift differential or pay type multiplier.
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Field Explanation

Sh/D/M A user defined code (07/SH) that identifies daily work
shifts. In payroll systems, you can use a shift code to add a
percent or amount to the hourly rate on a timecard.

For payroll and time entry:

If an employee always works a shift for which a shift rate
differential is applicable, enter that shift code on the
employee’s master record. When you enter the shift on the
employee’s master record, you do not need to enter the
code on the timecard when you enter time.

If an employee occasionally works a different shift, you
enter the shift code on each applicable timecard to override
the default.

Amount - Shift Differential  An additional rate, expressed in dollars or percent, added
to an employee’s hourly rate, depending on the shift
worked. This rate can be applied in one of two ways as
defined by the Shift Differential Calculation Sequence (data
item CMTH).

See Also

= Entering Essential Timecard Information by Employee (P061121)

= Appendix B — Timecard Derivation Sequence for information about how the system
derives timecard information

Entering a Bonus for an Employee

ZX From Canadian Payroll Master (G77), choose Time Entry
A/~ | From Time Entry (G7712), choose by Employee

When an employee receives a bonus or lump sum payment, you must enter a
timecard for that employee.

To enter a bonus for an employee

On by Employee
Complete the following fields:

=  Employee

= Date
=  Batch
= Pay Type

=  Lump Sum Amount
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Entering Work Order Information

z:; From Canadian Payroll Master (G77), choose Time Entry
» From Time Entry (G7712), choose by Employee

For employees who charge their time to work orders, you can use time entry to
associate hours worked with specific work order numbers.

To enter work order information

On by Employee
1. Complete the steps for entering essential timecard information.
2. Complete the following fields:
= Account Number
=  Subledger
= Subledger Type (T)
3. Access the detail area.
4. Complete the following optional field:
= Subledger Phase (Sb.P)
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Field

Explanation

Account Number

Subldgr

A field that identifies an account in the general ledger. You
can use one of the following formats for account numbers:

=  Standard account number (business
unit.object.subsidiary or flexible format)

=  Third G/L number (maximum of 25 digits)
=  8-digit short account ID number
=  Speed code (not currently available in OneWorld)

The first character of the account indicates the format of the
account number. You define the account format in the
General Accounting Constants program.

Form-specific information

If you leave this field blank, the system uses the employee’s
home company and home business unit to retrieve the
object account and subsidiary from the accounting rules
table.

If you enter a business unit followed by a period (.), the
system uses this business unit and retrieves the rest of the
account number from the accounting rules. To specify a
business unit and a subsidiary account, but have the system
retrieve the object account from the accounting rules, enter
business unit.subsidiary.

For Work Orders speed code entry:

You can use speed codes to reduce data entry when you
enter work order information. When you enter a speed
code, the system automatically enters account information
that is stored elsewhere in the system. To enter a speed
code, enter a back slash (\), the work order number, and a
period (.) For example, work order 145648 is entered as
\145648. in the Account Number field.

When you add the timecard information, the system:

= Replaces the speed coding information with account
number information

= Uses the Charge to Business Unit number from the
work order

= Uses the Object Account number from the Automatic
Accounting Instructions for
Debit/Labour/Billing/Equipment for Journal Type LD

=  Enters the work order number in the Subledger field in
the detail area

=  Enters W as the subledger type
A value such as equipment number or work order number

that you can attach to the end of an account number to
further define an account and more easily track it.
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Field

Explanation

Sh.P

A code identifying the type of subledger in the previous
field. If you enter a subledger, you must also enter a
subledger type.

A user defined code (00/W1) that indicates the current
stage or phase of development for a work order. You can
assign a work order to only one phase code at a time.

Note: Certain forms contain a processing option that
allows you to enter a default value for this field. If you enter
a default value on a screen for which you have set this
processing option, the system displays the value in the
appropriate fields on any work orders that you create. The
system also displays the value on the Project Setup screen.
You can either accept or override the default value.

See Also

= Entering Essential Timecard Information by Employee (P061121)

Overriding System-Supplied Information Temporarily

p

S

A

%

From Canadian Payroll Master (G77), choose Time Entry
From Time Entry (G7712), choose by Employee

When you enter essential timecard information for an employee, the system
supplies additional information, depending on how your system is set up. For
example, the employee’s pay rate might come from the Pay Rate table, and the
account number might come from automatic accounting instructions (AAIS).

In some cases, you might need to temporarily override an employee’s system-
supplied information. For example, you might need to override the account number
and job location when an employee works a job other than the employee’s regular

job.

To override system-supplied information temporarily

On by Employee

1. Complete the steps for entering essential timecard information.

2. Access the detail area.

3. To override system-supplied information, enter values in any of the following
fields:

Account Number
Over/Rate
Job Type/Step
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= Job Location (Jobl)

= Shift Code

= Shift Differential

= Shift Method

= Billing Rate

= Date Worked

= Home Company

= Home Business Unit
= Explanation

= Record Type

=  Worker’'s Compensation Insurance Code

Field Explanation

Jobl This business unit represents the location in which the
employee worked. It can be used to indicate that an
employee worked at this location, but charged the time to
another business unit. This field is used for deriving rates
from the Union Pay Rate table and is used exclusively by
the Certified Payroll Register.

See Also

=  Entering Essential Timecard Information by Employee (P061121)

= Appendix B — Timecard Derivation Sequence for information about how the system
derives timecard information

Overriding DBA Amounts Temporarily

#N_ | From Canadian Payroll Master (G77), choose Time Entry
AP | From Time Entry (G7712), choose by Employee

You can temporarily override the DBA amount the system normally calculates. For
example, you might need to override DBA amounts for employees who began
employment in the middle of a pay period. You can override the DBA amount when
you enter time for an employee, but you do not need to actually enter time to
override a DBA amount. For example, you can override the DBA amount for an
autopay employee or enter the actual time for an hourly employee later.

To override DBA amounts, change the dollar amount (or the hour amount for an
hourly accrual) that the system calculates for that DBA during payroll cycle
processing. You can enter zero or any adjusted amount.

When you override DBA amounts temporarily, the system updates the DBA
Transaction Detail table (F0609).
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To override DBA amounts temporarily

On by Employee

1. Complete the following fields:
=  Employee
= Date
= Batch

2. Choose the One-Time Override option.

oEOTON DA One-Time Dverrides

Metisa Coda(f Mark Dsts pa OLsrLy

Enalsges Ho 2111 Ingrahas, Paul

3.  On DBA One-Time Overrides, complete the following field:
= Date Worked

4. Choose the function to copy DBASs or complete the following field:
= DBA

5. Complete the following field:
=  Amount

6. Complete any of the following optional fields:

= Basis

= Union

= Job Type
= Step

= Business Unit
= Company
= Work Tax
7. Access the detail area.
8. To override voucher information, complete the following fields:
= A/P Voucher
= Payee Number

=  Wage Attachment

Canadian Payroll Guide (Revised - August 25, 2008) 3-13



Enter Timecards by Employee

What You Should Know About

Reviewing timecards When you review timecards, the system does not indicate
that a DBA one-time override exists.

Reviewing DBA During a payroll cycle, you can use the DBA One-Time
information Override window to review the DBAs that the system
calculated for an employee.

Copying Labour Distribution Instructions

3-14

), From Canadian Payroll Master (G77), choose Time Entry
NZ | From Time Entry (G7712), choose by Employee

When you enter timecards by employee, you can enter labour distribution
instructions for an employee who typically charges time to the same pay types and
accounts each pay period. You enter the labour distribution instructions for an
employee only once, and then copy them into the employee’s timecard each pay
period. Copying labour distribution instructions saves time and reduces keying
errors.

To copy labour distribution instructions, complete one of the following tasks:
=  Copy labour distribution instructions by hour

= Copy labour distribution instructions by percentage

Before You Begin

= Enter labour distribution instructions for the employee. See Entering Labour
Distribution Instructions.

To copy labour distribution instructions by hour

On by Employee
1. Complete the following fields:
=  Employee
= Date
= Batch
2. Choose the Copy Labour Distribution Instructions function.

3. Accept the timecard information as displayed or make changes to any of the
fields as needed for this entry.

4. Complete the steps to enter the timecard.
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To copy labour distribution instructions by percentage

On by Employee

1. Complete the following fields:
=  Employee
= Date
= Batch

2. Choose the Copy Labour Distribution Instructions function.

= D6LDH Labor Distribution Pay Period

Functions Tools Help

@ ® 2 Q

Labor Dist. Method = Percentage
Enter Pay Period Hrs: a0

Job TuypesStep !

Fosition

Home EBL
Elank Job/Pos/BU dflts Primary Job

3. On Labour Distribution Pay Period, complete the following field:
=  Pay Period Hours

4. Choose the Continue function.

5.  On by Employee, accept the information as displayed or make changes to any of
the fields as needed for this entry.

6. Complete the steps to enter the timecard.
What You Should Know About

Multiple jobs When copying labour distribution instructions for an

employee with multiple jobs, you must choose the Copy
Labour Distribution Instructions for each job.

Processing Options

See Time Entry by Individual - Canadian (P061121).
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Enter Timecards by Job or Business Unit

Enter time by job or business unit to streamline time entry for a group of employees

who work in the same business unit.

When you use this method of time entry, you only enter information once that

applies to the entire group of employees. Then, you can enter individual

information for each employee in the group. You also can track detailed information
about a job site, such as the superintendent, foreman, and cheque route code for the

job.
This section contains the following:

= Entering Essential Timecard Information by Job or Business Unit

=  Entering Site Information
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See Also

= Appendix B — Timecard Derivation Sequence for information about how the system

derives timecard information
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Entering Essential Timecard Information by Job or Business Unit

z}« From Canadian Payroll Master (G77), choose Time Entry
AP | From Time Entry (G7712), choose by Job or Business Unit

Essential timecard information is the minimum information required to pay an
employee. You must enter essential timecard information for all employees who are
not set up for autopay. (Autopay employees include salaried employees and hourly
employees who are set up for standard hours.) Enter time by job or business unit to
streamline time entry for a group of employees who work in the same job or
business unit. When you use this method of time entry, you enter information once
that applies to the entire group of employees. Then, you can enter individual
information for each employee in the group.

When you enter essential timecard information by job or business unit, the system
supplies additional information, depending on how your system is set up.

To enter essential timecard information by job or business unit

On by Job or Business Unit
1. Complete the following fields:
= Batch
= Date Worked
= Job Worked
2. For each employee working on the job, complete the following fields:
=  Employee
= Hours
= Pay Type
= Cost Code (Account Number)

Field Explanation

Jobw A code for the job worked or business unit worked in. In
Timecard Entry by Job or Business Unit, the system uses the
code entered in this field as the default into each timecard
unless you override the code at the individual timecard
level.

Cost Code A subdivision of an object account. Subsidiary accounts
include more detailed records of the accounting activity for
an object account.
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Field

Explanation

Cost Code

A field that identifies an account in the general ledger. You
can use one of the following formats for account numbers:

=  Standard account number (business
unit.object.subsidiary or flexible format)

=  Third G/L number (maximum of 25 digits)
=  8-digit short account ID number
=  Speed code (not currently available in OneWorld)

The first character of the account indicates the format of the
account number. You define the account format in the
General Accounting Constants program.

Form-specific information

To apply charges to a work order using speed code entry,
enter a back slash, the work order number, and a period.
For example enter \1919. for work order number 1919.

What You Should Know About

Features not available

Locating timecards
Adding a timecard entry

Copying timecard fields

Entering Site Information

When you enter timecards by job or business unit, you
cannot;

=  Copy labour distribution instructions

= Override DBA amounts

You must use by Employee to access these features.

See also:

= Copying Labour Distribution Instructions

= Overriding DBA Amounts Temporarily

To locate a timecard for an employee using Time Entry by

Job or Business Unit, you must know the job and batch
number that includes the timecard.

Each line on by Job or Business Unit represents a timecard
entry. If you want to add a new entry, use the Change action.
Do not use the Add action.

With JD Edwards World, you can duplicate any field of
timecard information to the next line on the form. Use the
designated duplicate key on your keyboard.

#N | From Canadian Payroll Master (G77), choose Time Entry
> From Time Entry (G7712), choose by Job or Business Unit
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When you enter timecards by business unit, you can track detailed information
about a job site, such as the superintendent, foreman, and cheque route code for the
job. You can also customize category code fields to meet the specific needs of your
organization.

The site information you enter applies to all timecards in the batch.

To enter site information

On by Job or Business Unit

1. Complete the steps for entering essential timecard information by job or
business unit.

2. Complete the following optional fields:
= Superintendent
= General Foreman
= Foreman
= Work Area
= Shift
= Cheque Route

Field Explanation

Cheque Route A user defined code (07/CR) that specifies the cheque
routing or mail stop code. Use this code to sequence the
printing of payroll cheques to facilitate their handling and
delivery.

What You Should Know About

Category codes Time Entry by Job uses category codes one through four. You
name and define these category codes when you set up your
Payroll system. In the JD Edwards World DEMO data,
category codes one through four are Superintendent, General
Foreman, Foreman, and Work Area, respectively.

See the Technical Foundation Guide for information about
defining category codes.

See Also
= Entering Essential Timecard Information By Job or Business Unit (P061161)
Processing Options

See Time Entry by Job (Business Unit) - Canadian (P061161).
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Entering Timecards by Day

#N | From Canadian Payroll Master (G77), choose Time Entry
> From Time Entry (G7712), choose Daily Timecard Entry

You can use several methods to manually enter timecards. For employees who must
maintain a daily record of their time, you can enter timecards by day of the week.
Using this method of time entry, you can divide by day of the week those hours that
use the same pay type, business unit, and rate for each employee.

Entering timecards by day is particularly useful for the following examples:

= When processing payroll for employees in certified payroll jobs who are
required to report time on a daily basis.

= When pay rates under a previous contract expire in the middle of a pay period
and the new pay rates are under negotiation, you might find it efficient to enter
timecards by day for that pay period, or until the contract is approved. When
the contract is approved, you can easily apply retroactive pay to the re-
negotiated days.

When you enter timecards by day, the system supplies default pay and job
information, which you can override if necessary.

See Also

= Appendix B — Timecard Derivation Sequence for information about how the system
derives timecard information
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To enter timecards by day

On Daily Timecard Entry
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1. Complete the following fields:
= Batch
= Job Location
=  Week Start Date
=  Employee
= Cost Code
=  Pay Type
=  Hours

2. Complete the following optional fields:
= Superintendent
= General Foreman
= Foreman
=  Work Area
= Shift

Cheque Route
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Field

Explanation

Week Start Date

The date used as the actual work date or pay period ending
date.

Form-specific information

The date you enter in this field must be a valid date for the
day specified in the processing options as the beginning
day of the week. For example, if the week is set to begin on
Mondays, you can enter 02/05/96 because it is an actual
Monday date. You cannot enter 02/10/96 because that date
is a Saturday.

What You Should Know About

Features not available

Adding a timecard entry

Copying timecard fields

Category codes

Reviewing timecards

Processing Options

When you enter timecards by day, you cannot:

= Copy Labour Distribution instructions

= Override DBA amounts

You must use by Employee to access these features.
See also:

= Copying Labour Distribution Instructions

= Overriding DBA Amounts Temporarily

Each line on Daily Timecard Entry represents a timecard
entry. To add a new entry, use the Change action. Do not use
the Add action.

With JD Edwards World you can duplicate any field of
timecard information to the next line on the form. Use the
designated duplicate key on your keyboard.

Time Entry by Day uses category codes one through four.
You name and define these category codes when you set up
your Payroll system. In the JD Edwards World DEMO data,
category codes one through four are Superintendent, General
Foreman, Foreman, and Work Area, respectively.

See the Technical Foundation Guide for information about
defining category codes.

You can use Daily Timecard Entry to review only those
timecards that have been entered using this program. You
cannot use this program to review timecards entered in other
time entry programs.

See Daily Time Card Entry by Employee - Canadian (P061191).
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Information

Entering Timecards with Equipment Information

ZX From Canadian Payroll Master (G77), choose Time Entry
» From Time Entry (G7712), choose Employee with Equipment

For employees who work with equipment, you can track a variety of equipment
information on their timecards, including:

= Equipment ID number

= Number of hours that the employee used the equipment
= Equipment billing rates

= Equipment costs and expenses

You can choose from several methods of time entry to include equipment
information on an employee’s timecard. The method you choose depends on the
amount of equipment information you need to track, as well as the way in which
you organize your timecards. Enter time by employee with equipment when you
need to:

» Track complete equipment information
= Track equipment hours separate from employee payroll hours

The following table shows the types of equipment information you can track using
other time entry methods.

Information Description

Time Entry by Employee  Tracks equipment repaired or maintained only. Use this
method when you do not need to enter equipment time used.

Time Entry by Job or Tracks complete equipment information. Allows you to enter
Business Unit equipment information as well as job site information.
Daily Timecard Entry Tracks complete equipment information. Allows you to enter

equipment information by day.

Before You Begin

=  Set up equipment numbers on Equipment Master. See Creating an Equipment
Master Record in the Equipment Billing Guide.
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= Set up rate tables and rate groups in the Job Cost system. See Setting Up
Equipment Billing in the Equipment Billing Guide.

= Set up an AAl table for the equipment distribution journal type (ED). See Setting
Up Labour, Billings, and Equipment Distribution Instructions.

See Also

=  Appendix B — Timecard Derivation Sequence for information about how the system
derives timecard information

= Entering Essential Timecard Information by Employee (P061121)

To enter timecards with equipment information

On by Employee with Equipment
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1. Complete the steps for entering essential timecard information.

2. To identify the equipment that the employee used, complete the following
fields:

= Equipment ID
= Equipment Hours
3. Access the detail area.

4. To identify equipment that the employee maintained or repaired, complete the
following field:

= Equipment Worked On (EQWO)

5. To identify the billing information for the equipment the employee used,
complete the following fields:
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= Equipment Rate Code (RC)

= Equipment Billing Rate (RT)

Field

Explanation

Equip. Id

Equip/Hr

Equipment Rate Code

The ID number of the equipment an employee used to
perform a job. For example, an employee might drive a
company dump truck or operate a printing press. Use this
field to distribute the cost of using the equipment to the
proper account in the general ledger.

The number of hours the equipment was operated. If you
leave this field blank, the system uses the hours from
employee time entry when you enter an equipment
number. If you do not enter employee hours, you must
complete this field.

A user defined code (00/RC) that indicates a billing rate,
such as DY for daily, MO for monthly, and WK for weekly.
You can set up multiple billing rates for a piece of
equipment.

If you leave this field blank, the system searches for a valid
billing rate in the following sequence:

1. Account Ledger Master (F0901) - This table contains
the most detailed rate information. You can assign
multiple rates for a job. For example, you can set up
separate rates for different equipment working
conditions.

2. Job or Business Unit Master (FO006) - This table
contains less detailed rate information than the
Account Ledger Master. You can only set up a single
rate for a job based on this table.

3. Rental Rules (F1302) - This table contains the least
detailed rate code information. The system searches
this table according to the criteria you establish when
setting up the table.
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Field

Explanation

Billing Rate - EQuipment

The dollar amount for the equipment billing rate. Each
equipment item can have numerous billing rates based on
the rate code (see Equipment Billing Rate - ERC). The
equipment billing rate can consist of up to ten different
rates. For example:

Billing Rate = $100

$20 Rate 1 (Ownership Component)
$50 Rate 2 (Operating Component)
$25 Rate 3 (Maintenance Component)
$5 Rate 4 (Other Costs Component)

You can enter debits or charges to specific cost accounts
using the total billing rate (for example, $100). When these
entries are posted to the general ledger, credits are
recognized in revenue accounts for each of the rate
components. This allows you to separate portions of the
equipment billing by type of cost. You do not need to use
the rate components concept unless it is appropriate to your
business.

What You Should Know About

Adding a timecard entry

Copying timecard fields

Processing Options

Each line on by Employee with Equipment represents a
timecard entry. If you want to add a new entry, use the
Change action. Do not use the Add action.

With JD Edwards World you can duplicate any field of
timecard information to the next line on the form. Use the
designated duplicate key on your keyboard.

See Time Entry by Indiviudal - Canadian (P061171).
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Working with Timecard Information

After you enter timecards, but before you begin pre-payroll processing, review the
current timecard information to verify that it is correct. If you discover any errors,
use the time entry programs to revise the incorrect timecards.

This section contains the following:

= Reviewing Timecard Status

= Reviewing Timecard Information by Batch

= Reviewing Time Entry Reports

=  Printing Employee Time Sheets

=  Revising Timecards

You can use any of the time entry programs to review timecards. The specific
information you can review varies by program. To verify batch totals, you can
review timecard information by batch.

In addition to reviewing timecard information online, you can use time entry
reports to review detailed information for each timecard.

You can revise timecards any time before you begin payroll cycle processing. After
you begin processing a payroll, your ability to revise a timecard depends on which
steps of the payroll cycle you have completed.

For example, after a timecard has been processed and is in history, you can process
only negative time for employees with any Record Type through the payroll cycle.
The system will calculate associated Deductions, Benefits, and Accruals (DBAs) and
create the necessary reversing journal entries.

Reviewing Timecard Status

#N | From Canadian Payroll Master (G77), choose Time Entry
> From Time Entry (G7712), choose a time-entry option

When an employee’s timecard is included in current payroll processing, the
timecard displays a status code to the left of the pay type. If this area is blank, the
timecard is not currently in payroll processing and the system does not display a
status code.
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To review timecard status

On any timecard entry form
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1. Locate the timecard you want to review.

2. Review the code in the following field:

=  Status Code (unlabeled)
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Field Explanation

Employee Terminated: A code indicating the status of timecards related to other
payroll functions. Values are:

A A step of the payroll cycle is active. This timecard is
protected.

C Checks have been printed for this payroll. This
timecard is protected unless checks are reset.

F The final update for payroll is active. The timecard is
protected.

H This timecard is created by the Human Resources
System. This timecard is protected.

| This timecard belongs to an interim check. This
timecard is protected. You can change it, but only
through Interim Check Processing.

L This timecard is locked because Pre-Payroll has been
run. You can change locked out information if you
are authorized to do so, but you must run a Changes
Only payroll when you do.

P Journal entries have already been created (posted).
This timecard is protected.

! You have attempted to enter a timecard into an active
payroll. An entry is not allowed.

R Reversing timecard created by the Automatic
Timecard Generator for a timecard posted by Special
Timecard Post.

Reviewing Timecard Information by Batch

Typically, you review timecard information by batch when you need to verify batch
totals. You can review batch information online. You can choose from several
methods to review totals by:

=  Work Date

= Business unit or job

= Pay type

Reviewing timecard information by batch includes:
= Reviewing timecards by date

= Reviewing batch totals by batch

= Reviewing timecards by pay type

= Reviewing detail batch information
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Reviewing Timecards by Date

¥N_ | From Canadian Payroll Master (G77), choose Time Entry
A/~ | From Time Entry (G7712), choose Review by Date

To verify that timecard information is correct, you can review batches of current
timecards that were entered within a certain time period or for a specific business
unit or job. You can also review totals for a batch of timecards. The processing
options control how the system determines the number of hours and the gross pay.

To review timecards by date

On Review by Date
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1. To limit your review to specific dates, complete one or both of the following
fields:

= From Date
=  Through Date

2. Toreview information by job or business unit, complete the following optional
field:

= Job
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What You Should Know About

Column headings You can use vocabulary overrides to change the column

headings on this form.

See the Technical Foundation Guide for information about
vocabulary overrides.

Processing Options

See Batch Summary by Date (P061201).

Reviewing Batch Totals by Batch

#NX_ | From Canadian Payroll Master (G77), choose Time Entry
A/~ | From Time Entry (G7712), choose Batch Summary by Batch

To verify that timecard information is correct, you can review batches of current
timecards by work date, business unit, or job.

The display includes batch totals for ranges of pay types and gross pay.
Additionally, it includes grand totals for all current batches within the work date.
The work date can be either the actual date worked or the pay period ending date,
depending on how you originally entered the timecard information.

To review batch totals by batch

On Batch Summary by Batch

| = 061211 Batch Senmary by Baich =oE
| foch Heo Sy
ORACLE uo Edwards Warld
Dcwnant Eralll Waild Fisloueas
i RR | &,
Figtd Sonsmee Help pB1E11 Bateh Dummary by Bateh
[uspibery Enca Mossege
Peypden Funcians Vork Date Garzarit  Batch =6 dob
il Proesraen
_'"""E":” o "J""I"'“““l 0 Betch  Hours Hemira Beira.  Hours Hours  Hours Gross
imis Entry by Ja
'm: = ':W’ 3 B Mmber  Regulse 071 1.8 0/T 2.8 Sdek Vsc.  Other Fay
L i O
r 158 12.00 6.0 £, 40
[ Totats 32,00 0.6 631,48
Gott 1=Bateh Review by Poy Tuve FST/E Tndiv, FIS=IVE Job F2d=Mere Keys

1. Complete the following field:
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=  Work Date

2. Complete the following optional fields:
= Batch
= Job

What You Should Know About

Column headings You can use vocabulary overrides to change the column
headings on this form.

See the Technical Foundation Guide for information about
vocabulary overrides.

Work date If you enter timecard information by day, when you enter
the work date on Batch Summary by Batch, the system only
displays batch information for that work day. Use the
Review by Date screen to display the hours and totals for
batches for the entire work week through the pay period
ending date.

Processing Options

See Batch Summary by Batch (P061211).

Reviewing Timecards by Pay Type

¥N_ | From Canadian Payroll Master (G77), choose Time Entry
AP | From Time Entry (G7712), choose Batch Review by Pay Type

To verify that timecard information is correct, you can review the pay types
included in batches of current timecards. You can also review the total hours and
gross pay for each pay type. The work date can be either the actual date worked or
the pay period ending date, depending on how you originally entered the timecard
information.

You can set up business unit security that restricts unauthorized users from this
method of review.
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To review timecards by pay type

On Batch Review by Pay Type
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1. Complete the following fields:
=  Work Date
= Batch

2. Complete the following optional field:
= Job

What You Should Know About

Work date If you enter timecard information by day, when you enter

the work date on Batch Review by Pay Type, the system only
displays batch information for that work day. Use the
Review by Date screen to display the hours and totals for
batches for the entire work week through the pay period
ending date.

Reviewing Detail Batch Information

ZX From Canadian Payroll Master (G77), choose Time Entry
NP< | From Time Entry (G7712), choose Detail Batch Review

To verify that current timecard information is correct, you can review detailed
timecard information for a specific employee. You can review employees by
business unit or job, work date, batch number, and pay type.
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The work date can be either the actual date worked or the pay period ending date,
depending on how you originally entered the timecard information.

To review detail batch information

On Detail Batch Review

| = 061231 Detail Batch Review =oEd
| Tod Hep -
ORACLE 1p Edwards Warld
Dl Emad \Woild Fiaatices
i RR 7 &,
Fiekd Sonsvablolp prigm Bevstl Bateh Revies
N Ensplery Enca Mossage
:'F”Irf'_"_'ff" e vork teste [Fie1y  mawen [T =2 Jes [ T Fog Tupe 100
E"""’E r"’?""“"‘“"""" Erployer Gress fost
Tk iy
Lt Em::r o Hunber Fane Mears  Mearly Fay Gode
| Homimminds BO03 Mkin, Duight 800 17220
Takalal 000 17228

FE=T/E Indiv FE=T/P Ingquiry F1E=T/E Job F28:=fare Keus

1. Complete the following fields:
=  Work Date
= Batch
2. Complete the following optional fields:
= Job
= Pay Type

What You Should Know About

Work date If you enter timecard information by day, when you enter

the work date on Detail Batch Review, the system only
displays batch information for that work day. Use the
Review by Date screen to display the hours and totals for
batches for the entire work week through the pay period
ending date.
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Reviewing Time Entry Reports

After you enter timecards for a pay period, but before you begin payroll cycle
processing, you should print time entry reports. Use these reports to verify detailed
information about each timecard.

Working with time entry reports include:
= Reviewing the Time and Pay Register
= Reviewing the Payroll Exception Report

= Reviewing the DBA Register

Reviewing the Time and Pay Register

#NX_ | From Canadian Payroll Master (G77), choose Time Entry
N/~ | From Time Entry (G7712), choose Time & Pay Register

Review this register to verify that you have entered all required timecards. When
you run this report after entering timecards but before processing pre-payroll, it
includes information from manually entered timecards only. When you run this
report during payroll cycle processing, it prints information from both manually
entered and automatically generated timecards.

You can use this report to compare the Time and Pay Entry Journal that lists totals

by employee.
063001 JD Edwards World Page 11
Time & Pay Entry Register w/o Emp. Total Date 7/03/17
Company Number . . . . . . . . 00100 Model Finan/Distrib Co (Mktg)
Company - Home . . . . . . . . 00100 Model Finan/Distrib Co (Mktg)
Labour Records
Batch Payroll Work . . . . Employee/Equipment . . . . Pay Rt S Hours Hourly Flat
Number  Trans. Date Number Description Typ Cd H Shift Uprate Worked Rate Gross Burden P
2022 21484 06/26/17 2022 Kellerman, James 811 32.00 14.423 461.54
Tax Area: 06 Colorado Acct No : 90.8115
Sub/T: PayM: 1.00
568 3456 07/20/17 7500 McDougle, Cathy 998 8.00 16.826 134.61
Tax Area: 06 Colorado Acct No : 90.8115
Sub/T: PayM: 1.00
5578 19191 08/15/17 7500 McDougle, Cathy 903 75.00
Tax Area: 06 Colorado Acct No : 90.8141
Sub/T: PayM: 1.00
5774 19768 08/15/17 7500 McDougle, Cathy 801 8.00 24.038 192.30
Tax Area: 06 Colorado Acct No : 90.8192
Sub/T: PayM: 1.00
572 26582 06/20/17 7500 McDougle, Cathy 904 75.00- Y
Tax Area: 06 Colorado Acct No : .8142
Sub/T: PayM: 1.00
1 3507 07/20/17 7510 Moralez, Jesus 500 200.00
Tax Area: 06 Colorado Acct No : 90.8115
Sub/T: PayM: 1.00
90 Administrative Department 48.00 988.45

Reviewing the Payroll Exception Report

#NX_ | From Canadian Payroll Master (G77), choose Time Entry
N/~ | From Time Entry (G7712), choose Payroll Exception Report

The Payroll Exception Report lists employees that either exceed the maximum or fall
below specified minimum rates and hours. The report also prints warning messages
about possible time entry errors.
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063191 JD Edwards World Page - 4
Payroll Exception Report Date - 7/03/17
From Date -
To Date - 00/00/00
Employee No Employee Hours Worked Gross Pay Message Amt Over/Under
7701 Anthony Holiday .80 9.00 Hours less than minimum 79.20
7702 Derrick, Leslie .80 9.88 Pay rate different than Employee Master 2.350
Hours less than minimum 79.20
7704 Rivard, Jacques 97.21- Pay rate different than Employee Master .195-
Hours less than minimum 80.00
7775 Deveny, Cindy L. 80.00 2,615.38 Excessive Pay Rate 9.872
8414 0’Malley, James P. 10.00 Below minimum rate 3.000
Hours less than minimum 30.00

= Reviewing Time and Pay Entry Reports (P063051) for a list of exceptions

Processing Options

See Payroll Exception Report (P063191).

Reviewing the DBA Register

ZX From Canadian Payroll Master (G77), choose Time Entry
AN/~ | From Time Entry (G7712), choose DBA Register

The DBA Register lists the one-time override DBAs and assigned DBAs calculated
for employees during payroll cycle processing. This report lists different
information depending on when you print it. The following table shows the times
when you would print this report and the type of information that the report prints
at each of these times.

Order Description

After time entry, but The register includes the following information:

before pre-payroll *  One-time DBA overrides

= DBAs for outstanding interim cheques

After pre-payroll, but The register includes the following information:

before journal entries *  One-time DBA overrides

= DBAs for outstanding interim cheques

=  DBAs generated during pre-payroll that were defined to
calculate in pre-payroll processing

After journal entries The register lists all DBAs, including non-cash benefits

3-38 JD Edwards World, A9.1



Work with Timecard Information

06306 JD Edwards World Page - 2
DBA Register Date - 7/03/17
Employee # Name T Work Pay Per . . . . .. Transaction. . . . . . . . Arrear
Code Description T Date Date Table Basis M Rate Amount Union Craft Step Amount

7701 Anthony Holiday

7706 Dental Fam D 04/11/17 04/11/17 12.35 $ 12.3500 8.26 7700
Total Deduction Type - D 8.26
7720 H&W - Canada B 04/11/17 04/11/17 .80 H -5000 .40 7700
7735 Ext Health B 04/11/17 04/11/17 45.00 $ 45.0000 45.00 7700
7750 EHT - Canada B 04/11/17 04/11/17 9.00 % .0195 .18
7760 GST - Canada B 04/11/17 04/11/17 .40 % .0700 .03
7770 BC Medical B 04/11/17 04/11/17 70.00 $ 70.0000 70.00
7780 Vacation Pay B 04/11/17 04/11/17 07780 2 1.08 7700
Total Deduction Type - B 116.69
Total Employee - 124.95
7702 Derrick, Leslie
7720 H&W - Canada B 04/11/17 04/11/17 .80 H .5000 .40 7700
7735 Ext Health B 04/11/17 04/11/17 45.00 $ 45.0000 45.00 7700
7750 EHT - Canada B 04/11/17 04/11/17 9.88 % .0195 .19
7760 GST - Canada B 04/11/17 04/11/17 .40 % .0700 .03
7780 Vacation Pay B 04/11/17 04/11/17 07780 2 1.28
Total Deduction Type - B 46.90
9997 Overpayment D 04/11/17 04/11/17 $ 12.3500 8.39-
Total Deduction Type - D 8.39-
Total Employee - 38.51

Printing Employee Time Sheets

z:» From Canadian Payroll Master (G77), choose Time Entry
» From Time Entry (G7712), choose Employee Time Sheets

The employee time sheet lists employees, their job categories, job steps, union codes,
and hourly rate. A printed time sheet also provides spaces for recording regular and
overtime hours worked in a given week. Job foremen can use this report to enter the
hours worked on their assigned jobs. Workers can use this report to enter time. A
processing option controls whether the report displays information for each
employee’s hourly rate. You can use this report to enter timecard information for
both recharge and regular time.

You can set up business unit security that restricts unauthorized users from
accessing this report.

06338 JD Edwards World Page - 12
Employee Time Sheets Date - 7/03/17
Pay Period Ending - 04/09/17
Check Route H - Default value
Job/Bus. Unit H 707 - Corporate Administration

Contract Number :

04/03 04704 04/05 04/06 04/07 04/08 04/09
Employee ----Job---- --Mon-- --Tue-- --Wed-- --Thu-- --Fri-- --Sat-- --Sun-- --Tot Hrs--
Number Employee Name Type Step Union Code Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT Reg OT

7701 Anthony Holiday 5J-4 7700 P °r 11111 111717711 I |

Hourly Rate 11.250 | I R I R I I e D R B R N D R ! |

7702 Derrick, Leslie 5J-3 7700 | | | | | | | | | | | | | | | I |

Hourly Rate  12.350 | ISR R AN I AN AN NN AN N AN N NN A N I R |

7703 Bellas, Debbie 0A-3 | ISR R IR [ AN [N NN AN N AN N N N N | | |
Hourly Rate 9.333 | IR T Y I [N N AN N NN AR N N E B | |
7704 Rivard, Jacques 3p-1 | IR I Y I IR N AN N NN AR N N H B | |

Hourly Rate  22.564 I e e I I D e e I I
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Processing Options

See Employee Time Sheets - Active Employees (P06338).

Revising Timecards

3-40

You might need to revise a timecard if you discover an error when you review
timecards or time entry reports. You can revise timecards any time before you begin
payroll cycle processing. After you begin payroll cycle processing, your ability to
revise a timecard depends on which steps of the payroll cycle you have completed.

Revising timecards includes:
= Revising unprocessed timecards
= Revising locked timecards

Unprocessed timecards are timecards that have not yet been included in pre-payroll
processing. You can use any of the time entry programs to revise unprocessed
timecards.

Locked timecards are timecards that have been processed in pre-payroll but for
which payments have not yet been printed. Typically, only the person who
processed pre-payroll can revise locked timecards. The Time Entry by Employee
program includes a processing option that you can use to allow other users to
change locked timecards.

After you print payments, and before you create journal entries, you can revise
timecards only if you reset the payment workfile. Then, you can revise the timecard
and begin payroll cycle processing again.

You cannot revise timecards after you have created pro forma journal entries, unless
you rerun pro forma journal entries without regenerating the batch. You cannot
revise timecards when a step in the payroll cycle is active.

Each time entry screen displays timecard status codes in an untitled field on the left
side of the form. Review these status codes to determine whether you can revise a
specific timecard.

See Also

=  Creating the Pro Forma Journal Entry Workfile (P06220) for information about
rerunning journal entries without regenerating the batch

Revising Unprocessed Timecards

Unprocessed timecards are timecards that have not yet been included in pre-payroll
processing. When you revise unprocessed timecards, you perform the same steps as
you use to change information on most entry forms. You can use any of the time
entry programs to revise unprocessed timecards. However, when you review daily
timecards, you must use Daily Timecards. You cannot use Daily Timecards to
review other types of timecards.

You should revise an unprocessed timecard when one of the following occurs:
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= You discover an error on the timecard when you review timecards or time entry
reports

= You enter a rate change for an employee on an employee entry form

When you enter a rate change for an employee after you have entered the
employee’s timecard, you must revise the timecard to remove the pay rate entered
on it. Removing the existing rate causes the system to recalculate the employee’s
gross pay using the new rate you entered on the employee entry form.

When you change the pay type for a timecard, the system displays a warning
message because this change might affect the gross pay calculation. If you change
any field that affects the rate, you should remove the pay rate so that the system will
recalculate gross pay. If you do not remove the existing rate, that rate overrides the
rate that the system normally calculates for the pay type.

If you need to change a timecard attached to an interim cheque, you must use the
Interim Cheque program.

See Also

=  Entering Timecards by Day (P061191)

Revising Locked Timecards

Locked timecards are timecards that have been processed in pre-payroll but for
which payments have not yet been printed. Typically, only the person who
processed pre-payroll can revise locked timecards. The Time Entry by Employee
program includes a processing option that you can use to allow other users to
change locked timecards.

You can use the following time entry programs to revise locked timecards:

Method Description

by Employee Use this method for
= Oneemployee

=  Several employees who work in different business units

by Job or Business Unit Use this method for

=  Several employees who work in the same business unit

When you revise locked timecards, you perform the same steps as you use to change
information on most time entry forms.

No one can rerun pre-payroll while you are revising locked timecards. When you
finish revising timecards, you must run a pre-payroll to process only the changes.

Before You Begin

= Before you can revise locked timecards using the by Job or Business Unit
program, you must use the Attach Version function to specify the payroll ID
associated with the timecards you need to revise. You do this because the
timecards in a batch might be locked by different users.
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See Also

= Entering Timecards by Employee (P061121)
= Entering Timecards by Job or Business Unit (P061161)
=  Processing Pre-Payroll for Changes Only (P07210)

Revising Timecards in Payroll History

Once timecards have been processed by payroll, run through final update, and
journal entries have been entered, you can correct negative time through the payroll
cycle for employees with any Record Type.

The system calculates all associated DBAs and creates all reversing journal entries to
correct timecard history and provide a solid audit trail. You do not have to enter any
manual journal entries for negative time corrections to history.

See Also

Setting Up a Deduction DBA to Adjust Negative Pay (P069117).
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Generating Overtime Timecards Automatically

ZX From Canadian Payroll Master (G77), choose Time Entry
NP~ | From Time Entry (G7712), choose Automatic Timecard Generator

You can save time and keystrokes during time entry by automatically generating
timecards for employees’ overtime hours. Rather than entering timecards for
overtime hours, you can enter all of an employee’s hours on one timecard (using the
pay type for regular pay), and then automatically generate the overtime timecards.

When you automatically generate overtime timecards, the system uses the timecards
you enter to determine the number of overtime hours that an employee worked. The
program then creates a timecard for those overtime hours. You can calculate
overtime hours on a daily or weekly basis.

For example, you can enter 45 hours of regular pay for an employee. When you
generate overtime automatically, the system creates a time card for 5 hours of
overtime and revises the original timecard to 40 hours of regular pay.

You can print a report when you submit the automatic timecard generator for
processing. You should review this report to verify that the overtime timecards are
correct. The report lists both the revised standard-rate timecards and the overtime
timecards the system automatically generated.

You should generate overtime timecards before you begin payroll cycle processing.
You can generate overtime timecards automatically for employees who are paid on
a weekly or bi-weekly basis. However, you can generate overtime timecards for only
one week at a time. For example, for employees who are paid bi-weekly, you must
run the Automatic Overtime Generator program twice per pay period (once per
week).

The system also can calculate 8/80 overtime for bi-weekly employees. When the
system uses 8/80 overtime processing, it determines whether the overtime is greater
when calculated on a daily basis or for the full pay period.

If necessary, you can use the time entry programs to manually revise automatically
generated timecards.

To generate overtime timecards automatically, you must enter certain pay,
calculation, and accounting information that the system needs to create these
timecards. You must also use a program version that specifies the employees for
whom you want to generate the overtime timecards.
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When you enter a version number for the Automatic Overtime Calculation report,
the system prints this report when you submit the automatic timecard generator for
processing. This report lists the revised timecards and the overtime timecards the
system automatically generated. You should review this report to verify that the
overtime timecards are correct.

Caution: The automatic timecard generator alters existing timecards and
creates new ones. Before you use this program for the first time,

JD Edwards World recommends that you back up your Employee
Transactions Detail table (F06116). This allows you to recover your original
information if you are not satisfied with the timecard information that this
program creates.

Before You Begin

= Enter timecards for employees. See Entering Timecards by Employee, Entering
Timecards by Job or Business Unit, Entering Timecards with Equipment Information,
or Entering Timecards by Day.

= Create versions of the timecard generation program (P061501) and the
Automatic Overtime Calculation report (P061511).

What You Should Know About

Printing a report of You can print a report of previously generated timecards

previous timecards without automatically generating timecards. Choose the
Versions List function and submit the report to print from
the Version Selection List program.
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To enter overtime information

On Automatic Timecard Generator

T 061502 Automatic Tinecard Genera = %
| fos Heo -

CORACLE i Edwards Warld

Dacemanl E il Whanld Festuices

Figid Sensme Help BE1%A2 Hutoratis limecard Generatar
s plery Enon Mpssage
fction ﬁ
Varidtn Ma. For Timechrd Gamaration R fute Dosreins Daleulatd
I L. Verslon Me. for Report — FEGISLY WADERAR | Autesatic Ouertine Cals
Lindaie File snd Submil
E:‘:‘E_’::l:g:l__m__:}f: Enter the type of Tinecard Gensratlon F Weekly
it Enter the pay Prequency = (Weskly only) [i0 wesily
| Enter Pay Type Category Codes [fand [Cand [
Enter Mlie<stion Category Codes [fand [ ana [
Enter the range of dates e be used Fron: 07785717 theut [B7730700
Enter hours per day Regulari I Querting
Enter hears per ueek Regular: [ 25,00 Ouertine: [ 18.00
Enter pay fypeE nunber Grartine: (100 Doubletine 110
Enter the typs of Re-Calowlarion 10/1) [F
Enter the type of Mutomstic Juertine r Rug. Mearliy Rate
TF '3, Calumn to ratrisus the rate from U
Labar Disn. Aeet, - * “sAll, '1'sLaat I
Ouertime Mzcaunt Humber r
Include Poated Tine Carde F

FEaPay Cycle Flelfpdate/Subnitl  FlsVersions List  F24=Pore Keys

1. Complete the following field:
= Version Number for Timecard Generation
2. To print a report of the timecards generated, complete the following field:
= Version Number for Report - P061511
3. To specify pay information, complete the following fields:
= Type of Timecard Generation
= Pay Frequency
= Pay Type Category Codes
= Allocation Category Codes
4. If you are calculating daily overtime, complete the following field:
= Hours Per Day Regular
5. If you are calculating weekly overtime, complete the following field:
= Hours Per Week Regular

6. If you pay double time when overtime exceeds a certain number of hours in a
day, complete the following field:

= Hours Per Day Overtime

7. If you pay double time when overtime exceeds a certain number of hours in a
week, complete the following field:

=  Hours per Week Overtime
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8. To specify information used to calculate overtime, complete the following fields:

= Range of Dates to be Used
= Pay Type Number
= Type of Recalculation
=  Type of Automatic Overtime
= Include Posted Timecards
9. If Type of Automatic Overtime is 3, complete the following field:
= Column to Retrieve the Rate from
10. To specify accounting information, complete the following fields:
= Labor Distribution Account
= Overtime Account Number

11. Choose the Update/Submit function.

Field Explanation

Version No. for Timecard A code that specifies the type of timecard generation
Generation processing to be executed. Valid values are:

D Daily Overtime Processing - In this mode, the
program checks if daily hours exceeds user defined
regular hours. Anything in excess of regular hours
will be changed into overtime.

W Weekly Overtime Processing - In this mode the
program checks if weekly hours exceed user defined
regular hours. Anything in excess of regular hours
will be changed into overtime.

H Holiday Pay Calculation (inactive) - In this mode a
second program is called (P061506), the Holiday
Table is read and holiday pay will be generated.

8 8/80 Overtime Processing - In this mode, the
program determines whether overtime is greater
when calculated on a daily basis or for the full
period.
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Field

Explanation

Enter the pay frequency -
(Weekly only)

Enter Pay Type Category
Codes

Enter Allocation Category

Codes

Enter hours per day

Hours Worked - Overtime
Per Day

Enter pay type number

A user defined code (07/PF) that indicates how often an
employee is paid. Codes are:

B Bi-weekly

W Weekly

S Semi-monthly
M Monthly

A Annually

C European Annualized

The system uses the value in the Description-2 field on user
defined codes to calculate the amount per pay period for a
salaried employee.

Form-specific information

To generate overtime timecards automatically, you must
enter W in this field.

A user defined code (07/PC) that specifies the pay type
categories you want to use:

=  For regular pay

=  To generate overtime

Codes that specify which pay types you want to include in
the allocation of overtime. For example, overtime typically
is not calculated from holiday or sick time, but only from
regular pay.

The number of regular hours in a day. When you process
overtime timecards daily, the system uses the value in this
field to determine when to generate overtime hours. Hours
in excess of this value (8, for example) are eligible for a form
of overtime pay.

The number of overtime hours in a day. When you process
overtime timecards daily, the system uses the value in this
field to determine when to generate doubletime hours. The
system uses the total of regular and overtime hours to
determine doubletime hours. Hours in excess of this total
become doubletime hours. For example, if you enter 8 in the
field for regular hours per day and 2 in the field for
overtime hours per day, an employee receives doubletime
pay for any hours worked in excess of 10 per day.

A code that designates the pay type the system uses during
automatic overtime generation.
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Field

Explanation

Enter the type of Re-
Calculation (0/1)

Enter the type of
Automatic Overtime

If ’3’,Column to retrieve
the rate from

A code that specifies whether the program will generate
overtime timecards or recalculate the hourly rates. Valid
values are:

0 Create overtime timecards (default)

1 Suspend overtime timecard generation and
recalculate the hourly rates for the existing timecards

A code that specifies how the overtime hourly rate is
calculated. Codes are:

Blank Average all the regular time timecards’ hourly rates.

1 Determine the overtime rate by adding to the base
rate the result of one over the total number of hours
worked multiplied by the base rate; that is, (total
dollars divided by total hours) divided by 2 =
(overtime rate + base rate) x (hours over 40).

2 Retrieve the hourly rate from the Employee Master
table.
3 Retrieve the hourly rate from the Union Rates table.

Specify the table column where the rate for the next
column is to be retrieved.

4 Derive the regular time portion of the overtime from
the Employee Master table and the premium portion
from an average of the hourly rates.

5 Spread a salaried employee’s salary over all the
hours worked and do not generate any overtime.

6 Retrieve rate from original time card and multiply
times the overtime pay multiplier. This method must
be used for employees in the United States who
receive tips.

A code that specifies the column in the Union Pay Rate
table that is used when retrieving the rate for overtime. If
you enter 3 in the Enter the Type of Automatic Overtime
field, you must enter a code in this field.

You can define the acceptable values for this field. For
example:

1 Regular Overtime
2 Double Overtime
3 Triple Overtime
4 Holiday Pay
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Field

Explanation

Include Posted Time Cards

Labor Dist. Acct. - ' '=Alll,
'I’'=Last

Overtime Account Number

A code that specifies whether the program is to include
posted timecards in the allocation of overtime hours. To
include posted timecards, enter 1.

If you include posted timecards when you use the
Automatic Timecard Generator program, the system does
not change original timecards. Instead, it creates three new
timecards for each posted timecard.

For example, if you include a posted timecard for 42 regular
hours, the system creates the following timecards:

= 40 regular hours
= 2 overtime hours
= -42to reverse the posted timecard

This option is available for timecards that have been posted
using the Generate Timecard Journals program (P062901)
for special timecard post. It is not available after time cards
have been included in a payroll processing cycle.

A code that specifies the accounts to which you want to
allocate the overtime amounts.

To divide the overtime amounts among all labour
distribution accounts for all work dates included, leave this
field blank. To allocate the overtime amounts to the last
timecard entered, enter 1.

This code determines how the account number is derived
for overtime. Valid values are:

0 Use the payroll automatic accounting instructions to
obtain the account numbers for the overtime
timecards

1 Copy the account numbers from the original

timecards into the overtime timecards

061511

A Model Financial Co (Trng)

JD Edwards World
Automatic Overtime Calculation

Page
Date

- 2
- 7/03/17

...... Employee . . . . . Work Pay Union Job Job S Hourly R
Number Name Date Type Code Typ Step h Account Number Rate Hours Gross
2111 Ingraham, Paul 07/11/98 1 67 1 701.8115 25.000 40.00 1,000.00 1
2111 Ingraham, Paul 07/11/98 110 67 1 701.8115 50.000 1.00 50.00 1
2111 Ingraham, Paul 07/11/98 100 67 1 701.8116 37.500 10.00 375.00 1
Ingraham, Paul 51.00 1,425.00
Corporate Administration 51.00 1,425.00
A Model Financial Co (Trng) 51.00 1,425.00

Data Selection for Automatic Overtime Calculation

You must include source of pay in the data selection for the Automatic Overtime
Calculation report. Do not change the value for this data selection.
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Generating Timecards for Accumulated Wages

ZX From Canadian Payroll Master (G77), choose Interims and Special Post
» From Interim Cheques and Special Post (G7721), choose Generate Accumulated Wages

Timecards

Some organizations have employees who work for a specific number of contract
days but prefer to receive payment over a different length of time. Employees may
accumulate wages earned in the current pay period and hold them to be paid at a
later date. For example, many school systems contract instructional staff for 9
months with the option to be paid over 12 months. Only employees with contract
calendars attached to their master record can accumulate wages.

Use this program to generate timecards for payment information when an
individual terminates employment or for any other reason when the employee
needs to be paid off for accumulated wages. If you process an interim payment for a
pay-off, you must enter yes to include time data already entered.

If previous, current, or new contract calendars have overlapping dates, you should
generate the timecards for accumulated wages at the end of a contract before
updating employee records with the new contract calendar. Inaccurate pay-off or
accumulated wages might occur if you do not generate the timecards before
updating a new contract calendar that overlaps with the previous or current contract
calendar.

To generate timecards for accumulated wages during the regular payroll processing,
you do not need to run this program. Instead, you should set the system to create
timecards for accumulated wages during the final update in payroll processing.

What You Should Know About

Insufficient hours If an employee does not have enough hours accumulated to

accumulated cover a pay period, the system produces an exception report.
It includes only the actual hours accumulated on the
timecard.

Accumulated wages The system stores accumulated wage information in the

remaining Accumulated Wage History table (F0628). The system

continues to create payments for any accumulated wages
remaining unless you purge the history table.
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See Also

= Running Final Update (P06250)
= Attaching a Contract Calendar (P060101)
= Updating Employee Records for Contract Calendars (P08936)

Processing Options

See Generate Accumulated Wages Timecards (P063910).

Data Selection

Select the employee(s) whose timecards you want to generate.
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Working with Uploaded Timecard Information

Uploaded timecard information is time entry information that has been entered in
third-party software and then transferred to the JD Edwards World Payroll system.
This type of software typically saves time and helps reduce keying errors. The
timecard information might originate from sources such as:

= A remote PC time entry program
=  Custom systems
= Electronic Data Interchange (EDI) transactions

If you are using third-party software for time entry, you edit the uploaded timecard
information and use it to create timecards. You can then include those timecards in
payroll cycle processing to prepare the employees’ pay.

This section contains the following:

=  Revising Uploaded Timecard Information

=  Reviewing the Payroll Batch File Register

=  Creating a Version of the Payroll Batch Server

= Creating Timecards from Uploaded Information

=  Purging Processed Payroll Batches

The timecard information you upload is stored in the Employee Transactions Batch
table (F061162Z1) until you process it. When you process the uploaded timecard
information, the system moves it to the Employee Transactions Detail table (F06116)
with all other time entry information.

Before you create timecards from uploaded information, you can review the records
in the table to verify that they are correct. If you find an error, you can easily make
the necessary corrections.

You can print the Batch File Register to verify that the uploaded batches are correct.

Before you can create timecards from uploaded information, you must create a
version of the Batch Server that contains the processing options you want to use to
process the timecards.

After you have reviewed and revised a batch of uploaded timecard information, you
can use it to create timecards. After you create the timecards, the system processes
the uploaded batches. You can then include those timecards in payroll cycle
processing.

Canadian Payroll Guide (Revised - August 25, 2008) 3-53



Work with Uploaded Timecard Information

After you create timecards, you can purge the Employee Transactions Batch table of
the processed batches. When you purge this table, you conserve computer disk
space and make it easier to locate unprocessed batches.

Before You Begin

= Upload timecard information

Revising Uploaded Timecard Information

3-54

z}« From Canadian Payroll Master (G77), choose Time Entry
AP | From Time Entry (G7712), choose Edit Uploaded Timecards Menu

From Edit Uploaded Timecards (G07121), choose Payroll Batch File Review

Before you create timecards from uploaded information, you can review the records
to verify that they are correct. If you find an error, you can easily make the necessary
corrections. Reviewing and revising uploaded records before you create timecards
helps prevent errors in your regular timecard tables.

You can upload transactions to the Employee Transactions Batch table (F0611621)
and review the uploaded information. When you run the Payroll Batch File
Processing program (P061102Z), the system creates timecards in the Employee
Transactions Detail table (F06116).

When you revise uploaded information, you can set processing options to display
records by individual or by job or business unit. The system allows minimal editing
in this batch program. Full editing occurs during payroll batch file processing.
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To revise uploaded timecard information

On Payroll Batch File Review

Ilf'hgﬁgiii Payroll Barch File Ruvie =
| Ioch Hel 7

ORACLE 1p Edwards Warld
Deaczrman Wenld Flesauiess
i RR 7 &,
Figtd Sonsmee Help aEaLz Fagrall Bateh File Pewvieu
N Ensplery Enca Mossage Procsssed [B/1) [
.I:lcnll.-ry.'-unnnr.: e  ro— Py, [—
[t P Mateh Husbsr I¥ o= ALL Natehes Theu Date, [
Cratml
NClear Soeen
Uzer Batch Tranenit
1] 1] Hunber Dats
[ oeno ke
Dpti 1=Batch RevisionsTrams 2=Bateh Sists Fd=More Detedl F2d=More 4

1. Complete the following fields:
=  Processed
= UserlD
= Batch Number

2. To further limit your search, complete one or more of the following optional
fields:

=  From Date
= Thru Date
If the system highlights the User ID, the batch has been processed.
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3. Access the detail area.

[~ 06012 Payrolt Barch Fite Ruvie

=0
]
| Tooh Help o
ORACLE 1p Edwards Warld
Wehanld Redauices
i RR 7 &,
Figld Sonsive Help BRE1E Pagrall Bateh File Pewleu
J|Capiay Enor Messoga Prosessed (1), [0
.I:lcnll.-ry.'-unnnn: e  r— Py, [—
[t P Mateh Husbsr Ir o= ALL Natehes Theu Date, [
Cratml
NClear Soeen
Uzer Batch Tranenit
1] 1] Hunber Dats
[ oeno ke
Lines 1

Upt! 1=Batch Revisions/Trams. 2=Balch Stets Fd=Morc Detedl Fdd=fore

4. Review the following field to see the number of lines in each batch:

=  Lines

review.

Based on how you set the processing options, the system displays either Batch
File Revisions by Individual or Batch File Revisions by Job. These forms are
similar to the regular time entry forms. You can add, change, or delete records

in an unprocessed batch.
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6. On Batch File Revisions, review the following field:

= User Batch

7. Toreview detail information for an employee, choose the Full Detail function on
the employee’s record line.

G .
[ 0601 21W  Timw Entry by Emp Add lnfurm
| Functions Tools Help -

Wil 7 a,

User T0BERD
Uawr fateh BaGE Line Hunber  GGA01

Peds Ddoplay
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Tebl e ane S/l flrt

Dtk [DBBESLT Hnes e Taxh

Lizm Feedki Fieces Roty
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8. On Additional Information, choose the Update function to revise any
information.

9. Change or enter information in any of the fields.

Enter corrections or override information only. The server fills in blank fields
during the processing program.

10.
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Field

Explanation

Processed (0/1)

User Batch

An indicator to mark records as successfully processed
through the batch processing system. After a record has
been marked as processed, it can no longer be updated
through the batch processing program.

Valid values are:

Y Unprocessed only

N Processed and unprocessed

The number that the transmitter assigns to the batch.
During batch processing, the system assigns a new batch

number to the JD Edwards World transactions for each
control (user) batch number it finds.

Form-specific information

The user batch number is the identification number for the
uploaded records. It does not correspond to the batch
number that you assign when you enter timecards.

What You Should Know About

Reviewing printed
information

Revising processed
information

Processing Options

Alternatively, you can print the Batch File Register to review
the uploaded timecard information before it is processed.
After reviewing the printed information, you can make
revisions.

See Reviewing the Payroll Batch File Register.
You cannot use Payroll Batch File Review and Revisions to

revise processed batches. Instead, use the regular Time Entry
forms.

See Payroll Batch File Revisions with Review (P0601Z71).

See Also

= Entering Timecards by Employee (P061121) or Entering Timecards by Job or Business
Unit (P061161) for the information required on timecards

Reviewing the Payroll Batch File Register

#N_ | From Canadian Payroll Master (G77), choose Time Entry
A/~ | From Time Entry (G7712), choose Edit Uploaded Timecards Menu
From Edit Uploaded Timecards (G07121), choose Payroll Batch File Register
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After you revise uploaded timecard information, you should review the Payroll
Batch File Register to verify that the timecards are correct. This report is similar to
the Time and Pay Register that you print after you manually enter timecards.

See Also

=  Reviewing the Time and Pay Register (P063001)

Creating a Version of the Payroll Batch Server

#N_ | From Canadian Payroll Master (G77), choose Time Entry
> From Time Entry (G7712), choose Edit Uploaded Timecards Menu
From Edit Uploaded Timecards (G07121), choose Payroll Batch Server

Before you can create timecards from uploaded information, you must create a
version of the batch server that contains the processing options you want to use to
process the timecards. You specify this version in the processing options for payroll
batch file processing (P06110Z).

The Batch Server is a DREAM Writer program (XT0611621). You cannot run this
program from the menu or from the DREAM Writer processing form.

Typically, you create a version of this program only once, and reuse the version each
time you create timecards from uploaded information.

Processing Options

See Payroll Batch Server (XT06116Z71).

Creating Timecards from Uploaded Information

#N | From Canadian Payroll Master (G77), choose Time Entry

N7 From Time Entry (G7712), choose Edit Uploaded Timecards Menu

From Edit Uploaded Timecards (G07121), choose Payroll Batch File Processing

You must create timecards from uploaded information to pay employees or account
for time and labour. After you have reviewed and revised a batch of uploaded
timecard information, you can use it to create timecards. You can then include those
timecards in your usual processing.

You use the batch file processing to:

= Edit the uploaded transactions against other constants tables in the payroll
system

= Create the timecards

This process transfers the uploaded information from the Employee Transactions
Batch table (F06116Z1) to the Employee Transactions Detail table (F06116).

You can create proof and final versions of this program. When you run the proof
version, the system prints the Employee Transaction Update and Transaction Errors
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reports without updating the Employee Transactions Detail table (F06116). Correct
any errors before running the final version.

When you run the final version, the system:
= Assigns numbers to the payroll transactions and batches
= Processes blank values

= Creates and prints the Employee Transaction Update report and the Transaction
Errors report

= |dentifies transactions as processed

If there are no errors on the Transaction Errors report, the system creates timecards
in the Employee Transactions Detail table (F06116) and you can purge the processed
transactions. If there are errors on the report, the system does not create any
timecards.

See Also

= Revising Uploaded Timecard Information (P06012) for information about making
corrections

Processing Options

See Payroll Batch File Processing (P061102).

Purging Processed Payroll Batches

3-60

ZX From Canadian Payroll Master (G77), choose Time Entry
/< | From Time Entry (G7712), choose Edit Uploaded Timecards Menu

From Edit Uploaded Timecards (G07121), choose Payroll Batch File Purge

After you create payroll timecards, you should purge the processed batches.
Purging batches conserves disk space and makes it easier to locate unprocessed
batches. You can use either of the following methods to purge batches:

=  Set the processing option for creating timecards to purge processed information
automatically

= Use the Batch File Purge utility to purge processed batches

When you purge processed batches, the system removes records from the Employee
Transactions Batch table (F06116Z1). Alternatively, you can specify that the system
save them to a special purge library.

When you save purged records, the system creates a new physical file in a special
purge library. The name of the library is JD Edwards World followed by the current
date. For example, if you purge the batch table on January 31, 1998, the system
creates a file in a library called JDE013198. If you purge two tables on the same date,
the records from both purged tables are saved in the same library. You can
reorganize the purged tables after the purge process.
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See Also

=  Creating Timecards from Uploaded Information (P061102)

Processing Options

See Batch File Purge (POOPURGE).
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Overview to Payroll Cycle

Objectives

= To process employees through a payroll cycle

About the Payroll Cycle
The payroll cycle is a process you complete to pay your employees. The payroll
cycle consists of the following five steps:
= Process pre-payroll
=  Print payments
=  Process pro forma journal entries
= Print payroll cycle reports
= Process final update
Processing the payroll cycle includes the following tasks:
=  Processing pre-payroll
= Reviewing payroll cycle information
= Working with payments
= Resetting payroll cycle steps
=  Processing pro forma journal entries
= Working with payroll cycle reports
= Processing the final update
= Working with journal entries
= Correcting errors in pre-payroll processing

Processing pre-payroll is the first step in the payroll cycle. You must successfully
complete this step before you can perform any of the other steps. You process pre-
payroll to create the workfiles that the system needs to produce payments and
reports. Payments are the forms that employees receive when they are paid. You can
set up employees to receive automatic deposit advice slips, paycheques, and
payslips. You print reports to verify that payroll information is correct.

You create the pro forma journal entry workfile to prepare the journal entries for
posting to the general ledger.

You print reports to verify that payroll information is correct. You can print payroll
cycle reports at any time after pre-payroll and before final update.

Canadian Payroll Guide (Revised - August 25, 2008) 4-1



Overview to Payroll Cycle

42

Final update is the last step in the payroll cycle. You use final update to update
employees’ transactions, tax, and payment history, and to create actual journal
entries from the pro forma entries. After you run the final update, you cannot
change information related to that payroll. The system allows you to automatically
post journal entries during the final update.

When you encounter errors prior to the final update, you can correct them and
rerun the necessary steps. In some cases, you might need to reset a step before you
can rerun it.

What Is a Payroll ID?

The payroll cycle is driven by a payroll ID and a program version. You must set up
a payroll ID and assign it to a program version that selects employees to be paid.
The payroll ID identifies the payroll version library where the system stores all the
information for a payroll cycle. You use the same payroll ID for all steps of the
payroll cycle. You can also use different payroll IDs and program versions to
process multiple payrolls simultaneously.

What Are Locked Out Employees?

To manage payroll processing and prevent anyone from changing current payroll
information for included employees, the pre-payroll program initiates a payroll
lockout condition for all employees included in the pre-payroll. If you locate an
employee who is included in a payroll, the system displays a warning message.

When the system establishes a lockout, it remains in effect until the final update is
complete. During lockout, with the exception of timecards, only the person who
submitted pre-payroll can update any of the records of employees included in the
pre-payroll.

If an employee is locked by one payroll ID, you cannot include that employee in
another payroll ID until the lock is cleared. To clear the lock, you must either
complete the final update or reset the payroll.

See Also

= Resetting the Payroll ID (P06217)

What Causes a Scheduling Lock?

A scheduling lock error can occur during any step of the payroll cycle. It may occur
for the following reasons:

= Two users try to submit the same payroll.
=  Two users try to submit the same payroll ID at the same time.

= One or more users is working in a time entry screen for an employee who is
locked to a payroll. This is monitored by active time entry sessions.

= Payroll is being used in two separate environments.
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See Also

=  Correcting a Scheduling Lock Error (P06215)

What Causes a Scheduling Lock?
A scheduling lock error can occur during any step of the payroll cycle. It may occur
for the following reasons:
=  Two users try to submit the same payroll.
= Two users try to submit the same payroll ID at the same time.

= One or more users is working in a time entry screen for an employee who is
locked to a payroll. This is monitored by active time entry sessions.

= Payroll is being used in two separate environments.

See Also

= Correcting a Scheduling Lock Error (P06215)

Canadian Payroll Guide (Revised - August 25, 2008) 4-3






Process Pre-Payroll

Processing Pre-Payroll

Processing pre-payroll is the first step in the payroll cycle. You must successfully
complete this step before you can perform any of the other steps.

Employes Time Employees Time
Mairtenance Eritry Maintenance Eritty

Pre-
Update Payroll
Reports Paymernts

Journal
Entries

This section contains the following:

Running Pre-Payroll

Reviewing Payroll Reqgisters

Reviewing Time and Pay Entry Reports

Reviewing the Federal Tax Distribution Summary Report

Reviewing Payment Reports

Reviewing the Terminated Employees Being Paid Report

Processing Pre-Payroll for Changes Only

You use pre-payroll processing to:

Specify the employees to include in a payroll cycle.
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= Generate timecards for employees who are set up for autopay. Autopay
employees are those for which you do not need to enter timecards for regular

pay.
= Process timecards entered for the pay period.
= Calculate gross-to-net pay for employees.

= Calculate Spousal Life Insurance Premiums for employees who have that DBA
assigned.

= Create the workfiles that the system needs to produce payments and reports.

= Print reports listing PDBAs, taxes withheld, and any unique overrides used in
the calculations.

To begin pre-payroll processing, you must enter a payroll ID and submit it for
processing. The payroll ID identifies the payroll version library where the system
stores all the information for a payroll cycle.

After you process pre-payroll, but before you print payments, you should verify the
accuracy of the payroll information. To verify the accuracy, review the reports you
selected to print during pre-payroll processing.

If your pre-payroll reports identify any errors in employee salary or timecard
information, you must correct the errors and rerun pre-payroll. To reduce computer
processing time, you can rerun pre-payroll for only those employees whose
information you corrected. This type of processing is called processing a pre-payroll for
changes only.

Before You Begin

= Enter new and updated employee information, such as new hire information,
pay increases, and so on. See Entering Employee Information.

= Print a roster to review job and pay information for current employees. See
Verifying Employee Information.

= Enter timecards for employees whose timecards are not automatically
generated. See Entering Timecards by Employee.

= Set up versions of the payroll cycle reports. You typically set up these reports
only once, and reuse them each payroll cycle. See Setting Up Payroll Cycle
Reports.

= Create a program version for pre-payroll processing. You typically create a
version only once, and reuse it each payroll cycle. See the Technical Foundation
Guide for information on creating a version.

What You Should Know About

Printing reports If you need to reprint any of the pre-payroll reports, you can
print them from the Reports Only menu selection. For more
information, see Printing Payroll Cycle Reports.
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Setting up reports You can select the reports from a menu selection on the
Paycycle Report Setup menu (G0746). Use the menu selection
only to set up reports. You cannot run the reports directly
from this menu.

See Also

= Reviewing the Fiscal and Anniversary Rollover Report (P063903), for information
about fiscal and anniversary rollovers

= Appendix A — Technical Overview of the Payroll Cycle in Payroll Users Guide for
information about the tables affected by pre-payroll processing

Running Pre-Payroll

To begin pre-payroll processing, you must enter a payroll ID. The payroll ID
identifies the payroll version library where the system stores all the information for
a payroll cycle. The payroll ID also identifies the program version that you use to
choose employees and process them through the payroll cycle. You use this ID when
you run all subsequent steps in the payroll cycle.

To process a full pre-payroll, you can either:
= Create a new payroll ID
= Choose an existing payroll ID

You should create one payroll ID for each selected group of employees, such as
salaried employees, hourly employees, and so on. You might also want to create
additional IDs for processing special groups of employees, such as only those
receiving interim payments or a special bonus payroll. After you create a payroll 1D,
you can choose it again in subsequent pay periods to process payroll for that group
of employees.

Creating a New Payroll ID

#N | From Canadian Payroll Master (G77), choose Pay Cycle Processing
> From Pay Cycle Processing (G7713), choose Pre-Payroll Processing

You must create a new payroll ID when you process payroll for a selected group of
employees for the first time.

When you create a payroll ID, you must assign a unique program version to it. You
use this version to choose the employees to include in that payroll cycle. A program
version can be assigned to only one payroll ID. If no suitable program version exists,
you can add a new version when you create the new payroll ID.
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Caution: Make sure that the version you specify is not already assigned to
another payroll ID. The system checks for duplicate version numbers, and it
will display a scheduling lock error if two users try to submit the same
payroll ID at the same time. See Correcting a Scheduling Lock Error (P06215)
for details.

When you create a new payroll ID, you specify the pay period information that the
system needs to process the payroll cycle. You also specify the reports you want to
print during pre-payroll.

In addition to entering the basic information you need to process pre-payroll, you
can enter additional parameters such as:

= A minimum payment amount

= Job step progression information

To create a new payroll ID

On the first Pre-Payroll Processing form

| ZT0THG Pra-Payroll Processing =oE

CORACLE i Edwards Warld

Dacemanl Wenld Resauices

this Pegrall Processing Cycle

Cansdisn Pre=Paurall Froceds

Press ENIEE to Continose

1. Complete the following field and press Enter:

= Payroll ID
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2. On the second Pre-Payroll Processing screen to assign a report version to the
payroll ID, complete the following field:

= Version
3. Complete the following field:
= Pay Cycle Code

4. Use the Cycle Constants function.
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5.
period for the payroll cycle.
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On Master Pay Cycles, choose the Return with Date option to assign a pay
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6. Under Pay Cycle Information, review the following fields:
=  Year
= Pay Cycle Code
= Pay Period Ending Date
=  Type of Processing
= Country Code
7. To process fiscal and anniversary rollovers during the payroll cycle, enter a
program version in the following field:
=  Fiscal/Anniversary Rollover
8. To process step progression history during the payroll cycle, complete the

following field:

Process Step Progression History
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9. Under Detail Information, review the following fields:

= Work Dates

= Cheque Date

= Period Number

= Company Number

= Pay Cycle Group Code

= Bank Account Number

=  Minimum Cheque Amount

= Denomination Minimum

= Process Calendar Month Basis DBAs
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10. Under Report Selection, enter a report version for the following required report:
= Net Pay Instructions

11. Enter a report version for at least one of the following reports:
= Payroll Register
= Summary Payroll Register

You must print at least one of these two reports. If you do not enter a version
number for either report, the system prints the default version (XJDE0001) of the
Payroll Register.

12. Enter a report version for the following optional reports:
= Time and Pay Entry Journal

= Federal Tax Distribution Summary

4-12 JD Edwards World, A9.1



Process Pre-Payroll

13. To enter additional parameters, choose the Additional Payroll Cycle Parameters

function.
i [T —— y
| = 072102 kel Payrall Cyche Paramaser O
| Tod Hep -
ORACLE b Edwards World
Dacamani Ersad Wehanld Redauices
R 7 3,
Figld Sonsive Help ar21m2 Add’ L Payroll Cycle Parameters Year 17
o plary Enca Mosssge
-|.I'Frrl..'|y."||l'|l"'.l'|l'|l: Fay Cycle Informaticn:
[t Frosgmen Pra=Payedll Versisn 3 Onnndisn Pra=Payroll Préceantn
Fay Guele Code AW Risrei iy
Fay Period Ending Date 08/ 20717
Tyee af Processdeg I Interim Gnly Processing

Fdditienal Paranebers
Frocess Step Prog. History I
Tntarconpany Tattlsnants r

Fa=Exit

14. On Additional Payroll Cycle Parameters, complete any of the following optional
fields:

= Company Number

= Pay Cycle Group Code

= Type

= Bank Account Number

= Minimum Check Amount

= Denomination Minimum

= Calculation Monthly DBAs

= Qverride Auto Deposit

=  Process Step Progression History

= Group Plan Override

= Intercompany Settlements

= Date for Updating Tips File

= Use Full or Abbreviated Key
15. Exit to the second Pre-Payroll Processing form.
16. Choose the Submit Job function.
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Field

Explanation

Payroll ID

Pay Cycle Code

Type of Processing

This is the ID you use to process each step of the payroll
cycle. When you are processing payroll, a library is created
that holds all of the tables necessary for that specific payroll
cycle. The library is named PAYRLxxx, where xxx is the ID
for the payroll.

The Payroll system can contain only one PAYRLxxx library,
which stores the payroll ID workfiles, at one time. To avoid
overwriting IDs, JD Edwards World recommends that you
reserve IDs 001 through 799 for your production
environment, IDs 800 through 899 for your test
environment.

If you delete a payroll ID, you can reassign its program
version to another payroll ID.

A code that identifies the values for a master pay cycle.
Form-specific information

After you enter a code in this field, access the master pay
cycles to load the pay period ending date, work and check
dates, standard hours for that pay period, and period
numbers used to calculate DBASs. In subsequent payroll
cycles, the system automatically completes these fields. The
next time you run this payroll ID, you see values for the
next pay period.

A code that indicates the kind of pre-payroll processing that
you want to submit. Once you run a regular pre-payroll
processing (types 1, 3, 5, or 7), the system sets this field to
the corresponding changes only type (2, 4, 6, or 8
respectively) when you need to run pre-payroll processing
for changes only . The system verifies the field against the
hard-coded Processing Type Codes user defined code list
(07/ST).

What You Should Know About

Subsequent payrolls

Job logs

4-14

Pay cycle and detail information is saved and protected from
change for subsequent payrolls. You must use the Unprotect
function if you want to make any changes.

The system creates job logs for every step of the payroll cycle
except print payments. A job log does not necessarily
indicate that there is a problem. However, you should check
the user messages for the message that the job completed
successfully.
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Print paycheques version  The version number you enter for the Print Paycheques
report must match the version numbers that control other
types of payments, such as cheques, auto deposits, payslips,
attachments, and the cheque register.

See Setting up Payroll Cycle Reports for more information on
setting up these versions.

Inactive field The Accelerate Submission field is currently inactive.

Standard hours The second Pre-Payroll Processing screen displays the
number of hours for which autopay employees will be paid.

Printing mailing labels When you are ready to print and mail cheques or other
payroll-related documents, you can use the Print Mailing
Labels option to print standard 4-up, or Cheshire mailing
labels in a laser format.

See Also

= Processing Fiscal and Anniversary Rollovers (P07210)
= Activating Intercompany Settlements for a Payroll ID (P07210)
= Creating a Payroll ID that Uses Step Progression (P07210)

Data Selection for Pre-Payroll

When you add a new pre-payroll program version, do not include an employee in
more than one payroll cycle. If you do, the system includes the employee in only the
first payroll ID you process.

JD Edwards World recommends that you include pay status in your data selection.

To include terminated employees in pre-payroll processing, include the terminated
pay status in your data selection for the pre-payroll program version. The pre-
payroll process selects only those terminated employees whose termination dates
are on or after the pay period beginning date.

Data Sequence for Pre-Payroll

The report versions for the Payroll Register and Summary Payroll Register must
have the same data sequencing as the program version for pre-payroll processing
(P07210), although they do not have the Payroll Lockout ID. The pre-payroll version
stores the lockout ID for all payroll reports. The data sequence of the pre-payroll
version controls the order in which the system prints data for both payroll registers.

Caution: The Payroll Lockout ID must be the first data sequence parameter
in the program version (P07210).

Canadian Payroll Guide (Revised - August 25, 2008) 4-15



Process Pre-Payroll

Choosing an Existing Payroll ID

¥N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
AY< | From Pay Cycle Processing (G7713), choose Pre-Payroll Processing

You do not need to create a new payroll ID each time you process a payroll cycle.
After you create a payroll ID, you use it again in subsequent pay periods to process
payroll for that group of employees.

When you choose an existing payroll ID, a program version is already assigned to it.
You can enter a different program version, if that version is not assigned to another
payroll ID.

You also can change the parameters for an existing payroll ID. For example, you
might need to choose additional reports to print.

When processing is complete, the system prints the pre-payroll reports for which
you entered report versions.

To choose an existing payroll ID

On the first Pre-Payroll Processing form
1. Complete the following field:
=  Payroll ID

2. On the second Pre-Payroll Processing form, make any necessary revisions and
press Enter.

3. Choose the Submit Job function.

Reviewing Payroll Registers

After you process pre-payroll, but before you print payments, you should review
the payroll register to verify the accuracy of your information.

You must print either a Payroll Register or a Summary Payroll Register.

If you did not enter a version for the register, the system prints the default version
(XJDEOO001) of the Payroll Register.

Reviewing payroll registers includes:
= Reviewing the Payroll Register

= Reviewing the Summary Payroll Register

See Also

= Setting Up Payroll Cycle Reports (P063012)

= Correcting Errors in Pre-Payroll Processing (P07210) for information about
correcting errors listed on the Payroll Register reports
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Reviewing the Payroll Register
Use the Payroll Register to verify that the correct employees are being paid and that
the system correctly calculated:
= Employees’ gross-to-net amounts

= Spousal Life Insurance Premiums, if this DBA has been set up for an employee
or a Benefit Group

You can review employee earnings for this payroll cycle by pay type, deductions,
benefits, and accruals. Reviewing all of this information on the payroll register
simplifies the process of reconciling total accrual liability.

The report lists the following information:

= Pay type, deductions, benefits, and accruals for each employee by business unit
= Totals by pay type for each business unit

= Taken and available amounts for all types of accruals

= Grand totals by pay type for each company

= Cheque control numbers

Control numbers are system-assigned numbers that you can use to help track your
actual payment numbers. The system also uses a control number to complete all the
necessary account reversals when you void a payment and to track journal entries.
The control number is particularly important because the system cannot track your
actual payment numbers.

JD Edwards World recommends that you run the register again during the payroll
cycle reports step in order to review the actual payment numbers at that time.

A warning prints on the report when the total gross amount minus the deductions
printed on the report does not equal the total net amount.
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063012 JD Edwards World Page - 1
Payroll Register Date - 6/25/17
Company - 00077 A Model Canadian Payroll C Period - 04/11/17
BU - 707 Corporate Administration
Intrm User-
.......... Earnings. . .. . .. . .. .. - +---... Deductions . . . ..
Employee Type Earnings Hours Rate Curr. Amt YTD Amount  Type Deduction Curr. Amt YTD Amount
256-136-888 7701 001 Regular 0.80 11.250 9.00 9.00 **  Gross Wages 10.08 10.08
Anthony Holiday 7720 H&W - Canada 0.40 0.40 CAN FED 1,735.70
7770 BC Medical 70.00 70.00 CAN CPP 223.22
7780 Vacation Pay 1.08 1.08 CAN UIC 1.82 271.25
7706 Dental Fam 8.26 8.26
***  Total: 0.80 Gross: 10.08 10.08 *** Total Ded’s 10.08
Taxbl : 80.48 80.48
Route: Ck Cntrl #: 171483 - ** Net Pay **
184-560-670 7702 001 Regular 0.80 12.350 9.88 9.88 ** Gross Wages 11.16 11.16
Derrick, Leslie 7720 H&W - Canada 0.40 0.40 CAN FED 20.00 9,109.27
7780 Vacation Pay 1.28 1.28 CAN CPP 661.22
CAN UIC 0.45- 293.55
9997 Overpayment 8.39- 8.39-
***  Total: 0.80 Gross: 11.16 11.16 *** Total Ded’s 11.16
Taxbl : 11.56 11.56
Route: Ck Cntrl #: 171491 - ** Net Pay **
481-560-670 7703 001 Regular 80.00 27.179 2,038.46 2,038.46 ** Gross Wages 2,038.46 2,038.46
Bellas, Debbie 7701 RRSP Co. 50.96 50.96 CAN FED 399.61 4,905.08
7705 Dental/Co. 8.64 8.64 CAN CPP 66.21 602.91
7740 CarAllowCAN 410.00 410.00 CAN UIC 0.45- 344.55
7785 Salary Vac 305.77 305.77 7700 RRSP 101.92 101.92
***  Total: 80.00 Gross: 2,038.46 2,038.46 *** Total Ded’s 567.29
Taxbl - 2,346.54 2,346.54
Ck Cntrl #: 171504
- 1 Auto Deposit Document Amt 1,421.17
- 2 Auto Deposit Document Amt 50.00
Route: Ck Cntrl #: 171504 - ** Net Pay ** 1,471.17
652-136-888 7704 001 Regular 80.00- 22.369 1,789.52- 1,789.52- ** Gross Wages 1,789.52- 1,789.52-
Rivard, Jacques 4800 Earnings 1,789.52- 1,789.52- CAN FED 185.03- 1,800.67
7701 RRSP Co. 26.85- 26.85- QPP - 42.24- 389.51
7775 QHIP 67.11- 67.11- CAN UIC 44 .70~ 298.20
7785 Salary Vac 268.43- 268.43- Quebec Provi 238.01- 2,400.34
7700 RRSP 53.69- 53.69-
7706 Dental Fam 12.35- 12.35-
7730 CSB Canada 25.00- 25.00-
***  Total: 80.00- Gross: 1,789.52- 1,789.52- *** Total Ded’s 601.02-
Taxbl : 1,735.83- 1,735.83-
Route: Ck Cntrl #: 9216 - Void Check Cntrl# Ck # 74774 ** Net Pay ** 1,088.50- Ck Dt 04/17/17

Reviewing the Summary Payroll Register

If you are processing payroll for a large number of employees, you might find it
easier to use the Summary Payroll Register to review employees’ gross-to-net
earnings because it shows only one line per payment.

The Summary Payroll Register shows which employees’ gross-to-net calculations
are incorrect and which employees exceed the maximum net pay limit you set.
During setup, you can decide whether to make gross-to-net errors soft (you can
continue with processing) or hard (you must correct them before continuing).

The following list describes some of the columns that print on the Summary Payroll

Register:
Column Description
Wages This column represents the total of all pay types and earnings entered
on the employees’ timecards.
Benefits This column represents the benefits that the system calculated for the

employees. When you print this report during pre-payroll, it includes
all benefits calculated in pre-payroll, including those benefits that
have no effect on gross or net pay. When you print this report during
the step that prints the payroll cycle reports, after you have processed
pro forma journal entries, it includes all benefits.
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Column Description

Gross Pay This column represents earnings plus the benefits that the system
added to net pay.

The error messages that print on the Summary Payroll Register include:

Error Message Description

MAX Net pay exceeds the maximum pay specified in the processing
options.
GTN Gross-to-net error.
ERR Both MAX and GTN errors exist.
063013 JD Edwards World Page - 1
Summary Payroll Register Date - 6/25/17

Period - 04/11/17
Payroll 1D — 003

Company - Home . . 00077 A Model Canadian Payroll Co
Home Bus. Unit . . 707 Corporate Administration
...... EMPLOYEE . . . . . Check I Err

Number Name Hours Wages Benefits Gross Pay Deductions Taxes Net Pay Control C Msg
7701 Anthony Holiday 0.80 9.00 116.69 10.08 8.26 1.82 171483 N
7702 Derrick, Leslie 0.80 9.88 46.90 11.16 8.39- 19.55 171491 N
7703 Bellas, Debbie 80.00 2,038.46 583.05 2,038.46 101.92 465.37 1,471.17 171504 N
7704 Rivard, Jacques 80.00- 1,789.52- 138.96- 1,789.52- 91.04- 509.98- 1,088.50- 9216 Y GTN
7704 Rivard, Jacques 80.00 1,692.31 139.79 1,692.31 63.12 410.12 1,219.07 171512 N
7775 Deveny, Cindy L. 80.00 2,615.38 490.39 2,955.38 143.12 927.76 1,884.50 171521 N
7776 Guerre, John M. 80.00 1,361.54 315.78 1,538.54 66.81 322.84 1,148.89 171539 N
7777 Bureau, Richard M. 80.00 1,826.92 403.80 2,064.42 103.70 513.65 1,447.07 171547 N
7778 Klassen, Lisa M. 80.00 1,591.35 370.65 1,798.23 107.83 407.85 1,282.55 171555 N

Reviewing Time and Pay Entry Reports

If the program version you used to process pre-payroll contains employees who
have autopay, you should verify timecard information for those employees before
you print payments. When you print the Time and Pay Entry Journal (also called the
Time and Pay Register) during pre-payroll processing, it includes timecard
information for autopay employees.

If you choose to print the Time and Pay Register, the system might also print a Time
and Pay Exception report. This report lists employees who have:

= Business unit security violation (employee not paid)

= Hours or rates over the maximum specified in processing options

= Hours or rates under the minimum specified in processing options

= Pay rates different than those entered in the Employee Master table
= Hire dates that are greater than the pay period ending date

= Pay stop dates that are less than the pay period beginning date

= Qvertime hours paid

= Vacation or sick time taken exceeds the minimum available amounts

= Excessive pay rates
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= Regular pay bypassed because of interim cheques
= Benefits or deductions bypassed because of interim cheques

= No pay rates entered in one or more timecards

063051 JD Edwards World Page - 2
Time and Pay Exception Report Date - 6/25/17
From - 03/29/17
Thru - 04/11/17
....... Employee . . . . . . . . . Pay Type . . Work Gross
Number Name No. Description Date Account Number Hours Rate Pay
7701 Anthony Holiday 1 Regular 04/11/17 707.8115 . 0.80 11.250 9.00
0.80 9.00
Holiday, Anthony 0.80 9.00
7702 Derrick, Leslie 1 Regular 04/11/17 707.8115 . 0.80 12.350 9.88
0.80 9.88
Derrick, Leslie 0.80 9.88
7703 Bellas, Debbie 1 Regular 04/11/17 707.8115 . 16.00 27.179 407.69
1 Regular 04/11/17 707.8118 . 64.00 27.179 1,630.77
80.00 2,038.46
Bellas, Debbie 80.00 2,038.46
7704 Rivard, Jacques 1 Regular 04/11/17 707.8115 . 80.00- 22.369 1,789.52-
1 Regular 04/11/17 707.8115 . 80.00 22.564 1,692.31
7775 Deveny, Cindy L. 1 Regular 04/11/17 701.8115 . 80.00 34.872 2,615.38
80.00 2,615.38
Deveny, Cindy L. 80.00 2,615.38
7776 Guerre, John M. 1 Regular 04/11/17 701.8115 . 80.00 18.154 1,361.54
80.00 1,361.54
Guerre, John M. 80.00 1,361.54
7777 Bureau, Richard M. 1 Regular 04/11/17 701.8115 . 80.00 24.359 1,826.92
80.00 1,826.92
Bureau, Richard M. 80.00 1,826.92
7778 Klassen, Lisa M. 1 Regular 04/11/17 701.8115 . 80.00 21.218 1,591.35
80.00 1,591.35
Klassen, Lisa M. 80.00 1,591.35

See Also

= Reviewing the Time and Pay Register (P063001)

Reviewing the Federal Tax Distribution Summary Report

You use the information on the Federal Tax Distribution Summary Report to
determine the federal tax burden for this payroll. Printing this report during pre-
payroll enables you to promptly submit federal taxes. The report lists totals of
taxable wages and federal tax amounts for the current period and month-to-date. It
also lists tax amounts by company for quarter-to-date and year-to-date.
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073

Com,
Tax

1T
CA
CB
CE
cc
CcD

170 JD Edwards World Page - 2
Federal Tax Distribution Summary Date - 6/25/17
Period End- 04/11/17
pany. . 00077 A Model Canadian Payroll Co
ID . . WCX162734
* * * Current Period * * * * * * Month-To-Date * * * Qtr-To-Date Year-To-Date
Tax Description Taxable Wages Tax Amount Taxable Wages Tax Amount Tax Amount Tax Amount
Canada Federal Income Tax 2,236.96 395.73 18,633.38 4,494.20 4,971.03 15,976.17
Canadian Pension Plan - emplee 2,510.98 66.21 15,600.91 374.15 436.94 1,264.13
Canadian Pension Plan - emplyr 2,510.98 66.21 15,600.91 374.15 436.94 1,264.13
Canada Unemploy Ins. - empl’ee 1,195.19 46.05- 9,925.19 173.25 217.95 935.85
Canada Unemploy Ins. - empl’er 1,195.19 57.26- 9,925.19 215.55 271.16 1,164.16
Total FEDERAL 424.84 5,631.30 6,334.02 20,604.44
Federal Deposit Information:
Income Tax Withheld 395.73
Total Canadian Pension 132.42
Total Unemployment Insurance 103.31-
Total Deposit Due 424.84

Reviewing Payment Reports

The reports related to the version you entered in the Print Paycheques field during

pre-payroll do not print until after you print payments. The system uses this version
to create the workfile that it uses to print payments. If you did not enter a version in
this field, the system uses the default version (XJDE000L).

See Also

=  Printing Payments (P07230) to review payment reports

Reviewing the Terminated Employees Being Paid Report

When pre-payroll processing includes terminated employees who are receiving
their last payment, the system automatically prints the Terminated Employees Being
Paid report. Use this report to verify that all tasks related to the employees’
termination have been performed.

063501 JD Edwards World Page - 1
Terminated Employees Being Paid Date - 7/01/17
Date — Endi
*ok ok ok ok ok ok ok Epployee ¢ ¢ * ok ok ok ok % Term Chg. Int Ck 1 Check
Employee No Name - Alpha . . . . . . . . . Date Ter Chan Description. . . . . Earnings Number S Date
184560670 Derrick, Leslie 04/04/17 RS Resignation 11.16 04/17/17
See Also

= Terminating an Employee (P070161)

Processing Pre-Payroll for Changes Only

From Canadian Payroll Master (G77), choose Pay Cycle Processing
> From Pay Cycle Processing (G7713), choose Pre-Payroll Processing

After you complete the pre-payroll processing, you should review the pre-payroll
reports. If you identify any errors in employee salary or timecard information, you
must correct the errors and then rerun pre-payroll. To reduce computer processing
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time, you can rerun pre-payroll for only those employees whose information you
corrected. This type of processing is called pre-payroll processing for changes only.

You must run a pre-payroll for changes only when you make any of the following
types of changes to employees included in a pre-payroll:

= Revise employee information that affects the payment, such as home company,
home business unit, annual salary, hourly rate, and marital status

=  Revise timecard information

= Add, change, or delete an interim cheque (based on the dates of the interim
cheques)

After you run pre-payroll processing for the first time in a payroll cycle, the system
selects the processing type for changes only if you rerun pre-payroll without
resetting the payroll ID.

If you run a pre-payroll for changes only, the system will not process the changes if
you:

= Have already printed payments
= Change the selection criteria for the pre-payroll program version

= Change the setup of a PDBA that affects one or more employees in the payroll
cycle

= Revise labour, autodeposit, or DBA instructions for an employee
= Revise wage attachment information for an employee

If you have printed payments or made any of these changes and revisions, you must
reset the payroll ID and then rerun pre-payroll processing for all the employees
included in the payroll cycle. Resetting the payroll ID restores the employees’ data
to the way it was before you processed pre-payroll.

See Also
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= Resetting the Payroll ID (P06217)
= Correcting Errors in Pre-Payroll Processing (P07210)

To process pre-payroll for changes only

On the first Pre-Payroll Processing form
1. Complete the following field:
= Payroll ID

2. On the second Pre-Payroll Processing form, verify the value in the following
field:

=  Type of Processing

3. Choose the Submit Job function.
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Field

Explanation

Type of Processing

A code that indicates the kind of pre-payroll processing that
you want to submit. Once you run a regular pre-payroll
processing (types 1, 3, 5, or 7), the system sets this field to
the corresponding changes only type (2, 4, 6, or 8
respectively) when you need to run pre-payroll processing
for changes only . The system verifies the field against the
hard-coded Processing Type Codes user defined code list
(07/ST).

What You Should Know About

Changes only processing
after printing payments

Canadian Payroll Guide (Revised - August 25, 2008)

If you need to process a pre-payroll after you have printed
payments, you must:

=  Reset the print payments workfile

=  Process the pre-payroll for the changes
=  Reprint the payments

=  Rerun the payroll cycle reports

=  Process the pro forma journal entries
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Reviewing Payroll Cycle Information

#N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
> From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset

At any time during a payroll cycle, you can review information about the payroll
cycle. For example, you can review:

= The status of each step in the payroll cycle

= The type of pre-payroll processing (full or only for changes)

= Employees who are in lockout mode

» The general ledger dates selected for labour distribution journal entries
= The pay period dates for the payroll cycle

» The beginning and ending numbers assigned to the cheques, automatic deposit
slips, and payslips printed

= Current status of payments and the autodeposit workfile

You use this information to determine when it is safe to proceed to the next step in
the cycle. This information can also help you determine whether any errors occurred
during the processing that would require you to rerun a step.

Pay cycle review information is stored in the Payroll Cycle Parameters table
(F06210).
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To review payroll cycle information

On Payroll Cycle Review/Reset

[T 06217 Pay Cycle ReviewTese = R
¥
Toch e A
C}RACLEJ! Edwards World
Dlacumant Warld Besouces  Sunpail
#1 X Tl &
Fiedd Sensme Help BBILT Pay Cycle Revieu/Mese lueri I—
N pleny Enor Mepsssge
HCeapileny Euncons Skip to Fagrotl 0 —
sl Friqunen
A
::"':'ED"L?": . . Snatus Godes Pre Jal Seq
WAE Al Wbt Virsions
D ke P b,__ELﬂL:'c 0 I Dezerimtian User Pre Chik JEx Rpk Fml 1 2 Typ Czd Cod
'C'I;E' 3'.-.,:::0 = I 001 Pre-Pewrsll Proceseing 1 3
- [" 083 canadisn Fre-Paysnll Pra 1

Ogt: 1=EE Infe  2=I0 Summary 3=MFRYL B=10 Reset 7T=Chh Reset FldsMare

1. Review the information in the following fields:
= Status Codes - Pre-Payroll Processing (Pre)
= Status Codes - Print Payroll Cheques (Chk)
= Status Codes - Payroll Journal Entries (JES)
=  Status Codes - Reports Only (Rpt)
= Status Codes- Final Update (Fnl)
= Status Codes - Payroll01 (1)
= Status Codes - Payroll02 (2)
=  Type of Processing (Prc Typ)
= Payroll Expense Type (Jnl Cod)
= Sequence Code (Seq Cod)
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2. Access the detail area.

|Fiead Sensive Help BE217 Fay Cyole Hevies/Feset
| s plery Enor Mpsssge
jjCsplay Funcsons Skip to Pagroll I —
]
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Fay Cycle Code oW Biweekly
I 883 Canadien Bre-Payroll Fre Te &
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Wark Dates- Fres R TR - Thru1 04710727
Py Cycle Code 1} Biwezkly
Ogt: 1=EE Infe  2=I0 Summary 3=MFRYL B=10 Reset 7T=Chh Reset FldsMare i

3. Review the information in the following fields:
= Pay Period Date
= Check Date
= Work Dates

= Pay Cycle Code
4. Choose the Employee Information option to review a list of employees locked
by this payroll ID.

(665 B Veron 1 Evlayes Winbe %)
ﬂ:ﬁﬂl fptiora ool M -
T B 4,
Payrell I0 833 Canadian Pre-Pagrall Processirg
Skip to Company Bus, lnit Lmplospee

BB .

Fisseen, Lisa

5. Exit the window.
6. Choose the ID Summary option to access summary information about a payroll
cycle.
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7. Exit the window.

8. Choose the NPAYI option to access information about net pay instructions.

[0rip1 et Py fmstructions
| Funciom ook el

=

A

v = f
Fayrall IT
Camadian Pre-Fagrall Processim
Cyrrent STEiy
Feint ©
Rty Degs
Cash Fey

Ruks Taps Craet
Grloinal Stat
Conputer

Muto b

Caikh Pay

Ranual Chechs
iprumgn by From

Checks

Fayslips

Buin Deps

Field

Explanation

Pre

A code that indicates the status of the Pre-Payroll
Processing for this version. Valid codes are:

Blank Not executed for payroll ID

A Active or on job queue

1 Completed

E Canadian Corporate Tax ID not set up
S Schedule lock

You cannot change the pre-payroll processing status to
complete.
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Field Explanation

Chk A code that indicates the status of the Print Payroll Checks
for this version. Valid codes are:

Blank Not executed for payroll ID
A Active or on job queue

1 Completed

S Schedule lock

You cannot change the print checks status on the Reset
Payroll Parameters form. To reprint payments, you must
reset the payment workfile.

JEs A code that indicates the status of the Payroll Journal
Entries for this version. Valid codes are:
Blank Not executed for payroll ID
A Active or on job queue
1 Completed
S Schedule lock
Rpt A code that indicates the status of the Payroll Reports Only
for this version. Valid codes are:
Blank Not executed for payroll ID
A Active or on job queue
1 Completed
S Schedule lock
Fnl A code that indicates the status of Payroll Final Update for
this version. Valid codes are:
Blank Not executed for payroll ID
A Active or on job queue

When the final update is complete, the system clears all
status codes.

You cannot change the final update status to complete.
APW A code that indicates whether changes have been made that

require pre-payroll to be rerun. Valid codes include:

Blank Not necessary to rerun pre-payroll

1 Must rerun pre-payroll for changes only

This code indicates if the system must run a pre-payroll for
changes only before proceeding to another step in the
payroll cycle.
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Field Explanation

2 A code which indicates the current status of the various
print screen options. This is an internal control field and can
not be changed by the user.

2 Payslips have been requested

3 Payslips have completed

4 Checks have been requested

5 Checks have completed

6 Deposit Advices have been requested

7 Deposit Advices have been completed - indicates that
all net pay instructions have completed

Jnl This code determines the G/L date for labour and burden
entries. The system uses document types T2 and T4 to
record labour and T3 to record burden. Valid codes are:

1 Work Date. The G/L date is the timecard work date.

2 Period Ending Date. The G/L date is the pay period
end date for the payroll cycle currently being run.

3 Cost Period. The G/L date is the end of the
accounting fiscal period for timecards with a work
date in the prior period. The G/L date is also the pay
period end date for timecards in the current period.

Seq Cod A code that indicates the internal control that applies to this

Payroll ID. Internal controls ensure proper sequencing of
the payroll cycle. Valid codes are:

A Active

S Scheduling Lock. This version is already being
accessed by another user.

Note: You should change this code only under extreme
circumstances.

What You Should Know About

Net pay instructions

Employee information
option

4-30

The system stores information about net pay instructions in
the NPAY1 data area.

During full processing the system displays all employees
locked by this payroll ID. During processing only for
changes, the system displays any employees whose
information has changed and for whom you must process a
pre-payroll only for changes.
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Schedule lock error

See Also

A scheduling lock error can occur at any step of the payroll
cycle. For example, it can occur if two users try to submit the
same payroll ID at the same time, or if a user is in a time
entry screen for an employee who is locked to a payroll.

To correct a scheduling lock error, see Correcting a
Scheduling Lock Error (P06215) for more information.

= Resetting Payroll Cycle Steps (P06217) for information about resetting and
rerunning steps in the payroll cycle

Canadian Payroll Guide (Revised - August 25, 2008)
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Working with Payments

Payments are the forms employees receive when they get paid. You can set up
employees to receive any of the following types of payments:

Payment Type Description

Paycheques A written order to a bank to pay the employee a sum from
the company’s account.

Automatic deposit advice A non-negotiable screen that shows an employee’s earnings
slips and deductions. The system prints this screen for employees
who are set up for automatic deposit.

Payslips The screen you use when you pay an employee in cash. It
lists the type of money (bills and coins) that the employee
receives.

Employees who are set up to receive different types of payments can be included in
the same payroll ID. For example, a payroll ID might include some employees who
are paid by cheque and some who are paid by automatic deposit.

After you process pre-payroll, you can print payments for employees.

During the print process, the payroll system generates positive pay information that
you can review before submitting positive pay data via an external media (tape,
diskette, or CD) to financial institutions.

Following payment processing, you can create choose to reconcile computer-
generated, manually generated, auto deposit, or all three types of paycheques.
Create a version of the Reconcile Cheque History (P065613) program and use the
first processing option to specify your paycheque reconciliation process.

This section contains the following:

=  Printing Payments

=  Positive Pay Processing

= Reviewing Payment Reports
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The following graphic illustrates the location of the payments step in the cycle of
payroll processing.

Employes Time Employees Time
Mairtenance Eritry Maintenance Eritty

Pre-
Updlate Payrall
Reports Payments

Journal
Entries

See Also
= Appendix A — Technical Overview of the Payroll Cycle for information about the
tables that are affected when you print payments

= Creating an Automatic Deposit Tape (P075511)

Printing Payments
A payroll ID can include employees who are set up to receive any of the following
types of payments:
= Paycheques or interim cheques
= Automatic deposit advice slips
= Payslips
Typical tasks you perform when you print payments include:
»=  Printing cheques or interim cheques only
*  Printing cheques and automatic deposits
»  Submitting a positive pay workfile build

Employees who are set up to receive different types of payments can be included in
the same payroll ID. For example, a payroll ID might include some employees who
are paid by cheque and some who are paid by autodeposit.
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You use the Print Paycheques program to print all types of payments. When a
payroll ID includes employees who are set up for different types of payments, the
Print Paycheques program prompts you to print each type of payment.

When your payroll ID includes autodeposit employees, you must also instruct the
system to generate an autodeposit external workfile, which contains the information
that the bank needs to transfer funds to the employees’ bank accounts. You can
generate the autodeposit workfile when you print payments, or you can generate
the workfile separately.

Immediately after printing all cheques, including auto deposits, you are prompted
to select the Yes/No option on the Canadian Cheque Print Parameters or Canadian
Interim Print Cheques Parameters screen to submit a positive pay workfile build.
When transmitted to financial institutions, positive pay information can help banks
prevent cheque-cashing fraud.

After you print any type of payment, and before you either continue to the next type
of payment or exit the Print Paycheques program, you should inspect the payments
to verify that they printed correctly. If printer problems, such as a paper jam,
prevented one or more payments from printing correctly, you can reprint them.

Before You Begin

= Verify that your system timeout value is set high enough to allow enough time
for all payments to print before the terminal times out

What You Should Know About

Print Paycheques version  The version number you enter for the Print Paycheques
report must match the version numbers that control other
types of payments, such as automatic deposits, payslips, and
attachments.

See Setting Up Payroll Cycle Reports for more information on
setting up these versions.

Reprinting payments If you complete the Print Paycheques program and later
realize that you need to reprint payments, you must reset the
paycheque workfile before you can reprint the payments.

See Resetting Payroll Cycle Steps.

Duplicate payment The system does not check for duplicate payment numbers
numbers because you might be using multiple bank accounts. You
must track them manually.

Attachments The system can print only 14 lines on a pay stub. If an
employee’s payment needs more than 14 lines, the system
prints an overflow attachment in addition to the payment.
The attachment contains all remaining lines. If an employee’s
net pay is zero, the system prints an attachment, instead of a
payment.
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Payment date To correct a payment date, you must reset your payroll ID,

change the payment dates in your pre-payroll parameters,
and process the payroll cycle again.

See Resetting the Payment Workfile.
Printing mailing labels When you are ready to mail cheques or other payroll-related
documents, you can use the Print Mailing Labels option to

print standard 4-up, or Cheshire mailing labels in a laser
format.

This option prints 30 1-1/2” X 2-5/8” labels in portrait
format on an 8-1/2 X 11” sheet.
See Also
= Correcting Printer Errors (P062301)
Printing Cheques Only

You use the Print Paycheques program to print all types of payments. When all of
the employees included in a payroll ID are paid by cheque, the Print Paycheques
program prompts you to print cheques only.

To print cheques only

On the first Canadian Cheque Print Parameters screen

1. Complete the following field:

= Payroll ID
[ 072300 Print Paychegues =gl
oo Hel -

CORACLE 1o Edwards Warld

LIHL Dhestemnind [ et ‘Whaild Rgsduices =
E ?
Fiedd Sons e Help
[aplay Ence Mossege
[ Funriong

ur2ape

Payehenues

Enter the Fre-Pagrall I0 thar tie Cheques are o be Baded upon]

Fra=Faurall TD i-‘:'“

FI=Eady Flefukal b Jub F2d=Hors
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2. Choose the Submit Job function.

= 072300 Canaan Cheque Print Params =% )
| oo e 4
ORACLE Jo Edwards World o
A 7 &
{IFied Sonsive Help 72301 Canadian Chemse Frint Params

N pleny Ence Mpssege
|| Pespieny Eunceans
sl Friqinen

Pra=Payrsil ID 0N Cankdiss Pra-Payrall Presaaain
W5 uterm Chack Prim Joa

Paynent Oate BES26417

Beginning Cheque Bumber 1]=.|=.|

Cheaue Messags [

Fh=Bubnil Jek 4

3. On the first Canadian Cheque Print Parameters form, complete the following
field:

= Beginning Cheque Number

4. Choose the Submit Job function.

(S 0722 Canatian Chacw Print Params —oE
CORACLE i Edwards Warld -
o x T J‘
{[rieid Sensive Help a72s0-2 Canadisn Chesse Frint Parasns

N pleny Ence Mpssege

J|Cespierys Eunceans

Wunbar of CHIQUET printed 1
Numbar of Atteckments printed

Rumbar of PRFLOVEES procesied 4

Haue NLL Chegees been Printed [(¥/N)7 r

Tuet ¥ or K then press ENTER Lo contires

Submit Posdtice Pay WF Duild [¥/N)7 r

5. On the second Canadian Cheque Print Parameters form, initiate an additional
session to access the message queue.
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= Have All Cheques Been Printed (Y/N)?
= Submit Positive Pay WF Build (Y/N)?

10. Enter N to correct any printer errors.

Load the forms and verify that they are aligned properly.
Respond to the messages in the operator message queue.

Review the cheques to verify that they printed correctly.

On Canadian Cheque Print Parameters, complete the following fields:

Field Explanation
Beginning Cheque Enter the beginning payment number for the payment run.
Number If this is a restart, it will be a new starting payment number

from the first run.

Have ALL Cheques been You must respond to the system operator’s message queue

Printed (Y/N)? before responding to this question. Enter Y if all cheques
have printed correctly. Enter N if one or more cheques did
not print correctly because the printer was misaligned, has
jammed, or has damaged a cheque. If you enter N, the
system allows you to reprint the cheques. You can reprint a
single cheque, a range of cheques, or all cheques. You must
manually track any unusable cheques, because the system

does not write them to history.

Submit Positive Pay WF Enter Y to build a positive pay workfile. : If you enter N for
Build (Y/N)? the Submit Positive Pay WF Build option, cheque
information will not be updated to the positive pay

workfile.

To print interim cheques

The following steps apply to printing interim cheques, as well. See Print Interim

Cheques for details.
On the first Canadian Cheque Print Parameters screen
1. Complete the following field:

= Payroll ID

2. Choose the Submit Job function.
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072301 Canadian Cheque Prim Params LoE

WFigd Sensmve Help B7230-1

N pleny Ence Mpssege
|| Pespieny Eunceans
sl Friqinen

W5 uterm Chack Prim Joa

Canadian Chemse Print Parsss

Pra=Payrsil ID 0N Cankdiss Pra-Payrall Presaaain
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Beginning Cheque Bumber 1]=.|=.|

Chegue Message [

Fh=Bubnil Jek 4

3. On the first Canadian Cheque Print Parameters screen, complete the following
field:

= Beginning Cheque Number

4, Choose the Submit Job function.

(S 0722 Canatian Chacw Print Params —oE
CORACLE i Edwards Warld -
o x T J‘
{[rieid Sensive Help a72s0-2 Canadisn Chesse Frint Parasns

N Caspleny Enon Mossage

J|Cespierys Eunceans

Wunbar of CHIQUET printed 1
Wumber of Hitschments printed

Runbar of PRFLOVEES proceiied 4

Haue NLL Chegees been Printed [(¥/N)7 r

Tuet ¥ or K then press ENTER Lo contires

Submit Posdtice Pay WF Duild [¥/N)7 r

5. On the second Canadian Cheque Print Parameters screen, initiate an additional
session to access the message queue.

6. Load the forms and verify that they are aligned properly.
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7. Respond to the messages in the operator message queue.

8. Review the cheques to verify that they printed correctly.

9. On Canadian Cheque Print Parameters, complete the following fields:
= Have All Cheques Been Printed (Y/N)
= Submit Positive Pay WF Build (Y/N)

Enter N if you need to correct printer errors.

Field Explanation
Beginning Cheque Enter the beginning payment number for the payment run.
Number If this is a restart, it will be a new starting payment number

from the first run.

Have ALL Cheques been You must respond to the system operator’s message queue

Printed (Y/N)? before responding to this question. Enter Y if all cheques
have printed correctly. Enter N if one or more cheques did
not print correctly because the printer was misaligned, has
jammed, or has damaged a cheque. If you enter N, the
system allows you to reprint the cheques. You can reprint a
single cheque, a range of cheques, or all cheques. You must
manually track any unusable cheques, because the system
does not write them to history.

Submit Positive Pay WF Enter Y to build a positive pay workfile. : If you enter N for
Build (Y/N)? the Submit Positive Pay WF Build option, cheque
information will not be updated to the positive pay
workfile.
See Also

=  Print Interim Cheques
= Correcting Printer Errors (P072301)

Printing Cheques and Automatic Deposits

ZX From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP | From Pay Cycle Processing (G7713), choose Print Paycheques

You use the Print Paycheques program to print all types of payments. When a
payroll ID includes some employees who are set up to receive cheques, and others
who are set up for automatic deposit, the Print Paycheques program prompts you to
print each of these types of payments separately. The program creates separate
spool files for cheques, automatic deposit advice forms, payslips, and attachments.

When your payroll ID includes automatic deposit employees, you must also instruct
the system to generate an automatic deposit external workfile, which contains the
information that the bank needs to transfer funds to the employees’ bank accounts.
You use Print Paycheques to generate the automatic deposit external workfile.
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You can generate the automatic deposit workfile when you print payments, or you
can generate the workfile separately. You must generate the workfile before you
process final update for this payroll cycle.

The automatic deposit workfile build remains on hold until you release it from the
job queue. After you generate the automatic deposit workfile, you (or someone in

your MIS department) must copy the workfile to an external media and send it to
the bank.

The following steps describe how to create the automatic deposit workfile, as well as
how to print cheques and automatic deposits.

To print cheques and automatic deposits

On the first Print Paycheques screen
1. Complete the following field:
=  Payroll ID

2. Choose the Submit Job function.

[ 072308 Print Paychegues e
Tnok Hel P
ORACLE b edwards Warld
JHL Dlrsteenand E ol ‘Whaild Readniices  ©
£ ?
Fiedd Sansmoe Help NEFE] Frins Fayehenues

[Deplay Ence Mossage
[apler: Funmans

mer Pay ula Ruts Oepnaly has been FRGUEALEY.,
Po wew wish to;

1. Fum Pubs Deposit externsl file ergake
RAD Wet Pay dociment create

2 Fem Putg Depesit external fllc sreats
ORLY

gr 3, Bum Met Pay Document create OHLY

Enter waur choles (1, 2 ar 3) r

Fréai Enter to Caatinus

FaaExil

3. On the second Print Paycheques form, choose Run Auto Deposit external file
create AND Net Pay Document create.
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4. On the third Print Paycheques form, read the information and press Enter.
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On the Version Selection screen, run a version.
Update the processing options.
Press Enter to submit the version.

Exit from Version Selection.

© © N o o

On the first Canadian Print Cheques Parameters form, complete the steps for
printing cheques.
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Caution: After you complete the steps to print cheques, the system displays
the Canadian Cheque Print Parameters screen again with information for
automatic deposits displayed. Do not exit from the program until you print
the automatic deposit forms.

10. Complete the steps for printing automatic deposits. These steps are the same as
those for printing cheques.

11. From the Payroll Cycle Processing Menu, use hidden selection 33 to release the
automatic deposit external workfile build program (J07550) from your job
queue.

What You Should Know About

Submitting the workfile If you do not submit the external workfile build when you
build separately for print your net pay documents, you must reset your cheques
Canadian payroll and run the Print Paycheques program again or submit the

workfile build directly from a DREAM Writer versions list.
See Resetting the Payment Workfile.

See Also

=  Printing Cheques Only (P07230)
= Creating an Automatic Deposit Tape (P065511)

Processing Options

See Canadian Direct Deposit (P075501).

Correcting Printer Errors

z:» From Canadian Payroll Master (G77), choose Pay Cycle Processing
» From Pay Cycle Processing (G7713), choose Print Paycheques
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To correct printer errors

On the second Canadian Cheque Print Parameters form

T 072301 Canadian Cheque Prin Params O
| Tod Hep -
ORACLE 1p Edwards Warld
Elescurnant Erend Wanld PBesouces
#1 X ) 3,
Figdd Sonsive Help A72ER=1 Canadian Chemes Frint Parsss
s pilery Ence Mosssge
Cuapldens Eunctons
[t Frosgmen Pra-Payreil 1D 07 Canndiss Pra=Payrall Precassin
W Subrmal Check Pim Jed
Paynent Oate BES26417
Beglnning Cheque Musber E Last Chedque Printed ]
Orig. Beg. Chenue B 1

Chegue Message [

FOR THIS RESTART:

Void Chegues Numbers Begirndng Mith

—
Ending With I

Fh=Bubnil Jek

1. Complete the following fields:
= Void Cheque Numbers Beginning With
= Ending With

2. Choose the Submit Job function.

3. Complete the steps for printing payments.

Field Explanation
Void Cheque Numbers A range of cheque numbers may be entered to void when
Beginning With restarting the cheque run. The value entered in this field

must be less than the beginning cheque number and

represents the beginning of the range of cheque numbers to
be voided.

Ending With A range of payment numbers may be entered to void when
restarting the payment run. If this field is left blank, all
payments processed after the beginning payment number
will be voided. This represents the end of the range of
payment numbers to be voided.

4-44 JD Edwards World, A9.1



Work with Payments

What You Should Know About

Voided payments On the cheque register, the system prints Void Doc for voided

See Also

payments.

Printing Cheques Only (P07230)

Positive Pay Processing

< | From Canadian Payroll Master (G77), choose Pay Cycle Processing
From Pay Cycle Processing (G7713), choose Positive Pay Processing Menu

The positive pay process is initiated by selecting this option on the Canadian
Cheque Print Parameters and Canadian Interim Cheque Print Parameters screens.
The positive pay process is designed to help you minimize the risk of cheque-
cashing fraud.

During the print payment process, you can choose to generate a positive pay
workfile that contains data about every cheque printed by the payroll system. This
workfile data is then used to create a bank transmittal file that can be sent to
financial institutions. Banks use this information to verify the validity of cheques
before they are cashed.

Tasks you perform as part of the positive pay process include:

Updating the payor bank account information, if necessary.

Submitting the positive pay workfile build process after printing cheques
Building the positive pay workfile

Generating and reviewing the positive pay workfile report

Building the positive pay bank transmittal workfile

Generating and reviewing the positive pay bank file build report
Copying positive pay bank file transmittal data to an external media

Purging the positive pay workfile

Before You Begin

Verify that the Bank Transit Number and Bank Account information on the
Bank Account Information screen (G03111/14) are correct. The positive pay
workfile identifies the payor bank using the Bank Transit Number, which is
located in the Bank Transit Number Master file (F0030).
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Submitting the Positive Pay Workfile Build Process After Printing
Cheques

When you print regular or interim payroll cheques, the system displays a Yes/No
(Y/N) option to submit (build) a positive pay workfile. This option displays on the
Canadian Print Cheques Parameters and Canadian Print Interim Cheques
Parameters screens. When submitted, the positive pay workfile is built in a batch job
from the print cheques program.

If you choose to bypass (not to submit) the positive pay workfile submission, a
warning message will display stating that the cheques just printed will not be
captured in the Positive Pay Workfile.

See Also

=  Printing Cheques Only (P07230)

= Running a Regular Payroll Cycle that Includes Interim Cheques (P07210)
= Print Interim Cheques

= Entering a Standard Interim Cheque (P060531)

= Entering an Interim Cheque for a Net Advance (P070531)

= Running a Regular Payroll Cycle that Includes Interim Cheques

= Running a Payroll Cycle for Interim Cheques Only

Building the Positive Pay Workfile

The positive pay workfile is built as a batch when you enter Yes (Y) to the Submit
Positive Pay WF Build (Y/N)? option on the Canadian Cheque Print Parameters and
Canadian Print Interim Cheques Parameters screens. The workfile contains
information about all regular, interim, and void paper cheques that were printed.

Note: Auto deposits are not included in the positive pay workfile.

The positive pay workfile build program determines if a record should be written to
the file using the cheque control number as a unique identifier.

The positive pay workfile is the source for the positive pay bank transmittal file, and
it includes the cheque types listed below with their ICC/ICS indicators:

= N, C-Computer cheque
= Y, C-Interim computer cheque
= Y, M - Interim manual cheque

= Y, M- Interim manual voids

Y, V —Void paycheque
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Note: Computer and interim cheques should only be included in the
positive pay workfile if they have been printed. However, since interim
manual cheques, interim manual voids, and voids are not printed, they
should always be included in the positive pay workfile.

System and user steps required to build the positive pay workfile include:

» The person who prints the cheques will be prompted to submit positive pay
information as part of the normal cheque-printing parameters step during
payroll processing.

= When you respond Yes () to the positive pay option, paycheque records are
written to the positive pay workfile, and the Positive Pay Workfile Report is
generated.

= Positive pay records are created as unprocessed with a blank value in both the
Processed Code and Member ID fields.

= Once the positive pay workfile is created, you can build the bank transmittal
workfile and review the related Positive Pay Bank File Build Report.

To reset the positive pay workfile
If it becomes necessary to reset/reprint cheques after the bank transmittal file has
been created, it is recommended that the Positive Pay Workfile be reset as well.

When you reset back to pre-payroll after cheques are printed, records in the positive
pay workfile will be cleared for that payroll ID. If paycheques are reset, and then
rerun, the positive pay workfile will automatically update accordingly.

Option 5 will reset all records that were loaded to the bank transmittal file back to
an unprocessed status. It will also delete the physical file member and the
corresponding record in the Positive Pay Tape Attributes File table (F062362).

Then, you can submit the bank file build process again, after the cheque print rerun
has been completed. This will ensure that any changes are captured before the bank
transmittal file is sent to the financial institution.

See Also

= Resetting the Positive Pay Workfile (P062360)

Generating the Positive Pay Workfile Report

Based on the results of the positive pay workfile build process, this report will be
generated every time the batch process runs. There is also a standalone version of
the report available on the Canadian Payroll Positive Pay Processing menu for you
to run this report on demand, as needed.

You can create alternative DREAM Writer versions of the report to allow more data
selection options, such as:

= Cheque number

= Cheque date
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= Net pay

= Payee number

=  Member ID

= Processed flag

= Cheque type (ICC/ICS)
= G/L bank account

= Creation User ID

Caution: It is not recommended to change the data sequencing, as
unpredictable report formatting and totaling results may occur.

To generate the positive pay workfile report

On Positive Pay Workfile Report
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1. Enter 1 (Run) next to the appropriate version, and press Enter to display the
processing options.

2. Accept or change the default processing option values, as necessary:
=  Payment Information
= Header/Trailer Records
= Report Option
= Bank Tape
3. Press Enter to build the bank file and print the report.
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Reviewing the Positive Pay Workfile Report

The Positive Pay Workfile Report provides information about regular, interim, and
void cheques that have been printed for each payroll cycle. This report is generated
whenever the batch process runs. A standalone report version is available on the
Canadian Payroll Positive Pay Processing menu for you to run this report on
demand, as needed.

You can reconcile information written to the positive pay workfile with other
payroll process reports using the Positive Pay Work File Report, which is sorted by:

= G/L bank account

=  Member ID

= Cheque number

= Subtotal and total on G/L bank account

Make sure all paycheque records are correct and should be included. You can delete
records from the positive pay workfile, if necessary.

Note: To delete specific records from the positive pay workfile, create your
own version of POOPURGE, and change the data selection to permit the
deletion of specific records. See Purging the Positive Pay Workfile for details.

0623601 JD Edwards World Page No. . . 1
Payroll Positive Pay Work File Date - . . . 3/01/17
G/L Bank Account . . 77.1110.PAYROLL
Check Check Net Payee Payee Member Proc Interim Interim  Account Crt/Upd Crt/Upd Crt/Upd
Number Date Pay Number Name 1D Stat Chk Code Chk Status 1D User ID Date Time
1 02/28/17 83,836.11 23900 Canadian, Ma N Cc 00018507 BF7103184 03/01/17 11:04:59
00:00:00
Totals for Member ID -
# of Checks - 1 Total Payments - 83,836.11
Totals for G/L Account - 77.1110.PAYROLL
# of Checks - 1 Total Payments - 83,836.11
Report Totals -
# of Checks - 1 Total Payments - 83,836.11

Building the Positive Pay Bank Transmittal Workfile
Once unprocessed records have been added to the positive pay workfile, you can
run the Positive Pay Bank File Build program to create a bank transmittal workfile.
System and user steps to build the positive pay bank transmittal workfile include:

= The system uses unprocessed records to create a new physical file member,
which contains cheque data formatted for the bank.

= You can set up a DREAM Writer version with data selection that is based on the
positive pay workfile.

=  The system enters Member ID values and updates the Processed Code for all
corresponding records in the positive pay workfile, so that they display as
processed.

= The system determines which records are already processed and should be
excluded from the workfile.
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You can review the Positive Pay Bank File Build report in summary or detail mode.
This report contains processed data along with the name of the newly created file
member in the report heading. Be sure to verify the processing options before
running the report.

After you review bank transmittal data, you can submit it to the bank via modem,
an external media, or a File Transfer Protocol (FTP) process, if an FTP standard is
available at your company.

Note: Because financial institutions use a variety of positive pay formats,
the bank transmittal data generated by the JD Edwards World system is
designed to fulfill the formatting requirements of most banks. If you use
modem and email methods to submit positive pay data to a bank, you are
responsible for the encryption.

If it becomes necessary to reset/reprint cheques after the bank transmittal file has
been created, it is recommended that the Positive Pay Workfile be reset as well.

After the cheque print rerun has been completed, you can submit the bank file build
process again. This will ensure that any changes are captured before the bank
transmittal file is sent to the financial institution.

See Also

Before

= Resetting the Positive Pay Workfile (P062360)

You Begin

= |tis recommended that you set up a DREAM Writer version with data selection
that is based on the positive pay workfile.

Processing Options

4-50

See Positive Pay Bank Workfile Build (P062361).
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To generate the positive pay bank file build report

On Positive Pay Bank File Build
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1. Enter 1 (Run) next to the appropriate version, and press Enter to display the
processing options.

2. Accept or change the default processing option values, as necessary:
=  Payment Information
= Header/Trailer Records
= Report Option
=  Bank Tape
3. Press Enter to build the bank file and print the report.

Reviewing the Positive Pay Bank File Build Report

You can review bank transmittal information to ensure that paycheque data is
correct before submitting it to the bank.

062361 JD Edwards World Page No. . . 2

Payroll Positive Pay Trns File Date - . . . 3/01/17
Member 1D. . PP00000013
Account Number . . . 77.1110.PAYROLL
Company / Name . . . 00077 A Model Canadian Payroll Co
Payment Customer Bank Check Payee Payee Net Payment
1D Account Number Number Number Name Pay Type
183 1 23900 Canadian, Ma 83,836.11
Number of Checks: 1 Issued Checks: 1 Voided Checks:
Total of Checks : 83,836.11 83,836.11
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Copying Positive Pay Bank File Transmittal Data to an External
Media

The Copy Bank File to External Media program allows you to validate bank
transmittal file member records before sending that information to financial

institutions. Banks verify that transmittal data matches the cheques before they cash
them.

You can copy selected members to an external media, such as magnetic tape,
diskette, or CD, or you can upload the data directly to a financial institution via
modem. You can load the tape or diskette before you execute the program, or you
can load it after you select the copy function.

If your company uses an FTP standard, you can use the FTP process to download
bank file data and send it as an email attachment or copy it to an external media.

The copy bank file program includes selection options that allow you to reset the
positive pay workfile. You can also delete members from the transmittal file once
they have been sent to the bank.

Note: When you delete a bank file member on the Copy Bank File to Ext
Media screen, the record is deleted in the Payroll Positive Pay Copy
Attributes file (F062362). If the bank file member was available on disk, the
record will be deleted from the disk, as well.

To copy positive pay bank file transmittal data to an external media

On Copy Bank File to Ext Media

i M= %)
L L= ek - |
ORACLE b Edwards Warld
Chistremanl Fimnd Waild Fanoutss S
Fledd Sanginoe Help AEERS Cepy Hard Eile #a Est Hedis
[Deplay Ence Mossage
fic tion: Goe T
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User Th Henber 0
1] Fils aar Date Date
P Hanm Bani Recount ™ lpdatad Copind
I roszaes 7080, PRYROLL EF TLELO4 B3ELT
w |
Beh: Jalopydlope Sslopy/Disk GaBesst WF O=lelete  FoaDetadils 24:Mere Kaus

1. Complete the following fields and press Enter:

=  Bank Account
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= UserlID
= Member ID
2. Press F4 to access the detail area.
3. Verify that all detail fields are populated as expected:
= Tape File
=  Device Name
= Record Lngth
= Tape Density
= New Volume
= New Owner ID
= Block Size
= Label Name
4. Do one of the following in the Option field and press Enter:
= Type 3 (Copy/Tape) and verify that a tape is mounted.
= Type 4 (Copy/Disk) and verify that a diskette is loaded.
5. Complete the following fields:
= Action Code - Enter C (Change)
= Option - Enter 9 (Delete)

6. Verify that the tape attribute record and the physical file member were deleted
as expected.

Purging the Positive Pay Workfile

The positive pay purge workfile program is based on the JD Edwards World
Generic Purge program. You can select and purge processed records from the
positive pay workfile through DREAM Writer data selection.

The file to be purged displays in the Based on File field on the Additional
Parameters screen. You can use a processing option to reorganize the purged file, or
save deleted records to a special purge library, if desired.

Note: The default purge program is set up to purge all processed records in
the Positive Pay Workfile (F06236) unless you specify otherwise. See the
warning message that displays when you execute the program.

It is recommended that you purge the Positive Pay Workfile on an annual or
later basis.

Because the positive pay workfile purge program is a DREAM Writer, you can
create alternate versions to select specific records for deletion.

You can add DREAM Writer versions to purge other physical (not logical) files, as
long as you select records to purge through data selection only.
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Caution: Do not use the Generic Purge program to purge JD Edwards
World ledger and balances files that require special processing. Such
programs have their own purge programs to use.

To purge the positive pay workfile

On the Canadian Payroll Positive Pay Processing menu
1. Type 5 and press Enter to display a warning message.
2. Do one of the following:

= To purge all processed records in the positive pay workfile, press F6, and go
to step 3 below.

= To select a specific group of records to purge, do the following:
= Open the DREAM Writer Versions List (G81/2).
= Enter POOPURGE in the Form field.
= Select version ZJDE0046.

= Create a new data selection version that will allow you to select only
those records you wish to purge.

3. Complete one or both of the following optional fields and press Enter.
= Saved Purged Records

= Reorganize File

Processing Options

See Batch File Purge (POOPURGE).

Reviewing Payment Reports

Reviewing the Payroll Cheque Register

Depending on the type of payments you run and the information in your payroll,
the system prints various reports. You should review these reports to verify that the
information is correct. For internal audit purposes, you should save these reports at
least until the end of the calendar year.

When you print payments, the system prints a register. Use this report to review
payment numbers and amounts. If you reprint any payments during the print
payments step, the register indicates that the original payment was voided.
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06238 JD Edwards World Page - 2
Pay Cycle Code: BW Biweekly PR Cheque Register Date - 6/25/17
Period End - 04/11/17
........ Employee . . . . . . . . . - - - . . . .Check / Advice / Payslip . . . . . . . . Check SB  Check
Name/Address Number Number Amount Date Acct T Description. Control CN Route
Bellas, Debbie 7703 2000 1,421.17 04/17/17 18507 A Auto Deposit 171504 1
Bellas, Debbie 7703 2000 50.00 04/17/17 18507 A Auto Deposit 171504 2
Rivard, Jacques 7704 2001 1,119.07 04/17/17 18507 A Auto Deposit 171512 1
Rivard, Jacques 7704 2001 100.00 04/17/17 18507 A Auto Deposit 171512 2
4 Auto Deposits for 2,690.24
Bureau, Richard M. 7777 1000 1,447.07 04/17/17 72805 C Computer Che 171547
Deveny, Cindy L. 7775 1001 1,884.50 04/17/17 72805 C Computer Che 171521
Guerre, John M. 7776 1002 1,148.89 04/17/17 72805 C Computer Che 171539
Klassen, Lisa M. 7778 1003 1,282.55 04/17/17 72805 C Computer Che 171555
4 Computer Checks for 5,763.01
Regular Process Totals
4 Computer Checks for 5,763.01
4 Auto Deposits for 2,690.24
Rivard, Jacques 7704 74774 1,088.50- 04/17/17 18507 V Void Checks 9216
Total Report
4 Computer Checks for 5,763.01
4 Auto Deposits for 2,690.24
1 Void Checks for 1,088.50-
Total Report
9 Total Report Docs for 7,364.75

Reviewing the Canadian Direct Deposit Report

Depending on the type of payments you run and the information in your payroll,
the system prints various reports. You should review these reports to verify that the
information is correct. For internal audit purposes, you should save these reports at
least until the end of the calendar year.

Use the Canadian Direct Deposit Report as an audit trail for the deposit information
you send to the bank. The report contains key information about the payroll
transactions that are copied to magnetic media for direct deposits. There is no setup
for this report. To alter the report, you can use the processing options, data selection,
and data sequence for the generic Canadian Direct Deposit Report.

075051 JD Edwards World Page - 2
Canadian Direct Deposit Report Date - 7/01/17

Payroll ID Number . . . . . 003

File Header Information

Company Data Centre Account Number. . TLC1234567

File Creation Number. . . . . . . . . 0012
File Creation Date. . . . . . . . . . 07/01/15
Data Centre Number. . . . . . . . . . 12345
TT Record Ct Seg  Amount Date Bank Branch Emp. Acct. Employee Name Deposit # Co Bk/Br/Cash Acct
200 000000002 1 50.00 04/17/17 001 08870 443218505 BELLAS, DEBBIE 00003001 001 12345 000123456789
2 534.99 04/17/17 001 08870 877844555 BELLAS, DEBBIE 00003001 001 12345 000123456789
3 100.00 04/17/17 001 08870 5448777 RIVARD, JACQUES 00003002 001 12345 000123456789
4 1,115.53 04/17/17 001 08870 6547788 RIVARD, JACQUES 00003002 001 12345 000123456789

Company/Batch Control Information

Entry Count. . . . . . . . . . . . . 4
Total Deposit. . . . . . . . . . . . 1,800.52

Reviewing the Denominations Report

Depending on the type of payments you run and the information in your payroll,
the system prints various reports. You should review these reports to verify that the
information is correct. For internal audit purposes, you should save these reports at
least until the end of the calendar year.

When the payroll ID includes employees who are paid in cash, the system prints the
Denominations report. This report lists the quantity of each type of bill and coin
(such as dollars and cents) that each employee received.
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Resetting Payroll Cycle Steps

During payroll cycle processing you might encounter errors that make it necessary
to rerun a step in the cycle. Depending on where you are in the cycle, you might
need to reset a step before you can rerun it. Resetting is a process that you complete
to restore your data to the way it was before you ran the step.

This section contains the following:

= Resetting Individual Employee Records

= Resetting the Payroll ID

= Correcting a Scheduling Lock Error

= Resetting the Payment Workfile

= Resetting the Positive Pay Workfile

= Resetting Status Codes

If you inadvertently include an employee in a payroll who should not get paid in
the payroll, you must reset the record for the individual employee.

You must reset the payroll ID when you:
= Process pre-payroll for the wrong employees

= Omitagroup of employees that should have been included in pre-payroll
processing

= Change the setup of a DBA that affects one or more employees in the payroll
cycle

You reset the payment workfile when you need to reprint an entire batch of
payments after you have completed the print payments step. For example, you
would reprint the payment workfile if the payments were lost and not delivered.

When you perform a reset, the system updates the status code for the step in the
payroll cycle affected by the reset.

You reset status codes when you need to rerun a step that ended abnormally or has
a scheduling lock. A step might end abnormally when a machine or power failure
occurs. A scheduling lock occurs when two people try to run the step at the same
time.

You do not need to perform a reset before rerunning the following steps:
= Payroll cycle reports

= Payroll journal entries
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What You Should Know About

Reset authorization Your user ID must be authorized to perform a reset. Your
security officer can use option 5 to grant up to five users
authority to process the payroll ID and perform a reset.

Resetting Individual Employee Records

¥N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
AY< | From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset

You might inadvertently include in a payroll ID an employee who should not get
paid in this payroll cycle. For example, you might use an incorrect selection criteria
for the pre-payroll processing or forget to change an employee’s status to terminate.

You can use the employee reset option to remove an employee from a payroll ID
without rerunning pre-payroll. You can reset only one employee at a time.

When an employee is included in a payroll ID, the system locks the employee’s
record. Resetting an employee unlocks the employee’s record. When you reset an
employee’s record, the system deletes all transactions for the employee, except for
those you added to the system, such as timecards.

After you print payments or process pro forma journal entries, you cannot reset an
employee record.
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To reset an individual employee record

On Pay Cycle Review/Reset

1. Choose the Employee Information option for the payroll ID that includes the
employee you want to reset.
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After you complete a full pre-payroll processing, the list on Payroll Version ID
Employee Window shows all employees. If you have made changes to some
employees’ information, the window shows only those employees.

2. On the Payroll Version ID Employee Window, choose the Employee Reset
option for the employee that you want to exclude from this payroll cycle.

[ 070102 Canadian mpkryee Lockout RoE
Irlncl: Heip A
CORACLE i Edwards Warld

Dacamianl Ersad Wehanld Redauices

Fiedd Sensme Help

N plery Enor Messsge
HCeapileny Euncons

[ T ]

WFesdam Reast

W Rt ko Prindows Scne

ooz Cemsdian Enployee Lackaut

Enter the Employer Humber 1o be Rescis

Erplinges fio DRATTEY

Fa=Exit

3.  On Employee Lockout, press Enter to verify the employee.

4. Choose the Perform Reset function.
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5. Reprint any reports you printed during pre-payroll processing to verify that the
updated totals are correct.

See Also

=  Printing Payroll Cycle Reports (P06240)

Resetting the Payroll ID

4-60

ZX From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP~ | From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset

Resetting the payroll ID returns your data to the way it was before you began
payroll cycle processing. You must reset the payroll ID when you:

= Processed pre-payroll for the wrong employees

= Omitted a group of employees that should have been included in pre-payroll
processing

= Changed the setup of a DBA that affects one or more employees in the payroll
cycle

If your pre-payroll processing included the wrong employees or omitted some
employees that should have been included, you must change the selection criteria
for the pre-payroll processing after you perform the reset.

Caution: The ID Reset program is based on the data selection criteria you
specified in the program version for pre-payroll processing. You should not
change the pre-payroll data selection until after you run this reset.

You might need to change the setup of a DBA for several reasons. For example, you
might need to change a medical insurance deduction when the carrier increases
premiums.

Unless you have changed the pre-payroll selection criteria, changed DBA setup, or
printed payments, you do not need to reset the payroll ID when you:

= Revise employee information, such as home company, home business unit,
annual salary, hourly rate, and marital status

= Revise timecard information
= Add, change, or delete an interim payment

If you make any of the revisions listed above, you must run a pre-payroll to process
only the changes.

If the payments are lost or damaged after you print them, you can reprint them
without resetting the payroll ID.

Note: When you reset a payroll ID, the positive pay workfile associated
with that payroll is automatically reset, as well.
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See Also

= Resetting the Payment Workfile (P06217) for information about reprinting
payments without rerunning pre-payroll.

= Resetting the Positive Pay Workfile (P062360).

= Processing Pre-Payroll for Changes Only (P07210) for information on rerunning
pre-payroll when you change employee personal and salary information.

To reset the payroll ID

On Pay Cycle Review/Reset

1. Choose the ID Reset option for the payroll ID that you need to reset.
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2. On Reset Payroll Lockout, choose the Perform Reset function.
What You Should Know About

Deleting payroll ID

Resetting a payroll ID does not delete the information you
parameters

entered on Pre-Payroll Processing (F06210). To delete this
information, you must first reset the payroll ID and then use
the delete option to delete the payroll ID and all of its
associated information. You only need to delete the payroll
ID parameters if you are not planning to use that ID again.
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Correcting a Scheduling Lock Error

A scheduling lock error can occur during any step of the payroll cycle. It may occur
for the following reasons:

= Two users try to submit the same payroll.

= Two users try to submit the same payroll ID at the same time.

One or more users are working in a time entry screen for an employee who is
locked to a payroll. This is monitored by active time entry sessions.

= Payroll is being used in two separate environments.

A scheduling lock will occur if the Active Time Entry Sessions’ field has a value
greater than zero (0).

This field is used to indicate how many sessions of time entry are actively
maintaining timecards for the payroll ID, which is currently locked. This field is
used internally by the system for control purposes. You should never need to
change the value in this field UNLESS an abnormal end-of-job is experienced by a

time entry session and a scheduling lock has occurred in one of the steps of the
payroll cycle.

To view and/or clear active time entry sessions

¥N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP< | From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset

On Pay Cycle Review/Reset
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1. Enter 8 in the Option field for the Payroll ID that has the scheduling lock error.
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2. On the Reset Payroll Parameters screen, make sure the value in the Active Time
Entry Sessions field is zero (0) or blank.

|ZT06215  Ranset Payroll Pasemeters =oE
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NOTE: If you must reset the value in Active Time Entry Sessions field, make
sure that all time entry activity is suspended for the payroll ID and then set this
field to zero (0) or blank out the value.

3. Press F6 to update the change made to the control parameters.

Resetting the Payment Workfile

27\ From Canadian Payroll Master (G77), choose Pay Cycle Processing
» From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset

During the print payments step in the payroll cycle, the system allows you to reprint
cheques if the printer is misaligned, jams, or destroys a cheque.

In some cases, you might need to reprint an entire batch of payments after you
complete the print payments step. You do this, for example, if the payments were
not delivered. If you have completed the print payments step, you must reset the
payment workfile before you can reprint payments. You also need to reset the
payment workfile when:

= A machine or power failure causes the print payments step to terminate
abnormally.

= You find an error in employee personal or salary information after you have
already printed payments.

= You need to change employee timecard information after you have already
printed payments.
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When you reset the payments workfile, the system does not create accounting
offsets. Because the system has not yet created the journal entries, you cannot reset
the payment workfile if you have processed the final update for this payroll cycle.

To reset the payment workfile

On Pay Cycle Review/Reset

06T Pay Cycle ReviewTes =%
Toch Hep i
C)I?ACLE JO Edwards Warld
Wenld Fgsauices
#1 X r 3,
[|Fietd Sensive Help BRZ17 Fay Cyele Heview/Weset Uzert [
N pleny Enor Mepsssge
|| Erapleny Eunceans Skip to Fegroll 10 —
|
Wiiees Datails
| o+ s Bnatus Codes Pre Jal Seq
FEAM Wyirbier i 1
ggswpa e 018 Descrigtion User  Pre Chk JEs Rpt Fnl 12 Typ Ged Cod
;l’.‘lum Saunqrnm Eo I 001 Pre-Pawrsll Processing 1 3
| [F 083 cansdisn Fra-Payrall Pra  Ex74507 1 1 P 3
Gt 1=EE Infe  2<I0 Sumnary :M8RYD  G=1D Besst  T=Chk Reset F2faMare 3,

1. Choose the Paycheck Workfile Reset option for the payroll ID for which you
need to reprint cheques.

= 0635041 Prot Chacks Paraveters o)

W Fe=id Senafee Help DRAS0A=1
|| Cosplay Evrce Message
D= pleny Functons

Exil Program

NUlenr Durfimnned 01
[far Screan

Print Checha Paranstars

Pre-Payrall Yersion

The eurrent status af Met Pay crestien for this versien i3 33 follows:

Cash Pay Slips:

Cash Pay Slips were nok requesied

Chacki:
Checks are conplefe

Dank futs Depasdta:

Futa Depaaits are conplete.

If yau wish to clesr the pay chesk wark file and rerun & or all of the 3 Mak
Fay processes Trom the heginning, Sgraring any previced nal pay crestions

far the selected procass{es), Inter “T=,

IF you wish to restart net pay creation fram 4 apecific palnt in the selectad
mracess{es), Enter "B

Fa=lermimale |ob withsutl Resel or Cleer Fld=Nore Eeoys 4,
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2. On the first Print Checks Parameters form, enter the type of reset you want to

process.
= 0635042 Prim Chacks Porameter oE

# 1X 7 a,
[|Fre8d Senune Help 06I504-3 Print Checks Parinstars
| Diraplary Ence Mesaage
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WU st Dapferanicd 01 ¥
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Lask daposit rumber was 182
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Bo you wish to Besst/Clear Mute  deposits 7 ¥R B
5
FaaTermingle |ob witheul Resst or Cleer Fld=Rore Eews 4,

3. On the second Print Check Parameters form, complete any of the following
fields that apply to the types of pay documents you are running:

= Do you wish to Reset/Clear Cash Pay Slips?
= Do you wish to Reset/Clear Checks?

= Do you wish to Reset/Clear Auto deposits?

T 06504-3 Print Checks Parameters =1 % )

ORACLE Jo Edwards Warld

# 1X 7 a,
[|Fre8d Senune Help 06I504-3 Print Checks Parinstars
:: Diraplary Ence Mesaage
||Ciptey Funchans The following has Been fequested:

Beser/Clear of Chechs.
Beazt/Clear of Mute Deposits,

Is this correct 7 Y/H r
Tupe "F°, and then Fb 18 progess reguesl
5
FaaTermingle |ob witheul Resst or Cleer Fld=Rore Eews 4,
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4. On the third Print Check Parameters form, complete the following field:
= Isthis correct?
5. Choose the Process Request function.

6. Complete the steps for printing payments.

Field Explanation

Do you wish to Indicate if all cheques have printed successfully.
Reset/Clear Checks ? Y/N - .
Form-specific information
When using this field to reset pre-payroll cheques, the
values are:

C Clear pay check work file and rerun one or all of the
three net pay processes from the beginning, ignoring
any previous net pay creations for the selected
process.

R Restart Net Pay Creation from a specific point in the
selected process.

See Also

= Printing Payments (P07230)

Resetting the Positive Pay Workfile

), From Canadian Payroll Master (G77), choose Pay Cycle Processing
NZ | From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset
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If it becomes necessary to reset/reprint cheques after the bank transmittal file has
been created, it is recommended that the Positive Pay Work File be reset as well.

When you reset back to pre-payroll after cheques are printed, records in the positive
pay workfile will be cleared for that payroll ID. If paycheques are reset, and then
rerun, the positive pay workfile will automatically update accordingly.

To reset the positive pay workfile

On Pay Cycle Review/Reset

. —r— ]
[d 06217 Pay Cycl Reviewiem =OE
L el Ell
ORACLE 1o cdwards Warld
UEL Ciacimaeng Waild Besowtts  Soppon
Wi aq
Fidd Saneme Heip e Pagy Bycln PorwlowsBinnns Usar: [
i pllay e Mudssge
Cisplay Flnctans fip to Payroll 1D —
Exit Evogram
:;':'ff'”:ﬂ:‘ —  Status Cosbes Fre ok Geq
I:I ot SR Deseript jon iy Fre [ JEs Rot Fdl 1 2 T Ged Cod
T S
F Ini:’rﬂ:nu e [ o5 Precfayroll Frocessing - 1 3
S [ 003 Canadian Pra-Payrll Pro DF7IEALE 1 1 2

Bot: 1=EE Info 2=00 Susssry 3=HPFVD DeDD Beset P=0H Reset FidMore

Note: Option 5 will reset all records that were loaded to the bank
transmittal file back to an unprocessed status. It will also delete the physical
file member and the corresponding record in the Positive Pay Tape
Attributes File table (F062362).

Then, you can submit the bank file build process again, after the cheque
print rerun has been completed. This will ensure that any changes are
captured before the bank transmittal file is sent to the financial institution.
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1. Choose the Paycheck Workfile Reset option for the payroll ID for which you
need to reprint cheques.

0635041 Print Checks Parameters =EE
Tock Hels B
|
|

ORACLE 1o Edwards Warld

Wenld Faaouiees
#1 X ? 4

[|Fre8d Senune Help 06I504-1 Print Checks Parinstars
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it Prognsm Pre-Payrall Ueral
i e e-Payrall Veralon
| (=EE

i Frabal fre eurrent status af Net Pay creatien far this versiem iz 33 follpws:

Cash Pay Slips:

Cath Pay #lips were not requesied

Chacki:
Checks are conplege.

Rank Auts Dapasdta:

Futa Depaaits are conplete.

If you wish to clesr the pay check work file and rerun 1 or all of the 3 Mat
Fay processss from the beginning, fgraring any previses net pay crestions

far the selected procesa{es), Dnter “T=.

IF you wish to restart net pay creation fram 4 apecific palnt in the selectad
mracess{es), Enter "B

FasTermimate jub without Reset or Clear F2d4=Nore Kews a,

2. On the first Print Checks Parameters screen, enter the type of reset you want to
process.

5635047 Print Checks Parameters =JoEd
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Beginning check ramber was 4
Ba you wish 1o BEeset/Tlear Checka T YW r
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Buta Deposits sre complets

Lask daposit rumber was 182
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5
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3. On the second Print Check Parameters screen, complete any of the following
fields that apply to the types of pay documents you are running:

= Do you wish to Reset/Clear Cash Pay Slips?
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= Do you wish to Reset/Clear Checks?
= Do you wish to Reset/Clear Auto deposits?

= Do you wish to Reset Positive Pay?

T 063504-3 Print Checks Parameters o
| Tock Hel -
ORACLE b Edwards World
Docemnanl Ervaill Whaild Resauices
#1 X rl a
Fidd Sanafree Halp 0EIS0A=-3 Peint Dhacks: Phranatars
Cirsplay Erce Message
DCeptay Functong Tht ‘Fsllouing Wes bedn redubsted:
Beser/Clear of Chechs.
Beazt/Clear of Mute Deposits,
Is this correct 7 Y/H r
Tupe “¥°, and then P 18 process reguedl
Fa=Terminele job witheul Resel of Clear F2d=Nore Eegs

4. On the third Print Check Parameters screen, complete the following field:

= |sthis correct?
5. Choose the Process Request function.

6. Complete the steps for printing payments.

Field Explanation

Do you wish to Indicate if all cheques have printed successfully.

Reset/Clear Checks ? Y/N . .
Form-specific information

When using this field to reset pre-payroll cheques, the
values are:

C Clear pay check work file and rerun one or all of the
three net pay processes from the beginning, ignoring

any previous net pay creations for the selected
process.

R Restart Net Pay Creation from a specific point in the
selected process.

Do you wish to
Reset/Clear Cash Pay
Slips?

Do you wish to
Reset/Clear Auto
deposits?
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See Also

=  Printing Payments (P07230)

Resetting Status Codes

4-70

#N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP | From Pay Cycle Processing (G7713), choose Pay Cycle Review/Reset

When a step in the payroll cycle is locked or has ended abnormally, you must
change its status. A step might end abnormally when a machine or power failure
occurs thus causing the status codes to remain active (A). A scheduling lock occurs
when two people try to run the step at the same time. You typically use this screen
to change the Active status code to a blank so that you can rerun the abnormally
terminated or locked step.

To reset status codes

On Pay Cycle Review/Reset
1. Locate the ID that corresponds to the payroll you are currently running.

2. Choose the Reset Control Parameters option.

[ST06215  Fusmr Payroll Parameters e ¢
| fock Helo gl

ORACLE Jo Edwards Warld

Dacemanl Waild Resauices  Soppail

Ih a3

Canadian Pre-FPayrall Procsssdr

Weegiong List

Fre=Payroll Processing (1 Conpleted

il Conpleted

Notive Tine Entry Sessicns

Frecessing Tyse Code 1 Full Pre=Fagrall

3. On Reset Payroll Parameters, remove the value for the step that ended
abnormally in one of the following fields:

=  Pre-Payroll Processing
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= Journal Entries
= Reports Only
= Final Update

= Active Time Entry Sessions

You cannot change the Print Checks status. Instead, you must reset the payment

workfile.

4. Choose the Update function.

Field

Explanation

Active Time Entry Sessions

This field is used to indicate how many sessions of time
entry are actively maintaining timecards for the Payroll ID.
This field is used internally by the system for control
purposes. You should never need to change the value in
this field unless an abnormal end-of-job is experienced by a
time entry session. If you do need to reset the value in this
field, make sure that all activity is suspended for the
version and then set this field to zero (0).

What You Should Know About

Changing the status to
complete (1)

Rerunning pre-payroll,
payroll reports, or journal
entries

Printing payments

See Also

You cannot change the status of pre-payroll processing, print
cheques, or final update to complete. You can change the
status of payroll reports only and payroll journal entries to
complete.

You can rerun payroll reports only or payroll journal entries
even if the status code is complete (1). You can rerun pre-
payroll processing if the status is complete and you have not
printed payments.

You cannot change the status of Print Checks on the Reset
Payroll Parameters screen. To reprint payments, you must
reset the payment workfile.

= Resetting the Payment Workfile (P06217)
= Resetting the Positive Pay Workfile (P062360)
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Processing Pro Forma Journal Entries

Pro forma journals entries are review-level entries that the system holds in the
Summarized Journal Entry workfile (F06395) until you run final update. You create
this workfile to prepare the journal entries for review and posting. When you create
the workfile, the system generates the Pay Period Journal Batch Proof report. You
use this report to review the accuracy of your payroll cycle information before the
system posts the information to the general ledger. To post journal entries
automatically during final update, you must first correct any errors that you find
when you review the Pay Period Journal Batch Proof report. The final update step
creates actual journal entries, updates the Account Ledger table (F0911), and
optionally posts the entries to the Account Balances table (F0902) if your payroll
system is integrated with the JD Edwards World General Accounting system.

This section contains the following:

=  Creating the Workfile for Pro Forma Journal Entries

=  Reviewing the Pay Period Journal Batch Proof Report

= Rerunning the Journal Batch Proof Report

In the payroll company constants you can specify to post journal entries
automatically to the general ledger. If your system is not integrated with the

JD Edwards World General Accounting system, you must use another method to
enter the information in Pay Period Journal Batch Proof into your general ledger
system.
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You can process pro forma journal entries at any time during the payroll cycle after
pre-payroll processing, but before final update. JD Edwards World recommends the
following sequence:

Emplayes Time Emploves Time
Mairtenance Eritry Maintenance Ertry

Pre-

Update Payroll

Repartz Paymerts

Journal
Ertries

When you process pro forma journal entries in the recommended sequence, your
reports contain all possible transactions calculated in the payroll cycle. For example,
when you print reports after the journal entries step, you see all DBAs on your
payroll cycle reports. If you print reports before processing pro forma journal
entries, the reports might not contain benefits and accruals that do not affect gross
or net pay, such as company-paid and non-taxable benefits. This occurs because the
system processes any benefits and accruals that do not affect the gross-to-net
calculations in the journal entries step of the payroll cycle.

See Also

= Appendix A — Technical Overview of Payroll Cycle for information about tables
affected by processing pro forma journals

= Working with Journal Entries (P07220)

Creating the Workfile for Pro Forma Journal Entries

ZX From Canadian Payroll Master (G77), choose Pay Cycle Processing
2 From Pay Cycle Processing (G7713), choose Payroll Journal Entries

You create a workfile to prepare the journal entries for review and posting. When
you create the workfile for the pro forma journal entries, the system:

= Creates pro forma vouchers, if your Payroll system is integrated with the
JD Edwards World Accounts Payable system
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= Creates pro forma journal entries in full detail and then summarizes them,
depending on your automatic accounting instructions (AAISs)

=  Prints the Pay Period Journal Batch Proof report

The system also calculates any outstanding transactions associated with the current
payroll processing, including:

= Remaining benefits or accruals that do not affect the gross-to-net calculations

=  Workers compensation

To create the workfile for pro forma journal entries

On the first Payroll Journal Entries form
1. Complete the following field and press Enter:

=  Pre-Payroll ID

| = 06220 Payroll Jonrnal Entries =oE
| foch Heo Sy
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#1 X ) 3,
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[
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cumt Jumal EOMESN o peried Ending Date 841117
St fo Prenaos Fams
stk it RO 0 T 8a/1 117
Pay Pericd Jowrnals
Expense Bhstribution Code [Z Pay Pericd tnd
Delete Previous Journals without Begemeration {Y/H) ﬁ
Recrusl Factar Far  Transition Period frpsnes Diste
fverride Becounting Date  for ALL Jourmsl Entries
Aeeounts Pagable Integratios
fccounts Fayable Integratisn Requested. 0 DbAs and Taxea
Wage Attschmsnt Tneodce Bete ..., ..
Separate Batch for DBAs e=d taxes (¥/H) W
Fun foooemits FPayable Integration OHLY (R EL )] m
Flh=Subnit Fl2=Previmes Sereen

2. On the second Payroll Journal Entries form, complete the following fields:
=  Expense Distribution Code
= Delete Previous Journals without Regeneration
3. Complete the following optional fields:
= Accrual Factor for Transition Period Expense Distribution
= Qverride Accounting Date for All Journal Entries

4. If your payroll system is integrated with the Accounts Payable system, complete
the following fields:

= Separate Batch for DBAs and Taxes

= Run Accounts Payable Integration Only
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5. Choose the Submit function.

Field

Explanation

Payroll Expense Type

Delete Previous Journals
without Regeneration
(Y/N)

Enter the Accrual Factor to

Enter the Absolute
Override Accounting

This code determines the G/L date for labour and burden
entries. The system uses document types T2 and T4 to
record labour and T3 to record burden. Valid codes are:

1 Work Date. The G/L date is the timecard work date.

2 Period Ending Date. The G/L date is the pay period
end date for the payroll cycle currently being run.

3 Cost Period. The G/L date is the end of the
accounting fiscal period for timecards with a work
date in the prior period. The G/L date is also the pay
period end date for timecards in the current period.

This field applies when you rerun journal entries. If you are
rerunning journal entries, the screen displays the batch
number for the journals at the bottom of the screen.

N Delete the previous batch and create a new one
(default).

Y Delete the existing pro forma journal entries. The
system removes the general ledger batch number
from the associated timecard entries, resets the
journal entries step to blank in the Reset Payroll
program, and does not print a report. A joblog tells
you that the batch number has been removed.

The accrual factor applies to payroll expenses and is
normally used during a transition pay period where all
timecards are entered with a work date equal to the pay
period end date. In this case, you can use the accrual factor
(for example, 25 for 25%) to accrue a portion of payroll
expenses in the previous month and defer the expense in
the following month.

The date that the payroll accounting journals are created.
This is the cheque date unless overridden
Form-specific information

In Payroll Journal Entries, the absolute override date is used
as the G/L date for all journal entries generated for this
payroll cycle (labour, burden, and cheque disbursement).
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Field

Explanation

Separate batch for DBAs
and taxes (Y/N)

Accounts Payable
Integration

This field is a single-character entry field for a yes or no
response. The default is No.

Valid codes are:
Form-specific information

This code separates DBA and tax vouchers into two batches.
This feature is useful when your payment schedule for
taxes requires the batch to be approved and posted in
accounts payable at a much earlier date than DBAs (or vice
versa).

N Create one batch for both DBA and tax vouchers.

Y Create two batches, one for DBA vouchers and one
for tax vouchers.

This field specifies the level of integration between the
Payroll and the Accounts Payable systems. The system
creates pro forma vouchers during the payroll journal
entries step of the payroll cycle. The system creates actual
vouchers during the final update step.

N No integration

0 Create vouchers for both DBAs and taxes that have
been setup with A/P integration

1 Create vouchers only for DBAS that have been setup
with A/P integration

2 Create vouchers only for taxes that have been setup
with A/P integration

Note: You can generate separate vouchers for multiple
payments to the same payee for the same DBA for the same
employee where payments represent separate wage
attachments.

Processing Options

See Create Payroll Journal Entries (P06220).

See Also

= Working with Vouchers (P06494)
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Reviewing the Pay Period Journal Batch Proof Report

z}« From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP | From Pay Cycle Processing (G7713), choose Payroll Journal Entries

The system prints the Pay Period Journal Batch Proof report when you create the
workfile. Use this report to review the accuracy of the payroll cycle information
before the system posts the information to the general ledger.

The report lists the journal entry information by document types. Grouping journal
entries by document types enables you to separate various types of accounts. The
system uses the following document types to group payroll journal entries:

Type Description

T1 Payroll Disbursement Entries

T2 Payroll Labor Distribution

T3 Actual Burden Entries

T4 Labor Billing Distribution Journal Entries
T5 Equipment Distribution Journal Entries
T6 Payroll Accruals and Deferrals

T7 Payroll Voucher Journal Entries

Tl Payroll Disbursement Entries

The system creates Document type T7 journal entries only when your system is
integrated with the JD Edwards World Accounts Payable system.

Caution: If you find errors on Pay Period Journal Batch Proof, you must
correct the errors and re-create the workfile. The following list contains
examples of what might cause errors to appear on Pay Period Journal Batch
Proof:

= |naccurate AAls.
= Account number not yet added to the chart of accounts.

= Incorrect setup of non-taxable benefits or accruals that were processed in the
journal entries step.

= Incorrectly entered timecard information. (In this case, you also must rerun pre-
payroll.)

The system does not recognize the corrections until you re-create the workfile. If you

do not re-create the workfile after you correct the errors, the system creates the
actual journal entries with errors.

Assuming that you have not yet printed the payments, to correct inaccurate
timecards you must:
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= Rerun the journal entries step and delete the previous journal entries to remove
the lockout code on the timecards

= Correct the inaccurate timecards
= Run a pre-payroll for changes only

= Rerun the journal entries step

06229 JD Edwards World Page - 2
Pay Period Journal Batch Proof Date - 6/25/17
Payroll ID: 003 Batch 6068037
Account Description Asset G/L Account . . . o L .. Amounts . . . . . . . .
Co FY PN DT Refn2 Employee JBCD JBST Explanation Subldg-Ty-Phase Debit Credit Units LT
00007 17 04 T1 Payroll Disbursement Entries
AL041798 Miscellaneous 7.4327 8.39 AA
AW041798 Accrued Payroll 7.4205 7,395.19 AA
CF041798 Actual Burden Clearing A 7.4333 1,580.62 AA
CT041798 Actual Burden Clearing A 7.4333 394.46 AA
DP041798 Payroll Bank Account 7.1110.PAYROLL 5,763.01- AA
Document/Period Total 9,378.66 5,763.01-
00007 17 04 T2 Payroll Labor Distribution
AW041198 Accrued Payroll 7.4205 7,395.19- AA
LD041198 Regular Pay 701.8115 2,615.38 80.00 AA
7775 Regular
LD041198 Regular Pay 701.8115 1,361.54 80.00 AA
7776 Regular
LD041198 Regular Pay 701.8115 1,826.92 80.00 AA
7777 Regular
LD041198 Regular Pay 701.8115 1,591.35 80.00 AA
7778 Regular
Document/Period Total 7,395.19 7,395.19- 320.00
00007 17 04 T3 Actual Burden Journal Entries
CF041198 Actual Burden Clearing A 7.4333 1,580.62- AA
CT041198 Actual Burden Clearing A 7.4333 394 .46- AA
Document/Period Total 1,975.08-
Company Total . . . . 16,773.85 15,133.28- 320.00
See Also

= Setting Up Automatic Accounting Instructions (P069043)
= Setting Up Deductions, Benefits, and Accruals (P069117)
= Processing Changes Only Pre-Payroll (P07210)

= Verifying the A.R Post Process (P09800) for common error messages associated
with journal entries

Rerunning the Journal Batch Proof Report

z:» From Canadian Payroll Master (G77), choose Pay Cycle Processing
NP< | From Pay Cycle Processing (G7713), choose Re-Print Journal Batch Edit

You rerun the Pay Period Journal Batch Proof report when you want to print the
report without re-creating the workfile. The system prints the same proof report that
was created during the last creation of the workfile. You can print this report as
many times as necessary before you run the final update step.
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Working with Payroll Cycle Reports
You can print reports after performing any of the following steps in the payroll
cycle:
= Process pre-payroll
=  Print payments
= Process pro forma journal entries

The following graphic illustrates the steps in the payroll cycle:

Employes Time Employes Time
Mairtenance Eritry Maintenance Eritty

Pre-

Update Payrall

Reports Payments

Journal
Entries

This section contains the following:

=  Printing Payroll Cycle Reports

= Reviewing the DBA Reqgister

= Reviewing the Canadian Employment Insurance Reqister

= Reviewing the Quebec Tax Distribution Summary Report

= Reviewing the Interim Cheque Integrity Report

= Reviewing Other Reports
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The payroll cycle reports include only employees who are included in the payroll

cycle.

Printing Payroll Cycle Reports

4-82

H Selott Vissions from Vi

#N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
AF< | From Pay Cycle Processing (G7713), choose Payroll Reports Only

After you process pro forma journal entries, print any additional payroll cycle
reports you need. Your reports contain more detailed information when you print
them after you print your cheques and create your journal entries. For example,

even though the system automatically prints the Payroll Register when you process

pre-payroll, the report lists cheque numbers only after you print paycheques.

To print payroll cycle reports

On the first Payroll Reports Only form
1. Complete the following field:
=  Payroll ID

|.:IIIEHII Payrofl feports Only
| QotoneTooks Helo

C}RACLE JO Edwards Warld
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Siiben Hapans b Balct THEL D4S1L/1T

Dacamani Wehanld Redauices

=1 e H
R Payrell Keglstar

PBNND  |[Susssny Payroll Reglster

L Tima and Fesy Loceptlon keport

FEAED  |Trensaction Audit Regort

PR | Regdster

TR Payroll Voucher Jourral Detail

FETE Tayrel Voucher Jrmil Susssry

(I Frow. Tee Dlstributlon Sussary

AL |Fedaral Tax Distr. Sussany d
1

On the second Payroll Reports Only screen for each report you want to print,

enter a valid report version in the following field:

= Version

Press Enter to verify each version and load the reports. If you do not press Enter

before submitting, the system will not print your reports.

4. Choose the Submit function.
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What You Should Know About

Reloading all reports Choose the Reload All function to reload all available
reports.
Selecting versions Choose the Select Versions from Versions Window function

to continuously move through each available report and
select a version when desired.

Reviewing the DBA Register

The DBA Register prints the same information as the Transaction Audit report, but
it lists all employees in the pre-payroll processing by deduction, benefit, and
accrual.

063062 JD Edwards World Page - 3
D/B/A - Register Date - 7/08/17
DBA Code . . . . 7700 RRSP Pay Period - 04/11/17
Payee Number . . Payroll 1D — 003
........ Employee. . . . . . . . .
Number Name Amount
481-56-0670 Bellas, Debbie 35.00
652-13-6888 Rivard, Jacques 53.69-
652-13-6888 Rivard, Jacques 50.77
852-13-6886 Deveny, Cindy L. 130.77
081-56-0674 Guerre, John M. 54_46
084-56-0671 Bureau, Richard M. 91.35
856-13-6882 Klassen, Lisa M. 95.48
Total for Provider/Trustee . . . . . . . . . . . . 404.14
Total for PDBA Code. . . . . . . . . . . . . . . . 404.14

Reviewing the Canadian Employment Insurance Register

The Employment Insurance Register lists the rates for employment insurance (El).
The register includes the following information:

= Social insurance number

= Current wages

= Any excludable wages or amounts paid in excess
= Taxable wages

= Insurance rate

= Current tax amounts
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073660 JD Edwards World Page - 4
Canadian Unemployment Registers Date - 7/08/17
Period End -04/11/17
Company Number: 777 Canadian Payroll Yearend Comp
Tax Id. Number: WCX162712
U/1 Max. Base : 1,500.00
U/1 Rate-Emp. : .029500 Employer: 1.400000
* ok ok ok ok ok ok ok *Employee* * X * ok ok ok ok % Current Excludable Paid In Taxable Employee Employer
SIN Name Wages Wages Excess Wages Current Tax Current Tax
081-56-0674 Guerre, John M. 1,538.54 67.23- 105.77 1,500.00 61.95
084-56-0671 Bureau, Richard M. 2,064.42 85.68- 650.10 1,500.00 61.95
856-13-6882 Klassen, Lisa M. 1,798.23 87.74- 385.97 1,500.00 61.95
852-13-6886 Deveny, Cindy L. 2,955.38 105.39- 1,560.77 1,500.00 61.95
8,356.57 346.04- 2,702.61 6,000.00 247.80
8,356.57 346.04- 2,702.61 6,000.00 247.80
Canadian Payroll Yearend Comp 8,356.57 346.04- 2,702.61 6,000.00 247.80
Grand Total. . . . . . . . . . 8,980.60 842.88- 2,523.94 7,299.54 44 _23- 193.09

Reviewing the Quebec Tax Distribution Summary Report

The Quebec Tax Distribution Summary report shows a comprehensive listing of
your company’s tax liabilities.

The Quebec Tax Distribution Summary report provides the following information
required by the Quebec provincial government:

= Current, month-to-date, quarter-to-date, and year-to-date totals for taxable
wages and tax amounts withheld for provincial taxes and pension deductions

= Year-to-date deposit information including the total amount withheld and the
total amount due to the provincial government

073162 JD Edwards World Page - 2
Quebec Tax Distribution Date - 7/08/17
Period End - 04/11/17
Company. . . 00077 A Model Canadian Payroll
Prov . . . . 019
Tax ID . . . 97789977880
. . -Current Period . . . . . -Month-to-Date. . . . Qtr-to-Date Year-to-Date
TT Tax Description Taxable Wages Tax Amount Taxable Wages Tax Amount Tax Amount Tax Amount
CF Quebec Provincial 121.14- 29.38- 3,398.09 306.17 306.17 2,208.34
CG QPP - Employee 98.67- 2.09 3,420.56 82.24 82.24 433.84
CH QPP Company 98.67- 2.09 3,420.56 82.24 82.24 433.84
Tax ID Totals : 25.20- 470.65 470.65 3,076.02
See Also

= Reviewing the Provincial Tax Distribution Summary (P073163)

Reviewing the Interim Cheque Integrity Report

4-84

The Interim Cheque Integrity report shows any differences between the Tax History
Summary table (F0713) and the Interim Tax table (FO7121). The report prints only
when there is a difference.
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07401 JD Edwards World Page No. . . 2
Interim Integrity Verification Date - . . . 7/08/17
Address Number . . . 7704 Rivard, Jacques
Company Name . . . . 00077 A Model Canadian Payroll Co
Tax ID . . . . . . . WCX162734
9977880
neA” negr nocr »epr neE” nopr noGr neHr
Interim Cheque Federal CPP Employee Ul Employee Ul Employer CPP Employer Quebec QPP Employee QPP Employer
Number Gross/Tax Gross/Tax Gross/Tax Gross/Tax Gross/Tax Gross/Tax Gross/Tax Gross/Tax
9216 1,762.68- 1,816.37- 1,816.37- 1,762.68- 1,816.37- 1,816.37-
185.03- 44 _70- 55.61- 238.01- 42 .24 42.24-
Interim Totals 1,762.68- 1,816.37- 1,816.37- 1,762.68- 1,816.37- 1,816.37-
(Fo7121) 185.03- 44 _70- 55.61- 238.01- 42 .24 42.24-
Tax History Totals 1,762.68- 1,816.37- 1,816.37-
(FO713) 185.03- 44 _.70- 55.61-
Difference 1,762.68- 1,816.37- 1,816.37-
(FO7121 - FO713) 238.01- 42.24- 42.24-

ERROR: Interims out of synch.

Reviewing Other Reports

You can print the reports listed below as part of the print payroll cycle reports step.
The system automatically prints the majority of these reports in other areas of the
Payroll system. Depending on the level of detail you want the system to print on the
report, you might print these reports following different steps of the payroll cycle.

Report Description
Time and Pay Entry When you print this report from Payroll Reports Only, it
Register includes the information for the current payroll only. You

can choose to include employee totals on the report.
Processing options determine what data is printed on the

report.

See Printing Time Entry Reports for a sample report.

Payroll Register You must print the Payroll Register or Summary Payroll
Register during pre-payroll processing. Use the Payroll
Register to verify that the system correctly calculated
employees’ gross-to-net amounts. You can review employee
earnings for this payroll cycle by pay type, deductions,
benefits, and accruals. The report lists the following

information:

=  Pay type, benefits, deductions, and accruals for each
employee by business unit

=  Totals by pay type for each business unit

= Grand totals by pay type for each company

Reviewing accruals in relation to the other information
simplifies the process of reconciling total accrual liability.

JD Edwards World recommends printing this report after the
print paycheques step. The report includes cheque numbers
only after you have run Print Paycheques.

See Reviewing Pre-Payroll Reports for a sample report.
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Report

Description

Summary Payroll
Register

Time and Pay Exception
Report

Federal Tax Distribution
Summary

Transaction (DBA) Audit
Report

Payroll Voucher Journal
Detail Report

Payroll Voucher Journal
Summary

Workers Compensation
Register

The Summary Payroll Register lists one line per cheque, and
indicates which employees’ gross-to-net calculations are
incorrect. If you are processing payroll for a large number of
employees, you might find it easier to use the Summary
Payroll Register to review employees’ gross-to-net earnings.

See Reviewing Pre-Payroll Reports.

The system prints the Time and Pay Exception report with
the Time and Pay Entry Register during pre-payroll
processing if there are exceptions. This report lists employees
whose hour or rate amounts are more than the maximum or
less than the minimum amounts you specified in the
processing options for this report. Use this report to identify
employees whose timecards might contain errors.

See Reviewing Pre-Payroll Reports for a sample report.

You use the information on the Federal Tax Distribution
Summary Report to determine the federal tax burden for this
payroll. The report lists totals of taxable wages and federal
tax amounts for the current period and month-to-date. It also
lists tax amounts by company for quarter-to-date and year-
to-date.

See Reviewing Pre-Payroll Reports for a sample report.

You use the Transaction Audit report to review deduction,
benefit, and accrual information for all employees in your
payroll cycle. When you print this report after processing pro
forma journal entries, the system also includes benefits and
accruals that do not affect gross or net pay.

See Printing Transaction History Reports for a sample report.
You can use the Payroll Voucher Journal Detail report to
validate voucher entries before you run final update.

See Accounts Payable Integration for a sample report.

You can use the Payroll Journal Voucher Summary report to

validate voucher entries, tax types, and account numbers
before you run final update.

See Accounts Payable Integration for a sample report.

The Workers Compensation Register lists detailed workers
compensation information for all employees that were
included in the pre-payroll processing. This report provides
subtotals along with each employee’s workers compensation
code, province, company, and grand totals.

See Printing Governmental Reports for a sample report.
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Report Description
Positive Pay Work File Review this report to verify that regular and interim
Report paycheques generated by the payroll system are valid before

they are submitted to the bank and cashed.

During the print payment process, you will be prompted to
build the positive pay workfile as part of your pay cycle
processing.

If you opt to generate the positive pay workfile, the system
will generate the Positive Pay Work File Report, which lists
all printed cheques and other pertinent information. You can
then execute the bank transmittal file build program to create
a new physical file member, which will contain cheque data
that is properly formatted for submission to the bank.

The Positive Pay Work File Report is available on the
Canadian Payroll Positive Pay Processing menu (G7734).

See Reviewing the Positive Pay Work File Report for a
sample report.

Positive Pay Bank This report lists all bank file member records included in the
(Transmittal) File Build positive pay transmittal file.
Report

Review the member records to ensure they are correct before
you submit transmittal file data to a financial institution via
electronic upload (modem) or an external media, such as CD,
diskette, or tape.

This report is available on the Canadian Payroll Positive Pay
Processing menu (G7734).

See Reviewing the Positive Pay Bank File Build Report for a
sample report.
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Processing the Final Update

The final update is the last step in the payroll cycle. This step updates the payroll
history tables, creates journal entries, and prepares your system for the next payroll
cycle. If you have set up your Payroll system to integrate with the Accounts Payable

system, final update also creates vouchers, voucher journal entries, and related
reports.

The following graphic illustrates the preceding steps in the payroll cycle:

Employees Time Employee Time
Mairtenance Eritry Maintenance Eritty

l g

¥

Final Pre-
Update Payrall
Reports Payments

Journal
Entries

This section contains the following:

= Running the Final Update

= Reviewing the Payroll Voucher Report
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Running the Final Update

4-90

z}« From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP | From Pay Cycle Processing (G7713), choose Final Update

The final update is the last step in the payroll cycle. After you run the final update,
you cannot change anything related to your payroll ID.

You use the final update to:

Update employees’ transaction, tax, and cheque history.
Create journal entries.

Post journal entries (optional).

Update the Employee Master table (F060116).

Unlock the payroll ID and prepare the system for another payroll cycle.
Unlocking the payroll ID gives other users access to that payroll ID and the
employee records it includes.

When the system completes the final update, it generates a completion message. If
the system encountered no errors, you can use the history inquiry screens to review
the results of the final update.

See Also

Working with VVouchers (P062201) for information about creating vouchers

Appendix A — Technical Overview of Payroll Cycle for information on the tables
affected by final update

Reviewing Earnings and Tax Information History (P070920) and Reviewing
Transaction History (P070910) for information on viewing the tables affected by
final update
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To run the final update

On the first Final Update screen

[ 06250 Final Updetn
Tock Hels

Seloc Version from Wes
Ll Soman

CORACLE 1o Edwards Warld

Enter ake Pre-Payrnll Wersion that Fimal lipdate &5 12 be hased on

Fra=Fayrnll Verilon i-":'\l:

LIHL Destaninl E et Waild Figstuices =

FI=Exll

1. Complete the following field:

= Payroll ID

2. If your organization accumulates wages for employees on contract calendars,
complete the following field:

= Generate Accumulated Wages Timecards

This field appears only when you activate contract calendars in the payroll

constants.

3. Choose the Submit Job function.

What You Should Know About

Abnormal ending to the
final update

Canadian Payroll Guide (Revised - August 25, 2008)

If the final update ends abnormally, such as when a machine
or power failure occurs, you must reset the final update
status code and then rerun it.

See Resetting Status Codes.

When you rerun the final update, the system resumes
processing at the point where the abnormal ending occurred.
The system prints the Employee Update report, which lists
the address number of the employee on which final update
stopped processing. Use this report to verify that the system
updated the history for this employee. If the employee’s
history did not update, consult JD Edwards World Customer
Support for assistance.
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See Also

=  Generating Timecards for Accumulated Wages (P063910)

Reviewing the Payroll Voucher Report
After you run final update, if you have set up your Payroll system to integrate with
the JD Edwards World Accounts Payable system, you should review the Payroll

Voucher Edit report to verify that no errors occurred during the update. The report
lists any vouchers that contain errors.

See Also

= Reviewing Voucher Posting Reports (P09800)
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Working with Journal Entries

After you run the final update, you review your batch of payroll journal entries. The
final update creates the actual journal entries, and updates the Account Ledger table
(F0911). Depending on your company constants, you can have the system
automatically post journal entries to the Account Balances table (F0902). If you do
not automatically post the journal entries, you must post them manually. You must
also post journals manually when the system could not automatically post a batch of
journals due to errors.

You review a batch to verify that the journal entries within the batch are not in error.
You can then revise any incorrect journal entries before you post them to the general
ledger. After you review or revise a batch of payroll journal entries, you might need
to approve it before posting can occur. This depends on whether your company
requires management approval before posting a batch. The approval status is set in
the general accounting constants.

This section contains the following:

=  Reviewing Batches of Payroll Journal Entries

=  Revising Payroll Journal Entries

= Approving Payroll Batches for Posting

= Posting Payroll Journal Entries Manually

= Reviewing the Posting Edit Report

= Reviewing the General Ledger Posting Journal

Reviewing Batches of Payroll Journal Entries

ZX From Canadian Payroll Master (G77), choose Pay Cycle Processing
» From Pay Cycle Processing (G7713), choose P/R Journal Batch Review

You review a batch to verify that the journal entries within the batch do not have
errors before you post them. When you review journal entries for posting, you can
display a list of batches based on your user ID, the batch number, a posting status,
or a specific date range. For example, you could review all of the batches that are
unposted.

You can review batches of journal entries that you created during the standard pay
cycle journal procedures or during a special timecard post. The system uses batch
types to group the various kinds of journal entries. The system processes different
batch types during the standard pay cycle than during a special timecard post.
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The standard pay cycle processes the following batch types:

Batch type

Description

Batch type 4

Batch type 7

Batch type #

Pro forma journal entry records created during the journal
entries step of the payroll cycle, but not yet updated to the
general ledger. For this batch type, you can review summary
information only.

Actual journal entries created during the final update step of
the payroll cycle. Depending on the way in which your system
is set up, these entries might have been automatically posted
during final update. You can also manually post them after
final update. You can review detail records for this batch type.

Journal entries integrated with Accounts Payable system. When
the Batch Description field value is JE (Journal Entry), the
entries are for actual vouchers created during the final update.
You can review detail records for these entries. When the Batch
Description field value is Edit, the entries are for pro forma
vouchers. You can review only summary information for pro
forma batches.

A special timecard post processes the following batch types:

Batch Type

Description

Batch type 5

Batch type P

Pro forma journal entry records created when the system
generated timecard journals during a special timecard post, but
not yet updated to the general ledger. For this batch type, you
can review summary information only.

Actual journal entry records created when the system posted
journals to the general ledger. This batch type is equivalent to
batch type 7 for standard pay cycle journal entries. You can
review detail records for this batch type.

4-94
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To review batches of payroll journal entries

On Payroll Journal Batch Review
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Display all batches for all users, or limit your search by completing one or more of
the following fields:

= UserlD

= Batch Number

= Batch Date From
= Batch Date Thru
= Batch Status

Field Explanation

Batch Number A number that identifies a group of transactions that the
system processes and balances as a unit. When you enter a
batch, you can either assign a batch number or let the
system assign it through Next Numbers. When you change,
locate, or delete a batch, you must specify the batch
number.
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Field Explanation

Batch Status A user defined code (98/1C) that indicates the posting
status of a batch. Valid codes are:

Blank Unposted batches that are pending approval or have
a status of approved.

A Approved for posting. The batch has no errors, is in
balance, but has not yet been posted.

D Posted. The batch posted successfully.

E Error. The batch is in error. You must correct the
batch before it can post.

P Posting. The system is posting the batch to the
general ledger. The batch is unavailable until the
posting process is complete. If errors occur during
the post, the batch status is changed to E (error).

U In use. The batch is temporarily unavailable because
someone is working with it.

See Also

= Processing Journal Entries Prior to the Payroll Cycle (P06229)

Revising Payroll Journal Entries

ZX From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP | From Pay Cycle Processing (G7713), choose P/R Journal Batch Review

After you review a list of batches, you can access transaction detail within a specific
batch of actual journal entries. You cannot access transaction detail for pro forma
journal entries. For example, you can review the number of journal entries within a
batch. You can also select a specific journal entry for review and revision. You revise
payroll journal entries that have errors to ensure that you post the correct
information to the general ledger.

You can revise the associated explanations and the general ledger distributions of an
unposted journal entry. You cannot change the following information:

= Document type
=  Document number
* Document company

= General ledger date

To revise payroll journal entries

On Payroll Journal Batch Review

1. Locate the appropriate list of batches.
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2. For the batch that contains inaccurate journal entries choose the General Journal
Review option.
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3. On General Ledger Batch Review, choose the Individual Document Review
option for the journal entry you want to revise.
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4. OnJournal Entries, enter the necessary changes.

5. Complete the steps to manually post journal entries.
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See Also

= Posting Journal Entries Manually (P09800)

Approving Payroll Batches for Posting

4-98

z}« From Canadian Payroll Master (G77), choose Pay Cycle Processing
AP | From Pay Cycle Processing (G7713), choose P/R Journal Batch Review

After you review or revise a batch of payroll journal entries, you might need to
approve it before you can post it. This depends on whether your company requires
management approval before posting a batch. Based on your company
requirements, as defined in the general accounting constants, the system assigns
either a pending or an approved status to the batch. You approve a batch of payroll
journal entries to prepare the batch for posting. You cannot post journal entries that
are not approved.

To approve a payroll batch for posting

On Payroll Journal Batch Review

1. Choose the appropriate batch.

2. Complete the following field:
= Approved (A)

Field Explanation

A A code that indicates whether a batch is ready for posting.
Valid codes are:

A Approved, ready for posting.
P Pending approval. The batch will not post.

If the system constants do not specify manager approval,
the system automatically approves batches that are not in
error.

Form-specific information

If the batch has an ERROR status, you must access each
item and correct the error. When you exit to Timecard
Journal Batch Review, the program automatically assigns
an APPROVED status.

What You Should Know About

Prev_enting a batch from To temporarily prevent a batch from posting, change its
posting status to pending.

JD Edwards World, A9.1



Work with Journal Entries

See Also

= Approving Batches of Journal Entries for Posting (P09201) in the General Accounting
Volume | Guide

Posting Payroll Journal Entries Manually

7X From Canadian Payroll Master (G77), choose Pay Cycle Processing
> From Pay Cycle Processing (G7713), choose Manual Payroll Journal Post

You post payroll journal entry batches to update your general ledger. When you
post journal entries, the system posts the batches that have been approved and are
ready to post to the Account Balances table (F0902).

You post journal entries manually for the following reasons:
= Your company requires manager approval before you post transactions

= Your system is set to automatically post during the final update step, but the
system detects errors during final update. The system does not post a batch of
journal entries that contains errors.

If you do not specify a batch selection, the program posts all approved batches for
all dates and all users.

If you set the payroll company constants to automatic post and your batches contain
no errors, the system posts journal batches automatically during the final update
step of the payroll cycle.

See Also

= Setting Up Company Constants (P069091)

Processing Options

See General Ledger Post (P09800).

Reviewing the Posting Edit Report

When you post journal entries, the system prints the Posting Edit report for your
review.

Review the Posting Edit report for any applicable posting error messages.

09800 JD Edwards World Page 5
General Ledger Post - Payroll Vouchers Date 7/23/15
Posting Edit Report
Create Intercompany Settlements: D

Batch Batch Account Number - Input G/L Date Do Document JE Line
Number Date Account ID Subldgr Ty Number Number Error Messages
6068214 07/22/15 ***NO ERRORS*** Batch will post.
*
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Reviewing the General Ledger Posting Journal

The General Ledger Posting Journal lists all journal entries. The column titles and
information are similar to the Pay Period Journal Batch Proof report. However, the
General Ledger Posting Journal prints the journal entry number, general ledger
date, and the account descriptions instead of the document reference numbers.

The level of summarization on this report is controlled by the Journal

Summarization Rules.

09801
Batch
Batch
Batch

JD Edwards World
Type -7
Number - 6068213
Date - 07/22/15

Posting Journal

Post Out of Balance H
Create Intercompany Settlements: D

Do Document G/L Co

Ty

G/L Account
Subldgr-Ty/Asset Number

Account Description
Explanation

Date

General Ledger Post - P/R Period Manual

Page

1
Date 7/23/17

..... Amounts . . . . . LT
Credit

Units

T1

T1

3530 08/14/17 00100 Miscellaneous Revenue USD
Payroll Disbursement Entries
3530 08/14/17 00100 Life Insurance
Payroll Disbursement Entries

90.9160
00007504 A
100.4310

10.00- AA

145.10- AA

4-100

See Also

= Setting Up Journal Summarization Rules (P06914)
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Correcting Errors in Pre-Payroll Processing

After you review pre-payroll reports, you might discover errors in the gross-to-net
calculations. Some errors you might encounter include:

= Anemployee is not included in a payroll cycle.
= DBAs do not calculate properly.

= The gross wages less the deductions that printed on an employee’s payment do
not equal the net wages on the Payroll Register.

The following examples describe common errors and the steps you would take to
correct them.

Example 1: An Employee is Not Included in a Payroll Cycle

Occasionally an employee who should be paid this pay period is omitted from pre-
payroll processing. Typically, an employee is omitted from pre-payroll processing
for one of the following reasons:

= The selection criteria for the pre-payroll version did not include the employee.
= The date entered as the employee’s pay start date or pay stop date is incorrect.
= No timecard has been entered for the employee.

To determine why the employee was not included in pre-payroll, locate the
employee on the Employee Entry form. The screen should indicate that the
employee is locked in pre-payroll.

Reviewing Selection Criteria

When the Employee Entry screen does not indicate that the employee is locked in
pre-payroll, the employee was not included in the data selection for the pre-payroll
program version.

Do one of the following:

= Reset the payroll ID and then change the selection criteria for the pre-payroll
version so that it includes the employee. You should then process pre-payroll
again.

= Issue an interim cheque for the employee.

If you issue an interim cheque, you should change the pre-payroll selection criteria
after you complete payroll cycle processing.

Canadian Payroll Guide (Revised - August 25, 2008) 4-101



Correct Errors in Pre-Payroll Processing

See Also

=  Resetting the Payroll ID (P06217)
=  Entering Interim Cheques (P07053)

Reviewing Pay Start and Stop Dates
If the employee is locked in pre-payroll, review the employee’s pay stop and pay
start dates on the Employee Entry form.

When the pay starts date is after the pay period ending date, or the pay stops date is
before the pay period beginning date, the system does not include the employee in
the payroll cycle. For example, if the pay period dates are 4/26 - 5/09 and the pay
starts date is 5/10, the system does not include the employee in that payroll cycle.

Reviewing Timecard Information for Hourly Employees Only
If the employee who was not included in pre-payroll is paid hourly, verify that you
completed either of the following:
= Entered a timecard for the employee.

= Entered standard hours for the employee on the Pay and Tax Information form.
(Entering standard hours causes the system to automatically generate timecards
for the employee.)

If the employee does not have a timecard for this pay period, enter one and then
rerun pre-payroll.

Example 2: DBAs Do Not Calculate

In some cases, the system does not calculate one or more DBAs that should be
calculated during pre-payroll. This scenario could happen even if the system
properly calculated the DBA during the last payroll cycle. This condition might
affect:

= All employees
=  Some employees
= One employee

Use the Transaction Audit report or the DBA Register, which you can print during
the print payroll cycle reports step, to determine how many employees are affected.
Use the DBA One-Time Override window on Time Entry by Employee to review
current DBAs for individual employees.

DBAs Did Not Calculate for Any Employees

1. Onthe DBA Setup form, locate the DBA.
2. Verify the information in the following fields:
= Calculate in Pre-Payroll

= Beginning Effective Date
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= Ending Effective Date
= Pay Period to Calculate
3. Access the Basis of Calculation table.
4. Verify that:
= The based-on PDBAs were calculated.
=  The based-on PDBAs are not zero.

= The DBA is not based on another DBA that is assigned at a different level
(employee, group, or DBA).

5.  Make any necessary corrections to the DBA Setup form.
6. Access the second Pre-Payroll Processing form.
7. Verify the information in the following fields:
= Year
The year must match the year entered for the master pay cycle.
= Period Number
The period number is not specified.
8. Access the Master Pay Cycles form.
9. Verify the information in the following field:
=  Withholding Period

10. Make any necessary corrections to the payroll cycle information.

DBAs Did Not Calculate for Any Employees in a Group Plan
If you are using group plans to assign DBAs to employees, and the system did not
calculate DBAs for any of the employees in that plan, verify the plan setup.

If you are using the Human Resources system to enroll employees in benefit plans,
verify that the employees are enrolled in the proper plans.

If you are using Payroll to assign employees to DBAs, complete the following steps:

1. On Group Plan DBA Setup, locate the group plan in which the employees are
included.

2. Verify the information in the following fields:
= Beginning Effective Date
= Ending Effective Date
=  Withholding Period

3. Make any necessary corrections.

DBAs Calculated for Only Some Employees

If you are not using group DBA plans, or if the employees whose DBAs did not
calculate are in different DBA plans, complete the following steps:
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10.
11.
12.

13.

Review the Deductions Not Taken and Deduction Arrearage reports to verify
that the employees earned enough to cover their deductions.

Locate the employee on the DBA Instructions form.
Verify the information in the following fields:

= Start Date

=  Stop Date

= Pay Periods to Calculate

= Group Code

= Union Code

Make any necessary corrections.

On the DBA Setup form, locate one of the DBAs that the system did not
calculate.

Access the DBA Limits window.

Using the information in this window, determine whether the employee has
reached the limit for this DBA.

Access the Basis of Calculation Table.

Review the information and make any necessary corrections.

If the DBA uses a calculation table, access the Calculation Tables form.
Review the information and make any necessary corrections.

Using the DBA One-Time Overrides window that you access from the Time
Entry by Employee form, determine if a one-time override exists for the DBA.

Using the Interim Cheque Entry form, determine whether an interim cheque
was issued for the employee this period.

If the DBA is set up to calculate once per period, and it is included on an interim
cheque, the system does not calculate it during pre-payroll.

What You Should Know About

Arrearage Method H When an employee does not have enough pay to cover

deductions, the DBA setup determines if amounts are placed
in arrears and, if so, how those amounts are deducted in the
future.

The current deduction amount and arrearage amount in
history are considered separately when the DBA is set up
with an Arrearage Method of H on the DBA Setup screen
(P069117). If the current deduction can be taken in its
entirety, but the arrearage amount cannot, the current
deduction amount is taken. The arrearage amount itself is
looked at by the system as a whole. It is either completely, or
not taken at all. The arrearage amount is not partially backed
off or taken.

See Setting Up Deductions, Benefits, and Accruals (P069117).
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See Also

Human Resources Benefits Guide if you are using the Human Resources system to
enroll employees in benefit plans.

Work with Timecard Information for more information about revising unprocessed
and processed timecards.
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Objectives

Overview to Payroll History

To use payroll history for reporting needs

To use online inquiries for quick access to payroll history

About Payroll History

Each time you process a payroll cycle, the system creates history records. Working
with payroll history includes:

Reviewing earnings and tax information history
Reviewing transaction history

Reviewing other payroll history

Working with payment history information

Reviewing payroll history reports

Payroll history includes detail and summary information for:

Earnings and taxes

Transaction history for pay types, deductions, benefits, or accruals (PDBAS)
Workers compensation and general liability

Timecards

Benefits and accruals, such as vacation time earned, taken, and available

Individual payment information

You use this information for online inquiries and historical and government
reporting.

You can review the payroll history at both summary and detail level. The summary
tables contain information from the detail tables as follows:

Table Description

Taxation Summary History Tax Ledger (FO716)
(FO713)

Payroll Month PDBA Payroll Transaction History (F0618)
Summary History (F06146)

DBA Detail History (F0619)
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Table Description

Fiscal/Anniversary Year Payroll Transaction History (F0618)
History (F06147) DBA Detail History (FO619)

Paycheque Summary Tax Ledger (F0716)

(F06156) Payroll Transaction History (F0618)

Deduction, Benefits, and Accrual History (F0619)

Calendar Month DBA DBA Detail History (F0619)
Summary History (F06145)

Historical Payroll Register ~ Historical Payroll Processing (FO6345)

(F063451) The system creates data for the Historical Payroll Register

and Historical Payroll Processing tables when you process
the Historical Payroll Register.

When you work with payroll history, you use online inquiries and printed reports.
You can also perform functions, such as voiding a payment, when reviewing
individual payment information.

What is Calendar Month and Payroll Month History?

Transaction (PDBA) history is maintained by both payroll month, which is based on
cheque dates, and calendar month, which is based on work dates. The balances for
each type of transaction history are consistent except during transition payroll
cycles. A transition payroll cycle is one that crosses months (for example, a bi-
weekly payroll cycle that begins in January and ends in February).

Balances for the payroll month are stored for pay types and DBASs. Balances for the
calendar month are stored for DBAs only and not pay types.

See Also
= Setting Up DBAs (P069117) for information about how the system maintains
calendar month balances

= Verifying Integrity of Payroll Summary History (P067011) for information about
verifying payroll history for your employees

=  Appendix E — Tables Used by Payroll and the World Writer Guide for information
you need to create custom reports for your specific business needs

= Working with Governmental Reports for information about printing reports that
are required by the government
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History

Reviewing Earnings and Tax Information History

To answer questions about an employee’s tax and earning information, you can
review the history for an individual employee. When you review an employee’s
history you can verify earnings balances for all tax areas and tax types. You can

begin the review at either the summary or detail level.

This section contains the following:

Reviewing Quarterly Tax Balances

Reviewing Monthly Tax Balances

Reviewing the Monthly Tax Ledger

Reviewing the DBA Audit Report

Reviewing the Time and Pay Entry Reqgister

Reviewing the PDBA History by Company Report

When you use these inquiry programs, the system provides information from the
following tables:

Taxation Summary History (F0713)

Detail Tax Ledger (F0716)

Reviewing Quarterly Tax Balances

X | From Canadian Payroll Master (G77), choose History Inquiries
<~ | From History Inquiries (G7714), choose Quarterly Tax Balances

To answer questions about an employee’s tax history, you can review the quarterly
tax balances for the employee. You can also review the monthly balances, pay
period detail, and year-to-date amounts.
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To review quarterly tax balances

On Quarterly Tax Balances

— e
07090 Ouarterly Tax Balonces ==
| Tock Hel -
ORACLE 1D Edwards World
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&, R rl )
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Exil Program
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DRIV louce. My [ m Holidi, Bathany
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e s Tax Hres FEDERAL CHH FED
| 3iFn q] Fede Tax
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Nt Pl Hone Compang aonl they [52210 & RAMGE
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1. Complete the following field:
= Employee Number
2. To limit the information that appears, complete any of the following fields:

=  Tax Area

= Tax Type

= Home Company
= Year

= Quarter

= History Type

Field Explanation

Code - Tax History Type A user defined code (07/TH) that specifies the type of
Taxation Summary History (F06136) being tracked for the
employee.

Reviewing Monthly Tax Balances

ZX From Canadian Payroll Master (G77), choose History Inquiries
AP< | From History Inquiries (G7714), choose Monthly Net/Cumulative Taxes
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You can answer questions about an employee’s tax balances for each month and
cumulative balances for the year to date. You can review these amounts for either
gross or taxable pay.

To review monthly tax balances

On Monthly Net/Cumulative Taxes

07093 Monthly HeuiCumislative Taxes ==
| Tosk He gl
ORACLE 1o Edwards Warld
Dlesczrnant Emad Wonld Resouices

&, R rl )
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Nt Fagcoed
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1. Complete the following field:
=  Employee Number
2. To limit the information that appears, complete any of the following fields:
=  Year
= Tax History
= Tax Area
=  Tax Type

= Home Company

Reviewing the Monthly Tax Ledger

#NX_ | From Canadian Payroll Master (G77), choose History Inquiries
N/~ | From History Inquiries (G7714), choose Monthly Tax Ledger

You can answer an employee’s questions about detailed information from the tax
ledger transactions for a specific month. You can locate tax amounts for an
employee including the control number and gross pay for each payment.
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To review the monthly tax ledger

On Monthly Tax Ledger

| -
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1. Complete the following field:
=  Employee Number
2. To limit the information that appears, complete any of the following fields:
= Month
=  Year
= History Type
= Tax Area
= Tax Type
= Home Company
= Beginning Effective Date

= Ending Effective Date

Reviewing the Employee Pay and Tax Register

¥N_ | From Canadian Payroll Master (G77), choose History Reports
AP< | From History Reports (G7715), choose Employee Pay & Tax Register

Use the Employee Pay and Tax Register to review individual employees’ taxes and
the pay amounts on which they are based. You can review gross pay, excludable
wages, taxable wages, excess pay, and actual taxes for each tax type. You can review
month-to-date, quarter-to-date, year-to-date, and grand totals.
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07323

JD Edwards World

Page No. .

3

Employee Pay & Tax Register Date - . . 7/09/17
Company. . 77 A Model Canadian Payroll Co.
Employee Number and Name
Tax Area TT SCD Description Mo. Gross Pay Excludable Paid-In-Excess Taxable Wages Taxes
7701 Anthony Holiday
FEDERAL CA CAN FED JAN 2,514.26 22.00 2,492.26 513.83
FEDERAL CA CAN FED 2,514.26 22.00 2,492.26 513.83
FEDERAL CcB CAN CPP - Employee JAN 2,514.26 2,514.26 55.91
FEDERAL CcB CAN CPP - Employee 2,514.26 2,514.26 55.91
FEDERAL cc CAN UIC - Employee JAN 2,514.26 512.25 2,002.01 60.06
FEDERAL cc CAN UIC - Employee 2,514.26 512.25 2,002.01 60.06
FEDERAL Ccb CAN UIC - Company JAN 2,514.26 512.25 2,002.01 84.08
FEDERAL Ccb CAN UIC - Company 2,514.26 512.25 2,002.01 84.08
FEDERAL CE CAN CPP - Company JAN 2,514.26 2,514.26 55.91
FEDERAL CE CAN CPP - Company 2,514.26 2,514.26 55.91
Processing Options
See Employee Pay & Tax Register (P07323).
z:» From Canadian Payroll Master (G77), choose History Reports
» From History Reports (G7715), choose DBA Register/Investment Reports

Before You Begin

Canadian Payroll Guide (Revised - August 25, 2008)

You can print the following DBA history summary reports:

= Deduction Benefit Register

= RRSP Report

=  RRSP Investment Detail

You can print these reports together or separately. You use the processing options to
specify a version for each report you want to print. The version number of the
Deduction Benefit Register must match the version number of the DBA History
Summary Report. The version numbers of the other reports do not need to match.

Use the Deduction Benefit Register to review individual employee’s DBA

information for the period you specify. You can review month-to-date, quarter-to-
date, and year-to-date totals.

To compile the DBA history summary reports, the system retrieves information

from the following tables:

= Payroll Month PDBA Summary (F06146)
= DBA Detail History (F0619)

= Taxation Summary History (FO713 for Canadian payroll)

= Create a version for each of the DBA history reports (P063102, P063221, and

P063251)
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063102 JD Edwards World Page - 2
DBA Register Date - 7/09/17
Period From - 03/01/17
Period Thru - 03/31/17
Employee Employee DBA DBA Current
Number Name Code Description Union Job Period
7701 Anthony Holiday 4800 Earnings 7700 53-4
7701 Anthony Holiday 7720 H&W - Canada 7700 80.00
7701 Anthony Holiday 7735 Ext Health 7700 90.00
7701 Anthony Holiday 7750 EHT - Canada 7700 5J-4
7701 Anthony Holiday 7760 GST - Canada 5.60
7701 Anthony Holiday 7770 BC Medical 140.00
7701 Anthony Holiday 7780 Vacation Pay 7700 216.00
7701 Anthony Holiday 7706 Dental Fam 7700 24.70-
7701 Anthony Holiday 7710 Union-Canada 7700
7701 Anthony Holiday 7730 CSB Canada 200.00-
7701 Anthony Holiday 7731 7700 5J3-4
Holiday, Anthony 306.90
7702 Derrick, Leslie 4800 Earnings 7700 53-3
7702 Derrick, 7750 EHT - Canada 122.48
7702 Derrick, 7780 Vacation Pay 780.00
7702 Derrick, 7730 CSB Canada 200.00-
7702 Derrick, Leslie 7731 7700 5J3-3
Derrick, Leslie 702.48
7703 Bellas, Debbie 4800 Earnings 2,174.32
7703 Bellas, Debbie 7785 Salary Vac 0A-3 1,357.79
7703 Bellas, Debbie 7790 RRSP Fixed 0A-3 339.46
7703 Bellas, Debbie 7791 RRSP Mutual 0A-3 339.46
7703 Bellas, Debbie 7701 RRSP Co. 0A-3 226.31
7703 Bellas, Debbie 7705 Dental/Co. 0A-3 25.92
7703 Bellas, Debbie 7735 Ext Health 0A-3 135.00
7703 Bellas, Debbie 7740 CarAllowCAN 0A-3 1,230.00
7703 Bellas, Debbie 7750 EHT - Canada 189.23
7703 Bellas, Debbie 7760 GST - Canada 86.10
7703 Bellas, Debbie 7700 RRSP 0A-3 452 _60-
7703 Bellas, Debbie 7730 CSB Canada 0A-3 300.00-
7703 Bellas, Debbie 7731 0A-3
Bellas, Debbie 5,350.99
7704 Rivard, Jacques 4800 Earnings 3P-1
7704 Rivard, Jacques 7785 Salary Vac 1,283.30
7704 Rivard, Jacques 7790 RRSP Fixed 151.00
7704 Rivard, Jacques 7701 RRSP Co. 50.34
7704 Rivard, Jacques 7735 Ext Health 90.00
7704 Rivard, Jacques 7775 QHIP 320.82
7704 Rivard, Jacques 7700 RRSP 100.66-
7704 Rivard, Jacques 7706 Dental Fam 24.70-
7704 Rivard, Jacques 7730 CSB Canada 50.00-
Rivard, Jacques 1,720.10
A Model Canadian Payroll Co 8,080.47
Grand Total - 8,080.47
063221 JD Edwards World Page - 2
401K Report Date - 7/19/17
Period From - 03/01/17
A Model Financial Co (Trng) Period Thru - 03/31/17
. .Current Amounts. . . -Year to Date. . .

P
S Annual Salary % Emp

Employee # Employee Name % Co. Emp Deduction Co Contributn Emp Deduction Co Contributn
2006 Walters, Annette 0 45,000.00 4.00 50.00 130.26- 65.14 445.14- 222.60
2129 Jackson, John 0 50,000.00 2.00 50.00 83.34- 41.68 287.84- 143.95
A Model Financial Co (Trng) 213.60- 106.82 732.98- 366.55
063251 JD Edwards World Page - 3
Investment Report Date - 7/19/17
Period From - 03/01/17
A Model Financial Co (Trng) Period From - 03/31/17
Invest. Employer
Employee Employee Birth Start Qualifying Def Fixed Equity Basic Employee Employer
Number Name Date Date Earnings % % % % Withheld Matching
2006 Walters, Annette 09/18/69 06/03/15 130.26- 4.00 50.00 50.00 65.14 Fixed 48.85 48.85
Equity 146.55 146.55
Totals 195.40 195.40
2129 Jackson, John 06/15/66 03/15/07 83.34- 2.00 25.00 75.00 41.68 Fixed 31.26 31.26
Equity 93.76 93.76
Totals 125.02 125.02
Total Fixed 80.11 80.11
Total Equity 240.31 240.31
A Model Financial Co (Trng) 213.60- 320.42 320.42
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Processing Options

See DBA History Summary Report (P063101).

Reviewing the DBA Audit Report

#N_ | From Canadian Payroll Master (G77), choose History Reports
> From History Reports (G7715), choose DBA Audit Report

Use the DBA Audit Report to review detailed information about the DBAs assigned
to individual employees. You can review by pay period all DBA transactions for
each employee. The report prints arrearage amounts, as well as totals for each
employee and DBA.

To verify your transaction history, you can print this report at any time and balance
it to the DBA reports that print during pre-payroll processing.

To compile the report, the system retrieves information from the Deduction,
Benefits, and Accrual History (F0619) table.

063054 JD Edwards World Page - 2
DBA Audit Report Date - 7/09/17

Employee # Employee Name T Work Pay Per DBA DBA DBA Arrear
DBA  DBA Description T Date Date Table Basis M Rate Amount Union Job Step Amount

7701 Anthony Holiday

7706 Dental Fam D 01/03/17 01/03/17 12.35 $ 12.3500 12.35 7700

7710 Union-Canada D 01/03/17 01/03/17 22.00 $ 22.0000 22.00 7700
Total - D 34.35

7720 H&W - Canada B 01/03/17 01/03/17 86.00 H 0.5000 43.00 7700
Total - B 43.00

7730 CSB Canada D 01/03/17 01/03/17 100.00 $ 100.0000 100.00
Total - D 100.00

7735 Ext Health B 01/03/17 01/03/17 45.00 $ 45.0000 45.00 7700

7760 GST - Canada B 01/03/17 01/03/17 43.00 % 0.0700 3.01

7770 BC Medical B 01/03/17 01/03/17 70.00 $ 70.0000 70.00

7780 Vacation Pay B 01/03/17 01/03/17 2 108.00 7700
Total - B 226.01

7706 Dental Fam D 01/17/17 01/17/17 12.35 $ 12.3500 12.35 7700
Total - D 12.35

7720 H&W - Canada B 01/17/17 01/17/17 23.00 H 0.5000 11.50 7700
Total - B 11.50

7730 CSB Canada D 01/17/17 01/17/17 29.91 $ 100.0000 29.91

7730 CSB Canada D 01/17/17 01/17/17 70.09 $ 100.0000 70.09
Total - D 100.00

7735 Ext Health B 01/17/17 01/17/17 45.00 $ 45.0000 45.00 7700

7750 EHT - Canada B 01/17/17 01/17/17 843.76 % 0.0195 16.45

7760 GST - Canada B 01/17/17 01/17/17 11.50 % 0.0700 0.81

7770 BC Medical B 01/17/17 01/17/17 20.94 $ 70.0000 20.94

7770 BC Medical B 01/17/17 01/17/17 49.06 $ 70.0000 49.06

7780 Vacation Pay B 01/17/17 01/17/17 2 6.75 7700
Total - B 139.01

7706 Dental Fam D 01/31/17 01/31/17 12.35 $ 12.3500 12.35 7700
Total - D 12.35

7720 H&W - Canada B 01/31/17 01/31/17 85.00 H 0.5000 42.50 7700
Total - B 42.50

7730 CSB Canada D 01/31/17 01/31/17 100.00 $  100.0000 100.00
Total - D 100.00

7735 Ext Health B 01/31/17 01/31/17 45.00 $ 45.0000 45.00 7700

7760 GST - Canada B 01/31/17 01/31/17 42.50 % 0.0700 2.98

7770 BC Medical B 01/31/17 01/31/17 70.00 $ 70.0000 70.00

7780 Vacation Pay B 01/31/17 01/31/17 2 108.00 7700
Total - B 225.98

7706 Dental Fam D 02/14/17 02/14/17 12.35 $ 12.3500 12.35 7700

7710 Union-Canada D 02/14/17 02/14/17 22.00 $ 22.0000 22.00 7700
Total - D 34.35
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Reviewing the Time and Pay Entry Register

&

Use the Time and Pay Entry Register (Time and Pay History Detail) to review
timecard information for individual employees. You can review information for
labour, recharge (billing), or equipment. You can review timecards for each
employee by business unit and the general ledger account numbers for each pay
type. Supervisors can use this report to analyze their labour and equipment costs
and to verify employee payment information.

From Canadian Payroll Master (G77), choose History Reports
From History Reports (G7715), choose Time & Pay History Detail

To compile the report, the system retrieves information from the Payroll Transaction

History (F0618) table.
063002 JD Edwards World Page 2
Time & Pay Entry Register - Labor Date 7/09/17
Corporate Administration 707 Labor
Work * * * * * Employee * * * * * Pay Hourly S Flat
Date Number Name Typ Hours Account Number Rate h Sh.Dif Gross Burden

01/02/17 7701 Anthony Holiday 1 20.00 707.8115 225.00
01/03/17 7701 Anthony Holiday 1 40.00 707.8115 450.00
01/02/17 7702 Derrick, Leslie 1 40.00 707.8115 1,500.00
01/03/17 7702 Derrick, Leslie 1 40.00 707.8115 1,500.00
01/03/17 7703 Bellas, Debbie 1 80.00 707.8115 2,038.46
01/03/17 7704 Rivard, Jacques 1 80.00 707.8115 1,677.69
01/17/17 7701 Anthony Holiday 1 80.00 707.8115 900.00
01/17/17 7701 Anthony Holiday 1 235.00- 707.8115 2,643.75-
01/09/17 7701 Anthony Holiday 1 37.50 707.8115 421.88
01/16/17 7701 Anthony Holiday 1 37.50 707.8115 421.88
01/17/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
01/17/17 7703 Bellas, Debbie 710 707.8118 500.00
01/17/17 7703 Bellas, Debbie 1 80.00 707.8115 2,038.46
01/17/17 7704 Rivard, Jacques 1 80.00 707.8115 1,677.69
01/31/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
01/31/17 7702 Derrick, Leslie 100 7.00 707.8116 393.75
01/31/17 7703 Bellas, Debbie 710 707.8118 500.00
01/31/17 7703 Bellas, Debbie 1 80.00 707.8115 2,038.46
01/21/17 7704 Rivard, Jacques 300 8.00 707.8191 178.95
01/31/17 7704 Rivard, Jacques 1 72.00 707.8115 1,498.74
02/14/17 7701 Anthony Holiday 710 707.8118 1,000.00
02/14/17 7701 Anthony Holiday 1 80.00 707.8115 900.00
02/14/17 7702 Derrick, Leslie 710 707.8118 500.00
02/14/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
02/14/17 7703 Bellas, Debbie 710 707.8118 500.00
02/14/17 7703 Bellas, Debbie 1 80.00 707.8115 2,038.46
02/14/17 7704 Rivard, Jacques 1 80.00 707.8115 1,677.69
02/28/17 7701 Anthony Holiday 1 80.00 707.8115 900.00
02/28/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
02/28/17 7702 Derrick, Leslie 100 3.00 707.8116 168.75
02/28/17 7703 Bellas, Debbie 710 707.8118 500.00
02/28/17 7703 Bellas, Debbie 1 80.00 707.8115 2,038.46
02/28/17 7704 Rivard, Jacques 1 80.00 707.8115 1,677.69
03/14/17 7701 Anthony Holiday 1 80.00 707.8115 900.00
03/14/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
03/06/17 7703 Bellas, Debbie 801 24.00 707.8192 652.30
03/14/17 7703 Bellas, Debbie 710 707.8118 500.00
03/14/17 7703 Bellas, Debbie 1 56.00 707.8115 1,386.16
03/01/17 7704 Rivard, Jacques 730 707.8118 5,200.00
03/14/17 7704 Rivard, Jacques 1 80.00 707.8115 1,677.69
03/14/17 7701 Anthony Holiday 1 80.00- 707.8115 900.00-
03/01/17 7701 Anthony Holiday 1 80.00 707.8115 900.00
03/28/17 7701 Anthony Holiday 1 80.00 707.8115 900.00
03/14/17 7702 Derrick, Leslie 1 80.00- 707.8115 3,000.00-
03/01/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
03/28/17 7702 Derrick, Leslie 1 80.00 707.8115 3,000.00
03/28/17 7702 Derrick, Leslie 100 5.00 707.8116 281.25
03/14/17 7703 Bellas, Debbie 710 707.8118 500.00
03/28/17 7703 Bellas, Debbie 710 707.8118 500.00
03/28/17 7703 Bellas, Debbie 720 707.8118 2,453.00
03/28/17 7703 Bellas, Debbie 1 80.00 707.8115 2,038.46
03/28/17 7704 Rivard, Jacques 1 80.00 707.8115 1,677.69
04/11/17 7701 Anthony Holiday 1 80.00 707.8115 11.250 900.00

5-10

JD Edwards World, A9.1




Review Earnings and Tax Information History

Processing Options

See Time & Pay Entry Register (P063002).

Reviewing the PDBA History by Company Report

7X From Canadian Payroll Master (G77), choose History Reports
» From History Reports (G7715), choose PDBA History by Company

Use this report to review a monthly listing of pay types and DBAs (PDBAS) for each
company in your organization. You can review both dollars and hours by pay type.
You can also review quarter-to-date and year-to-date totals of PDBA amounts by
type or company.

To compile the report, the system retrieves information from the Payroll Month
Summary History (F06146) table.

To print this report, use either a laser printer or a line printer that can print 198
columns wide. You can also use a dot matrix print that can print 15 characters per
inch.
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Reviewing Transaction History

You can review PDBA balances online for any employee with payment history. This
type of history is called transaction history. You can review transaction history by
payroll month (based on cheque dates) or by calendar month (based on work dates).

You also can review year-to-date balances for PDBASs that have fiscal and
anniversary history.

This section contains the following:

= Reviewing Quarterly PDBA Balances by Payroll Month

=  Reviewing Quarterly DBA Balances by Calendar Month

=  Reviewing Monthly PDBA Balances by Payroll Month

= Reviewing Monthly DBA Balances by Calendar Month

= Reviewing the Calendar Transaction Ledger

=  Reviewing the Monthly Transaction Ledger

=  Reviewing Fiscal and Anniversary Balances

Reviewing Quarterly PDBA Balances by Payroll Month

7X From Canadian Payroll Master (G77), choose History Inquiries
N/~ | From History Inquiries (G7714), choose Quarterly Balances/Payroll Month

You can review the quarterly balances for any of the pay types and DBAs (PDBAS)
that contain history for an employee. In addition to quarterly balances, you can
review year-to-date and previous year balances and life total amounts.

You review PDBA balances based on cheque dates. You can also determine whether
an employee has a remaining balance, such as an outstanding balance for an
advance or an arrearage due for a deduction.

The system retrieves information from the Payroll Month PDBA Summary History
table (F06146).
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To review quarterly PDBA balances by payroll month

On Quarterly Balances/Payroll Month
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1. Complete the following field:
= Employee Number

2. Todisplay information for a period of time other than the current quarter,
complete the following fields:

=  Year

= Quarter

3. To limit the information that appears, complete any of the following fields:
= History Type
= PDBA Code

= Home Company
What You Should Know About

Reviewing detail

! Choose the Transaction Ledger option to review the detail
transactions

transactions for a particular month. However, if the
processing options for the Monthly Transaction Ledger
screen are set to sort by work date, the detail information on
that screen might not correspond to the information on the
Quarterly Balances/Payroll Month form.
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Reviewing Quarterly DBA Balances by Calendar Month

ZX From Canadian Payroll Master (G77), choose History Inquiries
» From History Inquiries (G7714), choose Quarterly Balances/Calendar Month

You can review the quarterly balances for any of the DBAs that contain history for
an employee. In addition to quarterly balances, you can review year-to-date and
previous year balances and life total amounts.

You use the Quarterly Balances/Calendar Month program to review DBA balances
based on work dates. You cannot view pay type information for work dates.

The system retrieves information from the Calendar Month DBA Summary History
(FO6145) table.

To review quarterly DBA balances by calendar month

On Quarterly Balances/Calendar Month
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1. Complete the following field:
=  Employee Number

2. Todisplay information for a period of time other than the current quarter,
complete the following fields:

=  Year
= Quarter

3. To limit the information that appears, complete any of the following fields:
= DBA Code
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= Home Company

Reviewing Monthly PDBA Balances by Payroll Month

5-16

7 From Canadian Payroll Master (G77), choose History Inquiries
AP | From History Inquiries (G7714), choose Net Cumulative/Payroll Month

You can answer employees’ questions about their cumulative monthly balances for
any of the PDBAs for which they have history. In addition to monthly balances, you
can review balances for a previous year and inception-to-date amounts, as well as
the basis amount for the DBAs.

You can review cumulative monthly balances for any of the pay types and DBAs
(PDBASs) for which an employee has history. In addition to monthly balances, you
can review balances for a previous year and inception-to-date amounts, as well as
the basis amount for the DBAs.

When you review PDBA balances by payroll month, the system retrieves

information from the Payroll Month PDBA Summary History table (F06146) based
on cheque dates.

To review monthly PDBA balances by payroll month

On Net-Cumulative/Payroll Month
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1. Complete the following field:
=  Employee Number

2. Toreview a year other than the current one, complete the following field:

=  Year
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3. To limit the information that appears, complete any of the following fields:
= PDBA Code

= Company
What You Should Know About

Reviewing detail Choose the Transaction Ledger option to review the detail

transactions transaction for a particular month. However, if the
processing options for the Monthly Transaction Ledger
screen are set to sort by work date, the detail information on
that screen might not correspond to the information on the
Net-Cumulative/Payroll Month form.

Reviewing Monthly DBA Balances by Calendar Month

#NX_ | From Canadian Payroll Master (G77), choose History Inquiries
AP~ | From History Inquiries (G7714), choose Net Cumulative/Calendar Month

You can answer employees’ questions about their cumulative monthly balances for
any of the PDBAs for which they have history. In addition to monthly balances, you
can review balances for a previous year and inception-to-date amounts, as well as
the basis amount for the DBAs.

When you review DBA balances by calendar month, the system retrieves
information from the Calendar Month DBA Summary History table (F06145) based
on work dates. You cannot view pay type information for work dates.
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To review monthly DBA balances by calendar month

On Net-Cumulative/Calendar Month
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1. Complete the following field:
= Employee Number

2. Toreview a year other than the current one, complete the following field:
=  Year

3. Tolimit the information that appears, complete any of the following fields:
= DBA Code

=  Company

Reviewing the Calendar Transaction Ledger

5-18

#NX_ | From Canadian Payroll Master (G77), choose History Inquiries
AP~ | From History Inquiries (G7714), choose Calendar Transaction Ledger

You can answer employees’ questions about their payment and DBA history by
reviewing detail transactions in the transaction ledgers. You can use processing
options to specify whether to display information by work date or cheque date and
to display gross pay or recharge amounts.

With the calendar transaction ledger, you can review one or a range of payment and
DBA transactions for any date range.

The system retrieves the information from the following tables:

= Payroll Transaction History (F0618)
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= Deduction, Benefits, and Accrual History (F0619)

To review the calendar transaction ledger

On Calendar Transaction Ledger
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1. Complete the following field:
=  Employee Number
2. To limit the information that appears, complete any of the following fields:
= PDBA Code
= Work Dates From
=  Work Dates Thru

3. Access the detail area for additional deduction and benefit information.

Processing Options

See Transaction Ledger Inquiry (P060913).

Reviewing the Monthly Transaction Ledger

#N\ | From Canadian Payroll Master (G77), choose History Inquiries
> From History Inquiries (G7714), choose Monthly Transaction Ledger

You can answer employees’ questions about their payment and DBA history by
reviewing detail transactions in the transaction ledgers. You can use processing
options to specify whether to display information by work date or cheque date and
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to display gross pay or recharge amounts. You use these transaction ledger
programs to review detailed PDBA history for an individual employee.

You can locate specific types of PDBA transactions for an individual employee for a
single month. For pay types, you can also review detailed timecard history.

The system retrieves the information from the following tables:
= Payroll Transaction History (F0618)
=  Deduction, Benefit, and Accrual History (F0619)

To review the monthly transaction ledger

On Monthly Transaction Ledger
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1. Complete the following field:

= Employee Number

2. Toreview atime period other than the current one, complete the following

fields:
=  Year

= Update Month

3. To limit the information that appears, complete any of the following optional

fields:
= PDBA Code
=  From Date

= Through Date
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Processing Options

See Canadian Transaction Ledger Inquiry (P070912).

Reviewing Fiscal and Anniversary Balances

You can answer employees’ questions about their year-to-date balances for PDBAs
that have fiscal and anniversary history. In addition to year-to-date balances, you
can review balances forwarded from a previous year and inception-to-date amounts.

Depending on how you set up the system, it stores fiscal and anniversary history for
those PDBAs that have any of the following characteristics:

= A balance that must be calculated using related PDBAs
= Aninception-to-date limit

= Anannual limit

= Arollover date other than the end of the calendar year

The year-to-date amounts that this program displays might differ from the year-to-
date amounts on the Payroll Register. This happens because the year-to-date
amounts on the Payroll Register are payroll month totals from the Payroll Month
PDBA Summary History table (F06146), which are not affected by fiscal and
anniversary rollovers from the Fiscal/Anniversary Year History table (F06147).

To review fiscal and anniversary balances

On YTD Balances/Fiscal & Anniversary
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1. Complete the following field:
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= Employee Number
2. To limit the information that appears, complete any of the following fields:
= PDBA Type
= Home Company
= TaxID

= Fiscal/Anniversary Date

See Also

= Reviewing Benefit and Accrual History (P060931) for information about how to see
the combined balances of the related PDBAs
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Reviewing Other Payroll History
The system provides a variety of information on employee payroll history. You can
review:
= Timecard history
= Benefit and accrual history, such as vacation time earned, taken, and available
This section contains the following:

=  Reviewing Workers Compensation and General Liability History

= Reviewing Time and Pay History

=  Reviewing Benefit and Accrual History

=  Reviewing Available Leave Information

Reviewing Workers Compensation and General Liability History

4: From Canadian Payroll Master (G77), choose History Inquiries
A< | From History Inquiries (G7714), choose Workers Compensation

You can review workers compensation history for an employee and the general
liability history associated with it in order to answer questions about worker
compensation claims. You can also review the total amount of workers
compensation and general liability insurance an employee has for a specified work
date.

The system retrieves information from the Payroll Transaction History (F0618) table.
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To review workers compensation and general liability history

On Workers Compensation
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1. Complete the following field:
=  Employee Number
2. To limit the information that appears, complete any of the following fields:
= W/C Code
=  Work State/Province
= Business Unit
= Work Dates

Note: The Gross Pay, Reportable, and Premium columns display data
without commas to permit more digits to be displayed.

Reviewing Time and Pay History

5-24

#N_ | From Canadian Payroll Master (G77), choose History Inquiries
AP | From History Inquiries (G7714), choose Time and Pay Inquiry

You can answer employees’ questions about their timecard information for a
specified time period or pay type. You can access detailed information for each
employee, including the labour distribution account and control numbers.

You can review timecard information by employee or by business unit. When you
review by employee, the system displays totals for hours worked and gross pay.
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When you review by business unit, the system displays all employees in that
business unit, sequenced first by work date and then by employee number.

The system retrieves information from the Payroll Transaction History (F0618) table.

To review time and pay history by employee

On Time and Pay Inquiry

007 Tea € vey ey Cod
| Ind Helo -
ORACLE b Edwards Warld
Dhestemnind = ‘Wetaild Figaduises el
# i 7
HFekd Sensrve Help abogn i Pay Inmidrg
[aplay Ence Mossege
| I-:n_:..-r:,-.ﬂunnﬁnr Chployes Mo Tl Haliday, Nnthomy
5 Progiom R Dudnens Badt (Opt).
W Catml Pay T —
Togighe Displey et f——
o Vpri Dates = Fron: pLAIL 1T Thrw: (12511417

WFreioue Emplovan
et Emplovoe

Hnee Soman Wark Fau Haurs firons
Dake Tyse Warked Rale Fay
014027171 1 in.ou 22300
[T 1 .00 35.00
aLfeanT 1] L.l I8l 26
E1r83717 1 0, 0y LML
nrfeadaT 1 3150 1.
01/16417 1 I, 50 21,44
01A17AAT 1 84,00 w88 68
01517417 1] 1%, 00 160, 75
nmeeear 1 iy o .0
01417417 | B, 0o S0, od
/1717 {151] 1] L3501
BIA1YAT 1 2585 .83- 2,B83. Th=

FlzDghall Fl3=Tepgle Dlsplay FLIWFIN=Preulous/Meih Enploycs Fo8sMyrg

1. Complete one of the following fields:
= Employee Number
= Business Unit
2. To limit the information that appears, complete any of the following fields:
= Pay Type
= Work Dates

What You Should Know About

Reviewing additional Choose the Toggle Display function to review additional
information business unit and job information.

Processing Options

See Time & Pay Inquiry (P06099).
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Reviewing Benefit and Accrual History

5-26

ZX From Canadian Payroll Master (G77), choose History Inquiries
AP | From History Inquiries (G7714), choose Benefit/Accrual Inquiry

You can answer employees’ questions about their benefit and accrual balances. For
benefits and accruals that are grouped by benefit or accrual type, you can review the
following information:

= Time and dollars accrued

= Time accrued but not yet available

= Totals of time taken, accrued, and remaining in hours or days
The system retrieves information from the following tables:

= Payroll Month PDBA Summary History (F06146)

= Fiscal/Anniversary Year History (F06147)

To review benefit and accrual history

On Benefit/Accrual Inquiry

' - —r—
| = 060931 Benefivhecrual Inquiry ==
| Tosk He -
ORACLE 1o Edwards Warld
Documant
&, R rl )
Fiedd Senafve Help oR0aal FanatitMesrasl Tnauiry Yaar 7
Cirsplay Erce Message
C Apley Finticny ERbloves BS 7o Haliday, Rnthaty
il “—""'"I_I |  Enfiifcerust Type [ Yacatinn Aseruals
ST OOE S e Cosblieg onon1 they 52208 8 Range
Clear Scsan
Auadlable GEA 7785 theu [BOIE  ® Range
Necrued DEN B015  thrw [B01S  Wec Mecrual
1]
( Hoars By bollars
Deginning Balancs
[ ndditions This Year 2.0 4.27 32,00
T Taken (Earmings)

Auailable Balance Erl: 4.27 280
]— Mocrued Bslance

& Bays Naeed o Standard Hours/Tay of 7.50

Dokt laTrans. Ledger Inguiry Felrans, Balence Ieaudry  F29=More Heys

1. Complete the following field:
=  Employee Number

2. To limit the information that appears, complete any of the following fields:
=  Year

= Benefit/Accrual Type
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= Home Company
=  Available DBA
=  Accrued DBA

What You Should Know About

Reviewing taken and The Benefit/Accrual Type field on the Benefit/Accrual

available accrual amounts  |nquiry (P060931) screen features a user defined code (O for
Other) that permits you to review taken and available accrual
amounts. These amounts can be printed on all net pay
documents and on the payroll register by selecting this user
defined code.

Processing Options

See Payroll Accrual Inquiry (P060931).

Reviewing Available Leave Information

ZX From Canadian Payroll Master (G77), choose History Inquiries
» From History Inquiries (G7714), choose Available Leave Inquiry

Some companies deduct, or dock, an employee’s pay when the employee takes leave
in excess of what has been earned to date. For example, your company might dock
pay when an employee uses 30 hours of sick leave but has only earned 20 hours. On
the employee’s next payment, you want to deduct the employee’s standard pay
earned to repay the 10 hours of sick pay.

If your company docks pay, you can review the amount of leave an employee has
used and the amount of leave an employee has available.
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To review available leave information

On Available Leave Inquiry

(1 060932 Avallable Leave Inquiry = |
(= e E
ORACLE io Edwards Warld
Erl® WoildPilMouees Suppail
i RR 7 &,
[[Fietd Sensave Help  ggpgan Humtlsble Lesve Tnguiry
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e Linceonm flddress Sumter TTOL Moliday, fnthany
| :”‘” pog: Tanpkny = Hons o077 A Medal Danadisn Piy
HCiear Saeen PR 7
T W W Lebes Tokan ¥ T W
Pay Type Deseriphion Baurs Ampumt
v v v Rosilable Ralance ¥ 1 1
Arerusl Beseriprion Howrs
Fid=hyre Kags 3,

1. Complete the following field:
= Address Number

2. Complete the following optional fields:
= Company

=  Year

Processing Options

See YTD Balances - Leave with Dock Pay (P060932).
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Working with Payment History Information

When the history for a payment is in error, you can void this payment, and the
system reverses the original payment. When you need to issue a replacement
payment that contains different information than the original payment, you must
void the original payment. When you need to issue a replacement payment that
contains the same payment information as the original payment, you do not need to
void the original payment. Instead, you should assign a new payment number and
payment date using the Reissue Paycheque program.

The system retrieves the information from the Paycheque Summary table (F06156)
when you review, void, or reissue employee payment information.

This section contains the following:

= Voiding Payments

= Assigning a New Cheque Number and Date

Voiding Payments

#N | From Canadian Payroll Master (G77), choose History Inquiries
> From History Inquiries (G7714), choose Paycheque Review and Void

When you need to issue a replacement cheque that contains different information
than the original payment, you can void the original payment. For example, you
might be processing the reports for a payroll cycle when you discover that an
employee’s pay rate is incorrect. You can finish processing the payroll cycle and
then issue a replacement interim cheque for the employee. To update the
employee’s payroll history, you can void the payment that you printed for the
employee during payroll cycle processing.
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To void payments

On Paycheque Review and Void

CORACLE i Edwards Warld

[|Fietd Sensive Help B70R1 Payehenue Berlew 4 Void
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It Pragmen dfor  Chagud NUNBRF [ G/ Wk Rect —
g:::‘thprmw’m andfor Chamus Dote— Freom: Theus T
[ 0, , . Date Chegwe © Tatal Tatal B
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[ ow/oasar oosgasay  snasn o 110055 ath_ 28 B0, 11
[ marar mfmanr 405 © 1,210,451 418,18 192,845
M nsanas opsesnd 544 @ 1,007, 38 357,08 729,40
[T ozhanT oarsaind 97665 ¢ 1,000,549 37,18 602,50
[ variasar narsarnd HIbEE € 1,008,108 8.5 BB, T2
[T noonsis easeesnr  waany o 1, 000,98 327,13 b8, 17
[" nafaasar oaszoiay 69 ¥ 1,000,00 yan. 1w BB, T2
[ naszniar marranTt 369 ¥ 1,080, 09- 30378~ B6d, 72-
[ oavensar oaseaind 777 1,000, 68 300,34 207, 7%
[ oavenrar oasosens 118 © 1,008, 08 527,13 B0 .47
[ nasaAaT oasannT a8 ¢ 1,008, 00 326,79 BA1,21
NLAREAIE LABRSE a7 A 1,110.56 1560
Opt:  1=Chaque Inquirg/¥edd Fa=Peradl Fld=Nore 4,

1. Complete the following field:
=  Employee Number

2. To limit the information that appears, complete any of the following fields:
= Original Cheque Number
= Cheque Date - From

= Cheque Date - Through
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3. Choose the Cheque Inquiry/Void option for the payment you need to void.

th"ﬂ"_ Inguiry amd ¥eid M

N = §
(| Fiusidd Egnsiae Hilp
NCEsphay Eimce Massage
Diaplary Functions Emploee Mo FEL Hal iday. fnthomg
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el CRamss Inieemabio Cheque Mumber 5130
BueVid Ao Chages 0 L L L, . Chegue Summary . . . . .
) Pretuin b Previows Fee 2roes: Panyg 1,777, 75 Henrs B . A Pl
Bl Deuctian BgUe st {ones 1.5 Bered ils #hY. A1
Closr Sorebn laxes IW/H 179,99 mes Paid 7

Bt Pay 65,91

..... Tap Detadl. . . . . . .

4. On Paycheque Inquiry and Void, choose the Void Cheque function.

If the payment you are voiding is an automatic deposit, the system displays
a caution message. Read the message and then use the Void Auto Deposit

function.
(VOBHH Void Check Window %]
oo Yook tish A
] = 7 3,

Vodd Chech Infurnation
Ghech Gate @ 717
T/E dueapa 29017

5. Inthe Void Check Information window, complete the following fields:
= Check Date
= Time Entry Date
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6. Choose the VVoid Check function.
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What You Should Know About

Reversing general ledger
entries

Reviewing payment history

Voiding a cheque or
automatic deposit

5-32

When you void a payment on the Void Check Window, the
system reverses all associated transactions in the payroll
history, including employee and employer associated
transactions. The system stores the void as an interim
cheque. The system updates the reversing entries when you
process the voided cheque in a payroll cycle.

You can also use Paycheque Review and Void to review
detail payment history, including tax and DBA information
for an employee.

On Paycheque Inquiry and Void, choose the Void Cheque
function to access Void Check Window. The system uses the
cheque date as the G/L date for reversing entries associated
with the disbursement, such as reversing the credit to cash
and tax liabilities.

The system uses the time entry date as the G/L date for
reversing entries associated with time cards, such as labour
distribution.

The system also uses the time entry date as the work date on
the reversing timecard.

JD Edwards World, A9.1



Work with Payment History Information

Voiding an automatic
deposit.

Unvoiding a cheque voided
in error

When you void an automatic deposit, the system does not:
=  Update the automatic deposit tape
=  Create an accounts receivable entry for the employee

When you void an automatic deposit, use dates that affect
only the current accounting periods and current tax filing
period.

On Paycheque Inquiry and Void, you can “unvoid” a voided
cheque. Choose the Unvoid function only:

=  When the system has not yet updated the voided cheque
to history

=  When you need to unvoid cheques and automatic
deposit advices and not cash payments

If you choose the Uninvoice function following pre-payroll
for an employee who is currently locked, you must run a pre-
payroll only for the changes.

Assigning a New Cheque Number and Date

ZX From Canadian Payroll Master (G77), choose History Inquiries
N/~ | From History Inquiries (G7714), choose Reissue Paycheque

When you need to enter a replacement payment that contains the same information
as the original payment, you do not need to void the original payment. Instead, you
should assign a new payment number and date. For example, if an employee
accidentally destroys a cheque, you can issue a replacement cheque and then change
the employee’s payment history so that it includes the number and date of the

replacement.

You cannot assign a new cheque number for a reconciled or voided cheque, or for a
payslip or automatic deposit.

Canadian Payroll Guide (Revised - August 25, 2008)
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To assign a new cheque number and date

On Reissue Paycheque
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1. Complete the following field:
= Bank Account Number
2.
= Cheque Number - From
= Cheque Number - Through
= Cheque Date - From
= Cheque Date - Through
3.
= Reissue Number
= Reissue Date
4. Choose the Update File function.

What You Should Know About

Locating all paycheques

To limit the information that appears, complete any of the following fields:

Complete the following fields for the payment you need to update:

You can review a list of all paycheques by cheque date. To do

so, do not enter information in any of the search criteria

fields.
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Reviewing Payroll History Reports

You can print payroll history reports to have the information you need to answer
guestions about employees’ payroll history information. You can print reports that
include the following types of payroll history information:

= Earnings and tax information history

= Transaction history

=  Payment history

= Benefit accrual history

To review payroll history, complete the following tasks:
= Review earnings and tax history reports

= Review DBA history summary reports

= Review the DBA Audit report

= Review the Time And Pay Entry Register

= Review the PDBA History by Company report
= Review the PDBA History by Employee report
= Review the Paycheque History Detail report

= Reviewing the Analysis of Hours Report

= Reviewing the Benefit Accrual Roster

= Reviewing the Historical Payroll Register

= Review the report of available leave

Reviewing Earnings and Tax History Reports

To review employees’ earnings and tax information history, you can:
= Review the Tax History By Company report
= Review the Tax History By Employee report
= Review the Employee Pay and Tax Register

At year end, you can use these reports to verify the information that you print on
employees’ year-end forms.
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The Canadian Payroll system retrieves information from the Taxation Summary
History (FO713) table for the earnings and tax and history reports. Additionally, it
retrieves information from the Tax Ledger (F0716) table when you print the
Employee Pay and Tax Register report.

Reviewing the Tax History by Company Report

¥N_ | From Canadian Payroll Master (G77), choose History Reports
AYL | From History Reports (G7715), choose Tax History by Company

Use the Tax History by Company report to review monthly tax history for an entire
year for each company in your organization. You can review gross pay, excludable
wages, taxable wages, excess pay, and actual taxes for each tax type. The report also
prints totals of these amounts for all tax types.

To print this report, use either a laser printer or a line printer that can print 198
columns wide. You can also use a dot matrix print that can print 15 characters per
inch.
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Processing Options

See Tax History by Company (P07416).

Reviewing the Tax History by Employee Report

#N | From Canadian Payroll Master (G77), choose History Reports

N/ From History Reports (G7715), choose Tax History by Employee

Use the Tax History by Employee report to review detailed information about
individual employees’ taxes. You can review gross pay, excludable wages, taxable
wages, excess pay, and actual taxes for each tax type. The report also prints totals of
these amounts for all tax types.

To print this report, use either a laser printer or a line printer that can print 198
columns wide. You can also use a dot matrix printer that can print 15 characters per
inch.
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Reviewing the PDBA History by Company Report

#X | From Canadian Payroll Master (G77), choose History Reports
AP | From History Reports (G7715), choose PDBA History by Company
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Processing Options

See PDBA History by Company (P06415).

Reviewing the PDBA History by Employee Report

5-42

ZX From Canadian Payroll Master (G77), choose History Reports
AP~ | From History Reports (G7715), choose PDBA History by Employee

Use this report to review detailed pay type and DBA (PDBA) information for
individual employees. You can review both dollars and hours by pay type. You can
also review quarter-to-date and year-to-date totals of PDBA amounts by type or
company.

You typically use this report to review an entire year of transaction history for
individual employees within a company. You can use it to verify the information
that prints on your balancing reports.

The system retrieves information from the Payroll Month PDBA Summary History
table (F06146) to compile this report.

To print this report, use either a laser printer or a line printer that can print 198
columns wide. You can also use a dot matrix print that can print 15 characters per
inch.
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Processing Options

See PDBA History by Employee (P064151).

Reviewing the Paycheque History Detail Report

ZX From Canadian Payroll Master (G77), choose History Reports
Y | From History Reports (G7715), choose Paycheque History Detail

Use the Paycheque History Detail report to review the following information for
individual employees:

= Hours worked

= Gross pay

= Taxes

=  Deductions

= Net pay

The report also totals this information by month, quarter, and year.

The system retrieves information from the Paycheque Summary table (F06156) to
compile this report.

073181 JD Edwards World Page - 9
Paycheque History Detail Date - 7/09/17

Beginning - 01/01/17

Period End - 03/31/17

. .Cheque . . . Total Total Federal All Other Provincial Other Total Net
Number Date Hours Earnings Inc. Tax Fed Tax W/H Taxes Deductions Deductions Pay
Employee Number and Name: 7701 - Anthony Holiday
55438 01/09/17 86.00 1109.25 274.83 49.16 134.35 458.34 650.91
5445 01/23/17 98.00 1210.51 239.00 66.81 112.35 418.16 792.35
M-T-D : 184.00 2319.76 513.83 115.97 246.70 876.50 1443.26
Total Cheques. . 2
544 02/06/17 85.00 1092.38 178.52 62.11 112.35 352.98 739.40
87665 02/20/17 1000.00 266.05 51.05 317.10 682.90
87666 02/20/17 80.00 1008.00 151.51 57.42 134.35 343.28 664.72
M-T-D : 165.00 3100.38 596.08 170.58 246.70 1013.36 2087.02
Total Cheques. . 3
64487 03/06/17 80.00 1008.00 157.36 57.42 112.35 327.13 680.87
369 03/20/17 80.00 1008.00 151.51 57.42 134.35 343.28
369 03/20/17 80.00- 1008.00- 151.51- 57.42- 134.35- 343.28-
M-T-D : 80.00 1008.00 157.36 57.42 112.35 327.13 680.87
Total Cheques. . 3
Q-T-D : 429.00 6428.14 1267.27 343.97 605.75 2216.99 4211.15
Total Cheques. . 8
Y-T-D : 429.00 6428.14 1267.27 343.97 605.75 2216.99 4211.15
Total Cheques. . 8

Processing Options

See Paycheque History Detail (P073181).
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Reviewing the Analysis of Hours Report

z:; From Canadian Payroll Master (G77), choose History Reports
» From History Reports (G7715), choose Analysis of Hours

Use the Analysis of Hours report to review a detailed breakdown of hourly earnings
for individual employees. The report shows hours and earnings by pay type.

The system retrieves information from the Payroll Month PDBA Summary History
(F06146) table to compile this report.

063271 JD Edwards World Page - 8
Analysis of Hours Report Date - 7/09/17
00007701  Holiday, Anthony Month - 01
.......... . . . Pay . . . . . . Month to Date . . . . . . Year to Date . . .
Number Name Typ Description Hours % Earnings % Hours % Earnings %
7701 Anthony Holiday 1 Regular 160.00 87.0 1,800.01 81.6 160.00 87.0 1,800.01 81.6
100 Overtime 1.5 24.00 13.0 405.00 18.4 24.00 13.0 405.00 18.4
Holiday, Anthony 100.0 2,205.01 100.0 100.0 2,205.01 100.0
184.00 184.00

Processing Options

See Analysis of Hours Report - Address Book Number (P063271).

Reviewing the Benefit Accrual Roster

#N | From Canadian Payroll Master (G77), choose History Reports

N7 From History Reports (G7715), choose Benefit Accrual Roster

Use the Benefit and Accrual Roster to review benefit and accrual information, such

as employees’ sick and vacation time accrued and taken, for a specified time period.
You can also review taken and available amounts of all other benefits and accruals.

You can choose to print days, hours, dollars, or all three.

Depending on how you administer time-off accruals, it might be preferable to view
amounts in days rather than hours. Processing option 10 for the Benefit/ Accrual
Roster report program (G7715/5) allows you to select either hours or days when
reporting accrual amounts for vacation and sick time.

Note: You must set processing option 5 to 1, which processes vacation and
sick benefit accruals ONLY, in order for processing option 10 (report time as
days) to work. If you leave processing option 10 blank, the vacation and sick
amounts will display as hours. It is recommended that you copy or add a
version from the XJDE0OO1 demo version to make setting processing
options 5 and 10 easier.

The report indicates employees who have accrued more than the maximum number
of hours or dollars that can be rolled over.
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The system retrieves information from the Payroll Month PDBA Summary History
(F06146) and the Fiscal/Anniversary Year History (F06147) tables to compile this
report.

064501

JD Edwards World Page - 5
Benefit Accrual Roster Date - 7/09/17
From - 01/01/17

Thru - 12/31/17

Company - Home . . . 00050 A Model Construction Mgmt Co
Supervisor . . . 00007550 Morrell, Jason
....... Employee. . . . . . . Beginning Amount Balance Amount
Number Name Type Description T Balance Earned Available Taken Remaining Over Limit
7554 Machock, Kevin 8001 Vacation H 20.00 20.00
7560 Marchiano, Jay 8001 Vacation H 3.33 3.33
7558 Mekos, David 8001 Vacation H 26.68 26.68
7552 Muha, Robert 8001 Vacation H 26.68 26.68
7556 Myerly, Floyd 8001 Vacation H 26.68 26.68

Processing Options

See Benefit Accrual Roster (P064501).

Reviewing the Historical Payroll Register

5-46

ZX From Canadian Payroll Master (G77), choose History Reports
AP~ | From History Reports (G7715), choose Historical Payroll Register

Use the Historical Payroll Register to review detail or summary payment
information for individual employees. The payment information includes pay types,
taxes, DBAs, and the corresponding year-to date and current totals. You can print
the reports in different formats:

=  Full detail by cheque

= Summary per pay period
= Summary per month

= Summary per quarter

= Summary per year

You can cross payroll cycle boundaries by selecting dates and employees outside a
payroll.

When you run the Historical Payroll Register, the system creates two Historical
Payroll Register workfiles (FO7345 and F073451).

To ensure that your summary payroll history tables update correctly, you can
balance this report to the payroll register reports that you print when you process
each payroll cycle.

You need two versions of the program to run the Historical Payroll Register. One
version builds the historical paycheque workfiles (ID P07345), and the other prints
the report (ID P07346). You can create your own versions of these programs and
change their data selection and data sequence. When you create your own versions,
you must use the same version name for the workfile build as you use for the report.
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Before You Begin

= Create a version for the report. The name of this version must match the name
of the version you enter on the Historical Payroll Register form.

To review the Historical Payroll Register

On the first Historical Payroll Register screen

1. Complete the following field:

Historical Register Version

2. On the second Historical Payroll Register form, complete the following fields:

Cheque Date From
Cheque Date Through
Type of Summarization
Print Taxable Wages
Report Only

3. To specify additional selection criteria for the report, choose the Additional
Selection option.

4, Choose the Submit Job function.

Field

Explanation

Date - Pay Period Ending 1  This is the beginning Cheque Date for this report.

Date - Pay Period Ending 2  This is the ending Cheque Date for this report.

Type of Summarization A user defined code (07/SU) that specifies how the system

summarized the records into the respective file or files.

Print Taxable Wages Enter a Y to print taxable wage information on the report.

Current and year-to-date taxable wages will appear to the
right of current and year-to- date deductions.

Note: The register is 132 characters wide WITHOUT the
taxable wages. In order to print taxable wages, you must
have a printer that will allow up to 160 characters per line.
In addition, you must specify 160 as the Maximum Form
Width in the Printer File Overrides for your version of the
report (DREAM Writer ID = P06346). To do this, take
option 6 (Prt Ovr) from the DREAM Writer versions list for
your version of P06346.

Canadian DREAM Writer ID = P07346
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Field

Explanation

Print Only Flag

Enter N (No) if you want to create the workfile and run the
report. Enter Y (Yes) if the workfile is built and you wish to
rerun the report.

When you enter N, the system performs the following
functions:

=  Stage 1 - Builds employee history information to
permanent workfiles F06345 and F063451 (F07345 and
F073451 if Canadian). Uses the selection criteria from
pre-processing parameters and Historical Payroll
Register (P06345)

= Stage 2 - Prints the register from information in the
workfiles. Uses the sequence criteria from Historical
Payroll Register (P06345).

What You Should Know About

Deleting workfiles

Submitting versions

Specifying date ranges

5-48

The workfiles for the Historical Payroll Register can be very
large and require a lot of disk space. JD Edwards World
recommends that you promptly delete any obsolete versions.

You cannot submit the Historical Payroll Register report
from the version list. You must use the Historical Payroll
Register form.

You cannot specify a date range that includes more than one
year. The date range you specify must be within the same
calendar year. For example, you can not print a report to
include the period 10/98 through 10/99.
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Reviewing the Report of Available Leave

z}« From Canadian Payroll Master (G77), choose History Reports
AP | From History Reports (G7715), choose Available Leave

Some companies deduct, or dock, an employee’s pay when the employee takes leave
in excess of what has been earned to date. For example, your company might dock
pay when an employee uses 30 hours of sick leave, but has only earned 20 hours. On
the employee’s next payment, you want to deduct the employee’s standard pay
earned to repay the 10 hours of sick pay.

If your company docks pay, you can print a report to review the amount of leave
employees have used and the amount of leave employees have available.

Processing Options

See YTD Balance - Leave with Dock Pay Report (P064502).
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Overview to Interim Cheques

Objectives

= To process payments outside the normal payroll cycle

= To understand the different ways you can process interim payments

About Interim Cheques

An interim cheque is any cheque that you prepare outside the normal payroll cycle,
such as a bonus cheque, advance pay, a termination cheque, and vacation pay.

Interim cheques consist of:

= Entering interim cheques
= Printing interim cheques
= Updating interim cheques

When you enter an interim cheque, you can use existing timecard records or enter
new timecard information specifically relating to the current interim cheque. The
system uses these time entry records to calculate the gross pay, taxes, DBAs, and net
pay amount for processing a mini pre-payroll for each cheque.

Entering interim cheques includes:

= Entering cheque parameters

= Entering time or using previously entered timecard information

= Calculating all cheque details, including earnings, taxes, DBAs, and net pay

The system can calculate interim cheques interactively. When you use interactive
processing, the system displays the detail for each cheque one at a time.

Alternatively, you can enter several cheques at a time and the system calculates
them as a batch job.

The system generates a Payroll Register for both interactive and batch processing.
The system stores all pay type, tax, and DBA calculations for interim cheques in
workfiles to process later during a payroll cycle. Processing interim cheques in a
payroll cycle creates journal entries and updates history.

When Can You Print and Update Interim Cheques?

You can print interim cheques on the computer only in a payroll cycle. You can
prepare them manually as either handwritten or typed.
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You can process interim cheques in a payroll cycle with other cheques or separately,
but you must process them through a payroll cycle.

The Payroll system provides two alternatives for printing and updating interim
cheques:

Alternative Description

Running a regular payroll When you run a regular payroll cycle that includes interim
cycle that includes interim cheques, the system prints the interim cheques along with
cheques the payroll cheques. The system also prints the payroll

cycle reports that include interim cheque information.

Running a payroll cycle for ~ When you run a payroll cycle for interim cheques only, the

interim cheques only cycle includes printing of interim cheques. You can print
payroll cycle reports for the interim cheque information. If
your organization processes a high volume of interim
cheques, this alternative is beneficial.

When you update interim cheques, the system:
= Creates journal entries
»  Prints payroll cycle reports

= Updates history
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What Are the Purposes of Interim Cheques?

You can use interim cheques for the following:

Task

Description

Calculate gross to net
from timecards

Enter information from
manual cheques (hand-
typed or handwritten)

Adjust historical data for
an employee

Enter a flat dollar
advance on pay

Convert payroll history

Interim cheques allow you to calculate earnings, tax, and
deduction detail. You can the use the resulting calculations in
one of these four ways:

= Save/No Cheque - To display the resulting cheque
information and save it but write the cheque manually.
You might create a termination interim cheque this way.

=  Save/Print Cheque - To display the resulting cheque
information, save it, and print a computer cheque. For
example to create a bonus cheque where you enter the
information in advance and print the cheque during the
next payroll cycle.

= Display/Advance - To display the resulting cheque
information in detail but save only the net amount as an
advance. The system treats the advance as a deduction
and nets this amount out against the employee’s gross
pay during processing of a normal pay period. For
example, you can create an interim cheque to pay an
employee an advance on earnings-to-date.

= Display Only - To display the resulting cheque
information but not retain it. For example, for “what if”
calculations. Note, however, that the JD Edwards World
Tax Calculator is designed to calculate tax amounts, so
you might prefer to use that selection from the Interim
Cheques and Special Post menu.

You can record information from hand-typed or handwritten
manual cheques including earnings, tax, and deduction
details. Normally, the system merges this information into
history when you complete the next payroll cycle.

You can adjust historical data for an employee, for example,
if an employee was taxed incorrectly. This interim cheque
process provides an audit trail for future reference.

The advance is treated as a flat dollar deduction to be
subtracted from gross pay during normal payroll processing.

Interim cheques can also be used to load historical data for
conversion purposes and provide an audit trail for future
reference.
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Entering Interim Cheques

You enter interim cheques when you need to prepare paycheques outside the
normal payroll cycle or to record manual calculations.

This section contains the following:

=  Entering a Standard Interim Cheque

= Changing an Interim Cheque

=  Entering an Interim Cheque for a Termination

= Entering an Interim Cheque to Record Manual Calculations

=  Entering an Interim Cheque for a Flat Dollar Advance

= Deleting an Interim Cheque

You can enter all types of interim cheques and prepare them either on the computer
or manually. Interim cheques can include the following:

Method Description

Computer The system calculates and prints the payment on the computer
printer.

Hand manual You manually calculate the information and write or type the
payment.

Auto manual The system calculates the information, and you write or type the
payment.

When you enter a standard interim cheque, also called Format 1, the system stores
all calculations including, gross pay amounts, taxes, and DBAs. You can use batch or
interactive processing when you enter an interim cheque in Format 1.

Alternatively, you can enter an interim cheque using Format 2. The system makes all
calculations in temporary workfiles (QTEMP library). You can only use interactive
mode to process cheques that you enter in Format 2. You can use Format 2 for the
following purposes:

= You can use Format 2 to test cheque calculations. The system calculates gross
pay, taxes, and DBASs to determine a net pay amount, but does not save the
calculated information. Use this calculation for informational purposes only.

= You can use Format 2 to calculate an automatic advance. The system calculates
gross pay, taxes, and DBAs to determine a net pay amount. When you choose
the Update function, the system stores only the net pay amount and does not
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save any of the other calculations. The system then includes the net pay amount
as a deduction to the employee’s DBA instructions.

Before You Begin

= Specify the location of the Employee Master table. To do this, choose Constants
Information on the History and Turnover Setup menu (G0748 or G7748). On
Constants Information, use the Change action. The system updates the Master
File in the Library field with the appropriate library.

=  Specify the program version for the appropriate time entry screen in the
processing options.

= Specify the DBA code that processes advances as a declining balance deduction
in the processing options.

= |f you want to create interim cheques for accumulated wages, generate the
timecards for accumulated wages.

See Also

=  Generating Timecards for Accumulated Wages (P063910)

Entering a Standard Interim Cheque

,A

P

From Canadian Payroll Master (G77), choose Interims and Special Post
From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

Entering a standard interim cheque consists of entering the minimum requirements
for paying an employee outside the normal payroll cycle.

A bonus is an example of a standard interim cheque. You enter an interim cheque
for a bonus to pay an employee an amount over and above the regular payment.

Note: Federal tax calculation methods for supplemental pay, such as
bonuses, include concurrent, previous, and cumulative aggregation in
addition to the flat percentage method. All methods but cumulative
aggregation can be passed to Vertex through the Interim Cheque Entry
process.

Entering a standard interim cheque includes the following tasks:

= Entering interim cheque parameters

» Entering interim cheque information

= Reviewing interim cheque calculations

6-6
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To enter interim cheque parameters

On Interim Check Parameters

T 060531 merim Check Parameters =oE
| foch Heo Sy
ORACLE io Edwards Warld
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#1 X ) 3,

Figld Sansmae Help T LET b Interin Chech Paraneiers
[ plery Enon Mossage
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st Prosimen Bpecify the Work Dates te Proceas- Fron:  [oeraisid
Clear Soeen - To 1 [mEreEn

Pay Perdsd of the nonth r

Computer sr Manual Cheehs [B/N) E

Nuarrids Eank Necount Musksr 1
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Format: 1., Stendard Interin Chesk Entry. 1

7, Rute Rdvance = Het Caleulator
Create YERTEN Deforeffifter Repart (Y/M)¥ F
fiptionsl Cheek Srub Hessage:
I
Enter=lontimes Fedcmore

1. Complete the following fields:
=  Work Date to Process From
= Work Date to Process To
= Batch/Interactive Indicator
2. Toinclude DBAs in the calculation, complete the following field:
= Pay Period of the Month
3. Complete the following optional fields:
= Override Bank Account Number

4. To designate that this is a standard interim cheque, enter 1 in the following field
and press Enter:

=  Format

After you enter the parameters, enter interim cheque information.

Field Explanation

Specify the Work Dates to The date that the payroll period starts.
Process- From: e .
Form-specific information
The beginning work date. To include previously entered
but unprocessed timecards in the process, set From and To
dates to include them.
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Field Explanation

-To: Pay period date to be used to include time cards up to and
including this date.

Form-specific information

The ending work date, which represents the pay period
ending date and the cheque date for all computer interim
cheques. You can override the cheque data at a later point
in the process.

Pay Period of the month The pay period of the month. This controls which
deductions and benefits the system calculates. Leave this
field blank if you do not want any deductions or benefits
to be calculated.

Computer or Manual Specifies the type of cheque you want to produce. Valid
Checks (C/M) codes are:

C Produce computer cheques during this session of
interim cheque processing

M Produce or enter data for manual cheques

All cheques that you enter during one session of interim
cheque processing must have the same type code.

Override Bank Account The input account number could be one of three different
Number account numbers. These are:

= The preferred BU/Object/Subsidiary
=  The 25-digit unstructured number,
=  The 8 digit short account ID number

Upon entry, the first character of the account number is
examined to determine which of the three possible account
numbers was entered. This first character is defined as the
Account Mode in the G/L Constants Revisions program
(see General Accounting Operations Control).

For example:
/ may represent the short account ID number

* may represent the long, unstructured, 25-digit,
account number

Blank may represent the standard business unit-object-
subsidiary number

This facility allows you to use the account ID number for
high speed data entry, the unstructured number when a
chart of accounts change would be too disruptive, or the
BU/Object/Subsidiary number when you have fully
adopted the JD Edwards World style of account coding.
For more information, see Speed Coding (G0516).

Form-specific information

The override bank account number against which the
system drafts the interim cheques. If you leave this field
blank, the system determines the bank account number
from the payroll accounting rules table.
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Field

Explanation

Batch/Interactive Indicator

Format:

Create VERTEX
Before/ After Report (Y/N)?

Optional Check Stub
Message:

A code indicating how you want to process interim
cheques. Valid codes are:

B Process all interim cheques entered during this
session when you exit from Interim Check Entry.

| Process each cheque entered individually in an
interactive mode.

Note: You cannot use the Batch mode when processing
advances. This is a required field.

A code that indicates the format for interim cheques. Valid
values are:

1 To process a standard interim cheque

2 To either;

Calculate an interim cheque for advance pay

Estimate an interim cheque for advance pay

Enter advance pay with no time entry records attached
Note: You can only use interactive processing with
format 2. You cannot use batch processing for format 2.
Indicates if the system creates a Vertex Before and After
Report.

If you request the report, the system creates a before image
of the Vertex Link file (F06126) before it calls the Vertex tax
calculator. After the tax calculator generates a linking
record, the system displays the before and after images
side by side in the report.

A message of up to 80 characters that appears on the
cheque stub only. This field is optional.
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To enter interim cheque information

After you enter the cheque parameters you can enter interim cheque information.

(o051 arien Chaqmm Eriry JOE
[ Tock Hep A

ORACLE Jo Edwards Warld

Dacemanl E el Wanld Festuices

Fizld Zonemwe Halp
et pakery Evice Masaags

= Chegue Cant
Criplay Funcions E
= Het Py Teat
Ewut Proqiam
addincnal Parsmetess Action Code [p
Exit to Meeng Seach Employee Mo 7741
Wirdeerim Chngun tacquiny (hegue Mol Nanual) Chegue Gate D5/10/17
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Enter company LF different from anployes's hoss conpany
o you wish to include time dsts already entered [Y/N)7
Tnter the rangs of dateafblank =s11] Frea Thru
Hane Gonparg

Pay Dgele Group Code

1. On Interim Cheque Entry, complete the following field:
= Employee Number
2. Complete the following optional fields:
= Net Pay Instructions
= Enter company if different than employee’s home company
3. Toinclude time already entered for the employee, complete the following fields:
= Do you wish to include time data already entered
= Enter the range of dates - From
= Enter the range of dates - Thru
= Home Company
= Pay Cycle Group Code
= Business Unit

4. To process a manual interim cheque, complete the following fields and use the
Add action:

=  Cheque Number (Manual)
= Cheque Date

5. If you set your processing options to verify information, use the Change action
to display Time Entry.

If you are not verifying information, the system displays Time Entry.
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6. On the time entry form, complete the steps for entering timecard information
and use the Add action.

7. Exit the time entry form.

8. On Interim Cheque Entry or Interim Cheque Inquiry, review the value supplied
by the system for the following field:

= Cheque Control Number

For batch processing, the system returns to Interim Cheque Entry allowing you
to enter the next cheque in the batch. The system submits a mini pre-payroll for
all cheques in the batch when you exit Interim Cheque Entry.

For interactive processing, the system processes the mini pre-payroll for this
cheque and displays Interim Cheque Inquiry.

Field Explanation

Check Control A number that the system uses to group all payroll
transactions for each payment or individual interim
payment. The system carries this number to the accounting
journal entries to update the actual cheque number after it
prints the payment. The system also uses the cheque control
number to automatically void payments. The payment
workfile contains both the actual cheque number and the
cheque control number. The system uses the cheque control
number to automatically reverse all associated payment
transactions.

The cheque control number is not the actual cheque
number.
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Field

Explanation

Payroll Net Pay
Instructions

Check No(Manual)

Check Date

Do you wish to include
time data already

This code species the type of Net Pay Instructions the
system uses for interim cheque processing. Valid values are:

0 Follow all net pay instructions defined in the
Automatic Bank Deposit Master table (F065016). The
system will prepare a cheque for employees who do
not have net pay instructions.

1 The system will override all net pay Instructions to
produce a cheque.

Note: You cannot create an auto deposit for a manual
interim cheque. You must process auto deposit interims
through a payroll cycle. The system will not process an auto
deposit through the interactive print and update steps of
interim cheque processing.

The number of the matching document, such as a receipt,
payment, adjustment, or credit. You apply a matching
document (DOCM) against an original document (DOC),
such as an invoice or voucher.

Form-specific information

The number of the cheque, if you are entering manual
cheque information. Leave this field blank if you are
processing computer cheques.

This is the cheque or item date.
Form-specific information

For manual cheques, the date of the cheque.

For computer cheques, the To date in the processing
parameters.

The system does not use this date to update history or print
on the cheque. Instead, it uses the cheque date you enter on
Print Interim Checks for these purposes.

A Yes/No field indicating the timecards the system will
process. Valid values are:

Blank or N - The system will only include the timecards you
enter during this session.

Y - The system includes all unprocessed timecards that
meet the range of dates you enter in the date range fields.

If you enter Y, the timecard dates you enter must be within
the date range you entered on Interim Processing
Parameters.

You enter Y and still restrict prior timecards. To do this,
enter values for the home company, pay cycle group, and
business unit.

6-12
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What You Should Know About

Employee locked in an If the work dates included in the interim payment are less
active payroll than the pay period end date for the active payroll, you must
run a pre-payroll for only the changes.

The system displays a warning when the following occurs,
but you are not required to run a pre-payroll for changes:

= You enter an interim cheque with a cheque date less
than the cheque date of the active payroll.

= You enter an interim cheque with work dates greater
than the pay period end date.

=  You enter an interim cheque with work dates and
payment dates greater than the active payroll.

Interim cheques merged  \when you include interim cheques in a payroll cycle, the

into the payroll cycle system merges outstanding interim cheques based on the
cheque date. If the cheque date is the same as or earlier than
the cheque date of the payroll run, the system merges the
interim cheques into the payroll.

See Also

= Entering Timecards by Employee (P061121), by Piecework (P061161), or with
Equipment (P061171)
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To review interim cheque calculations

You should review each interim cheque that you enter. If you are using batch

processing, after you enter the interim cheque you must use the Cheque Inquiry
function to review the calculations.

On Interim Cheque Inquiry

— — ——
| = 07052 imterim Chegque inquiry ==
| Tosk He -
ORACLE 1o Edwards Warld
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&, R rl )
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E“:_iq'_l“-"‘:“ o Bheque Camtral Ko 19378
R - Chugus: et [ B5/10/17
Hard Copy
AT Creque Sumnary
Gross Pay aTh. D Hears BO.DE  Pleces
Deductions Reewfita 387,55
Taxes WH 291,18 Taes Paid 42 02
Het Py b78.86
Esrnings Datail
Tyoe  Fgurs Hate Groas fint Tax firea ficcount Humber
anel 11,75 T8.G8 TEELS 07,0115
A0.00 11,758 =R, 00 THLS 707, B11R
..... Tax Datall
Tax fres T Description Tta L/E  Tazsble Groas Tax Amount
FEGERR.  ©R CAN FEG [ gT0, 88 157,51
FEDERAL  [F GAN [P - Enplojyee 3 978,68 a1.71
FEDERML  CL CHM EI - Enployee E 970, 3 &2
FasCantinue Processing  FlBeDed/Ben - Tax Detadl FdlPrint Attschnent 3,

1. Review the calculations.

2. Toreview more information, place the cursor in the Earnings Detail or Tax
Detail area and scroll down.

3. Totoggle the display between Tax and DBA detail, choose the
Deduction/Benefit-Tax Detail function.

4. On Interim Cheque Entry, do one of the following:
= Enter additional interim cheques

= Exit the program
What You Should Know About

Printing the paystub detail  yUse the Print Attachment function to print the cheque detail

on the paycheque stub.

Processing Options

See Interim Check Entry (CANADA) (P070531).
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Enter Interim Cheques

Changing an Interim Cheque

z:; From Canadian Payroll Master (G77), choose Interims and Special Post
» From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

You change an interim cheque when you entered information in error. After you
change the information, the system recalculates the gross amount, taxes, and DBAs.
Until you print a computer cheque or update a manual cheque, you can change any
information that you originally entered on any of the forms.

To change an interim cheque

1. Complete the following fields and press Enter:

= Work Date to Process From

=  Work Date to Process Thru
2. On Interim Cheque Entry, locate the interim cheque.
3. Make the necessary corrections.

4. Choose the Additional Parameters function to make corrections and use the
Change action.

5. On the associated time entry form, make the necessary corrections and use the
Change action.

Entering an Interim Cheque for a Termination

#N_ | From Canadian Payroll Master (G77), choose Interims and Special Post
> From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

When an employee terminates between payroll cycles, you might need to pay the
employee’s last payment immediately. You can enter an interim cheque for this
employee.

When you enter termination information, the system immediately updates the
Employee Master table (F060116) with the reason for termination, the pay status,
and the termination date.
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To enter an interim cheque for a termination

On Interim Check Parameters

[':'hgﬁgihii Tt Check Parameters
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| Field Sanafne Halp OROSAY Tntarin Check Paramatars
Cirsplay Erce Message
it ks Funchans
[[BitFrogrem Spedily lbe Uack Dotes te Proceas- Fron:
Cloar Soman -
| = Ta 1 JSMEISLT
Pay Perded of the nonth E
Computer ar Manual Cheshs [C/N) E
Muerrids Bank Recount Musksr |
Hatch/Tnterac tive Tndicatar F
Farnnt: 1. Etsedard Tnterin Cheek Entry. [0
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I
Enter=(onlinmes F2daMere 4,

1. Complete the following fields:
=  Work Date to Process From
=  Work Date to Process To
= Pay Period of the Month
= Override Bank Account Number
= Batch/Interactive Indicator

2. To designate that this is a standard interim cheque, enter 1 in the following field
and press Enter:

= |Interim Processing Format
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3. On Interim Cheque Entry, complete the following fields:

= Termination Date
= Change Reason
L}

Pay Status

4. Complete the remaining steps for entering a standard interim cheque.

Field

Explanation

Termination Date

Change Reason

The date that the employee was terminated, if applicable.
Form-specific information

If you enter a date, you must enter an alphabetical code in
the Change Reason field.

A user defined code (07/T) that indicates:

=  The reason that an active employee’s record was
changed.

= The reason that an employee was terminated.

L]

The reason that you are recommending the change in
salary or rate. If you are reactivating an employee, you
must change the code in this field to a numeric
character.

Note: The default reason code for new hires is the default
value for the Change Reason data item.
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Field Explanation

Employee Pay Status A code that indicates whether an employee’s pay status is
active or inactive.

Codes for active pay status employees are numeric. Codes
for inactive pay status employees are alphabetic. The
system omits all employees with alphabetic pay status
codes from the payroll run.

To process an employee’s last cheque, the pay status must
contain a numeric code. After the system processes the
cheque through final update, you can change the pay status
to an alphabetic code.

See Also

= Entering a Standard Interim Cheque (P060531)

Entering an Interim Cheque to Record Manual Calculations

¥\ | From Canadian Payroll Master (G77), choose Interims and Special Post
AP | From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

You enter a manual cheque to save tax calculations that you previously calculated
by hand. When you enter a manual cheque, you prevent the system from
recalculating the taxes. If you do not enter the tax information as you calculated it
for the manual cheque, the system uses the tax withholding information from the
Employee Master table. You can enter a maximum of eight tax overrides.

Note: Federal tax calculation methods for supplemental pay, such as
bonuses, include concurrent, previous, and cumulative aggregation in
addition to the flat percentage method. All methods but cumulative
aggregation can be passed to Vertex through the Interim Cheque Entry
process.
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To enter an interim cheque to record manual calculations

On Interim Check Parameters

[~ 060531 fowrim Chack Parameturs
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1. Complete the following fields:
= Work Date to Process From
=  Work Date to Process To
= Pay Period of the Month
= Override Bank Account Number
= Batch/Interactive Indicator
2. Enter M in the following field:
= Computer or Manual Cheques

3. To designate that this is a standard interim cheque, enter 1 in the following field
and press Enter:

= Interim Processing Format
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4. On Interim Cheque Entry, complete the following fields:
= Tax Area
= Tax Type (TT)
=  Amount
= Additional/Flat Tax Amount (A%F)
5. Complete the remaining steps for entering information on a standard interim
cheque.
Field Explanation
A%F Based on the value of this field the corresponding

additional/flat amount field has one of the following

functions:

% A percentage to replace the tax rate from the table.

A An amount to be added to the tax computed from the
table.

F An amount to replace the tax computed from the
table.

X An additional amount added to the standard
exemption amount, deducted (exempt) from the
annualized gross to determine taxable pay.

Y An amount to override the standard exemption

amount to be subtracted from the annualized gross
prior to the tax calculations.
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See Also

= Entering a Standard Interim Cheque (P060531)

Entering an Interim Cheque for a Flat Dollar Advance

ZX From Canadian Payroll Master (G77), choose Interims and Special Post
» From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

You enter a flat dollar amount advance interim cheque to pay an employee an
advance on the employee’s wages. The system assigns the deduction to the
employee’s DBA instructions and deducts it from the employee’s next payroll
cheque.

The system does not calculate nor deduct any taxes. The default is for the system to
deduct the entire advance in one lump sum from the employee’s next payment. You
can change the amount that the system deducts per pay period in the DBA
instructions.

To enter an interim cheque for a flat dollar advance

On Interim Check Parameters
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| Tosk He -
ORACLE 1D Edwards World
Dlesczrnant Emad Wonld Resouices
&, R rl )
Fredd Senufe Help ORO53A) Tntsrin Dheck Faramsters
Cirsplay Erce Message
it prlany Fun b
=
B Frognm Shecliy. the Uock Dates ke Proceas— Fron 17
Cloar Soman e
- Ta BT LT
Pay Perded of the nonth r
Computer ar Manual Cheehs [B/M) E
Dusrrids Bank Recount Musbsr I
Batch/Tateractive Tndicater F
Format: 1. Stesdard Interin Chesk Entey. |1

2. Ruts Aduance = Het Caleulator
Creats WERTEX Refore/After Repart (Y/AM)7 F

Nptional Check Stub Hesssgs:

Enker=Contismes F2d:=Mgre

1. Complete the following fields:
= Work Date to Process From
=  Work Date to Process To
= Pay Period of the Month

= QOverride Bank Account Number
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=  Batch/Interactive Indicator

2. To designate that this is a standard interim cheque, enter 1 in the following field
and press Enter;

= |Interim Processing Format
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3. On Interim Cheque Entry, complete the following fields and use the Add action:
=  Employee Number
= Advance Pay Amount

4. On Interim Check Inquiry, review the cheque detail.

5. On Interim Cheque Inquiry, review the cheque detail and exit.

Field Explanation
Advance Pay Amt This amount represents an advance on the employee’s
future pay.

Form-specific information

Enter a flat dollar amount or leave the field blank to enter
timecard data on a time entry screen later in the interim
cheque entry process.

See Also

= Setting Up an Advance Deduction (P069117)

= Entering an Interim Cheque for a Net Advance (P070531) for information about

Format 2 to enter an advance interim cheque that does not include taxes or other
deductions.
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Deleting an Interim Cheque

z:; From Canadian Payroll Master (G77), choose Interims and Special Post
» From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

If the system has not yet merged an interim cheque into a payroll cycle, you can
delete it. You cannot delete an interim cheque if the system is currently in the
process of printing it or if you have already printed it.

You should not confuse the process of deleting an interim cheque with voiding a
historical paycheque. The system stores voided cheques in the interim cheque
workfiles, but you cannot change or delete them.

To delete an interim cheque

On Interim Cheque Entry
1. Locate the interim cheque you want to delete.

2. Use the Delete action.

[06IC  imturim Delute Contral B

Farcoars Tools Hsip

3. On Interim Delete Control, complete the following fields:
= Delete Timecard Transactions
= Delete DBA Transactions

4. Choose the Submit function.

Field Explanation
Delete Timecard This allows you to delete timecard transactions. Valid codes
Transactions? (Y/N) are:

Y Delete all timecard transactions (default)

N Do not delete all timecard transactions

Delete D/B/A This allows you to delete D/B/A transactions.

ions?
Transactions? (Y/N) Entering a Y will delete D/B/A transactions. Entering a N

will not delete D/B/A transactions. The default issetto Y.
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What You Should Know About

Timecard status code When you delete an interim cheque without deleting the
associated DBA transactions, the system can include the
transactions in future payrolls.

When you delete an interim cheque without deleting the
associated timecards, the system removes the status code |
from the time entry record. The system can now include the
timecards in future payrolls.

Special timecard post When you delete an interim cheque without deleting the
associated DBA transactions, the system can include the
transactions in future payrolls.

When you delete an interim cheque, the system does not
delete any timecards that you have posted to the general
ledger during a special timecard post.

Entering an Interim Cheque for a Net Advance

6-24

#N_ | From Canadian Payroll Master (G77), choose Interims and Special Post
AP | From Interim Cheques and Special Post (G7721), choose Interim Cheque Entry

Use Format 2 to test possible cheque scenarios or to enter an automatic net advance.
When you enter an interim cheque for a net advance, the system calculates the
information in temporary workfiles and processes only the net cheque amount. The
system does not save any of the other calculations. The system then enters an
advance deduction in the employee DBA instructions for the amount of the cheque
and withholds it from the employee’s next payroll cheque.

You might want to use Format 2 to calculate a net advance when you want to issue
an advance to the employee for only the time worked since the last paycheque.

You must use interactive mode to process an interim cheque with Format 2.
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To enter a net amount advance interim cheque

On Interim Check Parameters
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1. Complete the following fields:
= Work Date to Process From
= Work Date to Process To
= Pay Period of the Month
= Override Bank Account Number
= Batch/Interactive Indicator
2. Enter 2 in the following field and press Enter:

= Interim Processing Format
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3. On Advance Payoff Parameters, complete the following fields:

= Address Number
= Cheque Date
4. Review the value in the following field:

= Include Time

5. To process manual interim cheques, complete the following field and press

Enter:

= Cheque Number (Manual)
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6. On the time entry form, complete the steps for entering timecard information.
7. Press Enter and exit the time entry form.

8. On Interim Cheque Inquiry, review the calculations.

9

Exit Interim Cheque Inquiry.
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10. On Advance Payoff Parameters, choose the Update Results function to save the
net amount as an advance deduction.
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What You Should Know About

Multiple advances When an employee has multiple advances, the advance
deduction amount for the DBA is the total of all advances.

Estimated pay To base the net amount advance on earnings to date when
you have no existing time entry information, you can base
the advance calculation on estimated pay.

When you use Format 2 for this type of advance, the system
does not save the timecard.

Enter E in the Source of Pay field on Pay Type Setup to
define a pay type for estimated pay.

See Setting Up Pay Types.

Multi-cheque processing  Multi-cheque processing allows the system to track wages
and taxes for any outstanding interim cheques that the
system has not yet updated to history. Newly calculated
cheques take the outstanding wages and taxes into account
for limits purposes. Each time the system calculates a cheque,
whether it is an interim cheque or a payroll cheque, the
system verifies taxation history to determine if an employee
has reached any earnings or tax limits for taxing purposes.

The system updates the interim YTD wage amount and an
interim YTD tax amount in the Taxation Summary History
table (FO713) whenever you:

= Add an interim cheque

= Delete an interim cheque

= Change an interim cheque

= Void and unvoid a cheque or autodeposit

When pre-payroll and interim cheque entry programs
calculate taxes for subsequent cheques, the system calculates
the taxes based on the regular YTD amounts.

The system clears the interim YTD amounts during the final
update when it updates the interim cheque earnings and
taxes to regular history. Multi-cheque processing uses tax
limits, but not DBA limits.

See Also

=  Entering Timecards by Employee (P061121), by Piecework (P061161), or with
Equipment (P061171)
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Printing Interim Cheques

#N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
> From Pay Cycle Processing (G7713), choose Print Paycheques

You must print interim cheques within a payroll cycle. You can print interim
cheques either by the computer or manually (handwritten or typed). You can print
interim cheques in a regular payroll cycle or in a payroll cycle for interims only.

When you print interim cheques, the system also:
*  Prints attachments when required
»  Prints a register of all cheques issued

When you merge interim cheques into a payroll cycle, the system controls the merge
with the following factors:

Factor Description

Cheque dates If the cheque date is the same as or earlier than the cheque
date of the payroll run, the system merges the interim
cheques in the payroll.

Pre-payroll processing Pre-payroll processing types control when interim cheques
types are merged, as follows:

=  Type 1- Full Pre-Payroll. The system merges interim
cheques based on the cheque date for the payroll ID.

=  Type 3 - No Interim Pre-Payroll. The system does not
merge interim cheques.

=  Type 5- No Autopay Pre-Payroll. The system merges
interim cheques based on the cheque date for the payroll
ID.

=  Type | - Interims Only Pre-Payroll. The system processes
interim cheques only based on the cheque date for the
payroll ID.

What You Should Know About

Printed cheques You cannot change or delete records of printed cheques.
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Locked records The system locks an employee’s interim cheque for any of

the following reasons:

=  The employee’s interim cheque is currently merged in a
payroll cycle, and therefore cannot be printed or
updated interactively.

=  You have voided the interim cheque.

=  The cheque is a manual interim cheque.

See Also

= Running a Regular Payroll Cycle that Includes Interim Cheques (P07210)
= Printing Payments (P07230P)
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Updating Interim Cheques

When you update interim cheques, the system:
= Creates journal entries

=  Prints payroll cycle reports

= Updates history

This section contains the following:

=  Running a Reqular Payroll Cycle that Includes Interim Cheques

= Running a Payroll Cycle for Interim Cheques Only

To update interim cheques, you can do one of the following:

= You can run a regular payroll cycle that includes interim cheques. The system
merges the computer interim cheques with the payroll cheques. The system
includes the interim cheque information on the payroll cycle reports.

= You can run a payroll cycle for interim cheques only. The system prints payroll
cycle reports with interim cheque information only. If your organization
processes a high volume of interim cheques, you might find this alternative the
most efficient.

Running a Regular Payroll Cycle that Includes Interim Cheques

ZX From Canadian Payroll Master (G77), choose Pay Cycle Processing
> From Pay Cycle Processing (G7713), choose Pre-Payroll Processing

You can run a regular payroll cycle that includes interim cheques. The system
merges the computer interim cheques with the payroll cheques. The system includes
the interim cheque information on the payroll cycle reports.

To run a regular payroll cycle that includes interim cheques

On Pre-Payroll Processing
1. Enter 1or5 in the following field:
=  Type of Processing
2. Complete the steps for pre-payroll processing.

3. Choose the Submit Job function.

Canadian Payroll Guide (Revised - August 25, 2008) 6-31



Update Interim Cheques

4. Complete the remaining steps for the payroll cycle.

See Also

= Processing Pre-Payroll (P06210) or (P07210)

= Working with Payments (P06230P) or (P07230)
= Processing Pro Forma Journal Entries (P06220)
= Processing Final Update (P06250) or (P07250)

Running a Payroll Cycle for Interim Cheques Only

¥N_ | From Canadian Payroll Master (G77), choose Pay Cycle Processing
/< | From Pay Cycle Processing (G7713), choose Pre-Payroll Processing

You can run a payroll cycle for interim cheques only. The system prints payroll cycle
reports with interim cheque information only. If your organization processes a high
volume of interim cheques, you might find this alternative the most efficient.

The system prints the Payroll Register when you run a payroll. The report lists the
number of interim computer cheques, interim manual cheques, and voided cheques.

Review the register to verify that you entered the correct information and that the
system included the interim cheques in the payroll cycle. For example, you can use
the payroll register to reconcile total accrual liability, because it lists all pay types,
taxes, and DBAs.

To run a payroll cycle for interim cheques only

On Pre-Payroll Processing
1. Enter | in the following field:
=  Type of Processing
2. Complete the steps for pre-payroll processing.
3. Choose the Submit Job function.

4. Complete the remaining steps for the payroll cycle.

= Processing Pre-Payroll (P06210) or (P07210)

=  Processing Pro Forma Journal Entries (P06220)
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063012 JD Edwards World Page - 11

Payroll Register Date - 7/10/17
Company - Period - 08/15/17
BU -

Payroll 1D - 055
Total Report

Type Earnings Hours Current Amount YTD Amount Type Deduction Current Amount YTD Amount
0001 Regular 765.33 17,114.56 61,614.15 ** Gross Wages 18,138.20 54,144.76
0300 Sick Pay 226.92 FED Income T 2,201.44 7,320.68
0500 Bonus Pay 800.00 FED FICA w/h 1,059.09 3,878.34
0801 Vacation 8.00 192.30 694.20 CA Employmen 60.30
0805 Holiday Pay 747.09 CO Departmen 357.25 2,115.34
0811 Vacation 230.77 VA Dept. of 209.49 209.49
0903 FSA-Med/Exec 75.00 100.00 CA SDI-Emplo 22.33
0904 FSA-Dep/Exec 75.00- 200.00 FED Medicare 247.69 907.02
0998 Gross Pay Ad 8.00 134.61 134.61
3000 Life Ins/Co. 43.72 202.64 1010 Dental Ins. 18.50 213.00
1015 FAD&D - Flex 3.00 3.00
1016 LTD Coverage 4.90 34.30
5050 FMedical/Den 506.76 506.76 1018 FLTDCoverage 13.92 46.40
5062 FMedical/Den 162.22 1,297.76 1102 Child Supprt 250.00 750.00
6002 FAddl Flex $ 27.75 92.50 1104 Garnishment 274.67 1,422.86
1108 Loan 80.00 640.00
1120 Fees, Admin 10.00 25.00
1122 Interest 16.00 352.00
1511 FMed100-EE+1 129.59 1,036.72
1521  FMed100-EE+2 383.14 383.14
1541 FDENT1-EE+1 16.58 132.64
1551 FDENT1-EE-2+ 50.18 50.18
4002  Med-EE 9.75 68.25
4003  Med-EE+1 12.00 36.00
4004  Med-EE+Fam 90.00
4598  FSA-DEP/Ded 300.00 1,000.00
4599  FSA-MED/Ded 300.00 1,000.00
5105 FLife 10k 2.70 2.70
5502 FVision EE+1 3.05 24.40
7000  401(k) 218.75 1,302.08
L life 21.86 180.78
*  Sum Ded’s W/H 9.22 9.22
** Totals ** 781.33 18,138.20 Total Ded”’s 6,285.40
Taxbl: 16,600.97
Total Employees 8 Tot Ck Cntrl #’s 12 * Net Pay * 11,852.80
Tot Computer Cks 8
Tot Intrm Manual Cks 2
Tot Auto Deposits 2
Tot Voids 1
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Overview to Payment Reconciliation

Objectives

= To reconcile your payment history records with your bank records

About Payment Reconciliation
You reconcile payments so that your reconciliation information is consistent with
your bank records.

Through a processing option for the Reconcile Cheque History (P065613) program,
you can select to reconcile automatic deposit, computer-generated, manually
generated, or all three types of paycheques.

See Reconcile Payments for more information.
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Reconciling Payments

You reconcile payments to make your information consistent with your bank
records. You can reconcile your payment history manually or automatically.

You can copy or add a new version of the Reconcile Cheque History (P065613)
program, and select in the first processing option whether to reconcile computer-
generated, manually generated, auto deposits, or all three types of paycheques.

This section contains the following:

=  Reviewing Payment Reconciliation Status

=  Changing Payment Reconciliation Status Manually

= Reconciling Payment History Automatically

= Reviewing the Payroll Bank Reconciliation Register

You review the status of payments to determine whether you need to reconcile
outstanding payments, re-open an item previously marked as reconciled, or mark a
cheque as unclaimed. If you need to change the status of a payment, you can do so
manually.

After payments have been reconciled, you can review the Payroll Bank
Reconciliation Register. The register is primarily used to identify outstanding
payments. You can automatically reconcile any outstanding payments.

Reviewing Payment Reconciliation Status

#NX_ | From Canadian Payroll Master (G77), choose Paycheque Reconciliation
A/~ | From Paycheque Reconciliation (G7722), choose Cheque Reconciliation

You review the status of payments to determine whether you need to reconcile
outstanding payments, re-open an item previously marked as reconciled, or mark a
cheque as unclaimed. The system displays payments by number and date.
Additional information includes net pay figures as well as the name and employee
number of the employee to whom the payment was issued.

Canadian Payroll Guide (Revised - August 25, 2008) 7-3



Reconcile Payments
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To review payment reconciliation status

On Cheque Reconciliation

(883612 " Chaque Reconciliation 5 |
| foch Heo Sy
C}RACLE JO Edwards World
Docemnanl E il Waild Resauices
#1 X ¢ .
Figld Sonsive Help BRDA1Z wemse Heeanedliaties Reconeiled Checks, [
s pileny o Mpsssge
:-.lt:lrrl.w.‘-unr-.nm: G/L Dark Mccount : 18907 Fegroll Dank Nooount
Gt Progren
PTRAE P Bheck baves-Fron 1 | Thre
:-‘|:ar;"l-l;0n fhip To Check Wo | [ Eleared Date
0 Escon Chick Enployes E
F Clearisg Husber Date Helb Pay Runber LELT C
[ 55437 OLADASLY L. 130,55 T4 Rivard, Jecgues
O 55478 DLARSLT 50 91 TI01 Halidau, Rntkssy
0 65430 A1AESLY 534349 1703 Bellas, Debdic
: 85440 B1AERSLY L5955, 438 7102 Derrick, Lesiie
Laas pLreaf1y 130,51 TIa4 Rivard, Jotgues
Hl a5 DI EY red. 1% Tl Holiday, fintkenyg
I 5445 QLAFRSLT 1,.6108,.62 1703 REellas, Debdbis
0 5447 Q1r2a LY .14 04 1703 Derelck, Leslis
i S DEADESET T¥3. 41y THI1 Holiday, Ffntoey
[l 545 2,349 .56 170% Dareick, Leslis
B baah DEres Ly 166,09 1704 Rluvard, Jocgess
] — BAAT DR 1] 1,88 0 1104 Hivard, Jecoues
Beh:  l=Heconcile 2:Aclpen Faleelplmgd Funds FIRF20=Preu, Menl FRafore
1. Complete the following field:
= G/L Bank Account
2. To limit your search, complete the following optional fields:
= Reconciled Cheques
= Cheque Dates
=  Skip to Cheque Number
Field Explanation
G/L Bank Account : A field that identifies an account in the general ledger. You

can use one of the following formats for account numbers:

=  Standard account number (business
unit.object.subsidiary or flexible format)

=  Third G/L number (maximum of 25 digits)
=  8-digit short account ID number
=  Speed code (not currently available in OneWorld)

The first character of the account indicates the format of the
account number. You define the account format in the
General Accounting Constants program.

Form-specific information

The short ID number of the bank account for which you
want to see outstanding cheques.
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Field Explanation

Reconciled Checks A value that lets you limit your inquiry. Values are:
Blank All checks
R Reconciled checks only
C Unclaimed checks only

U Unreconciled checks only

Changing Payment Reconciliation Status Manually

#NX_ | From Canadian Payroll Master (G77), choose Paycheque Reconciliation
A/~ | From Paycheque Reconciliation (G7722), choose Cheque Reconciliation

During your review of the payment reconciliation status you might determine that
you need to make status changes. You can manually change the status.

To change payment reconciliation status manually

On Cheque Reconciliation
1. Locate the payments that require a change in status.
2. Complete the following fields:

= Option

= Cleared Date

3. If a payment requires a reconciliation date other than the date it cleared,
complete the following field:

= Reconciliation Clearing

Reconciling Payment History Automatically

#N\ | From Canadian Payroll Master (G77), choose Paycheque Reconciliation
> From Paycheque Reconciliation (G7722), choose Cheque History

You can automatically reconcile your outstanding payments. When you reconcile
payment history automatically, the system reads the tape you receive from the bank
and compares it to the payment history. The system then reconciles matching entries
and generates a report which you can use to verify that the information is correct.

When you reconcile payment history automatically, the system creates a report
based on the information in the Bank Reconciliation - Paid table (FO6561). Review
the Cheque Reconciliation - Update History report to verify that the information is
correct.

The report lists the following information;

= Employee names and numbers
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= Cheque numbers and dates

= Net pay figures per cheque

= Reconciliation indicator

Before You Begin

= Complete the steps for processing automated reconciliation tapes.

065613

Eason,
Eason,
Eason,
Eason,
Eason,
Eason,
Eason,

East, Jane

Easter,
Easter,
Easter,
Easter,
Easter,

Melvyn
Melvyn
Melvyn
Melvyn
Melvyn

JD Edwards World Page - 7
Check Reconciliation - Update History Date - 4/17/17
. . . Employee . . . . . . . . . . . . .. Check . . . . . . Check

Number Soc-Sec-Num Date Number S Amount Control T
7051 705-10-9101 01/02/17 1cC 1,317.29 750 R
7051 705-10-9101 01/09/17 11 C 164.65 2538 R
7051 705-10-9101 01/16/17 111 M 658.64 4236 R
7051 705-10-9101 01/23/17 128 C 3,684.72 2096 R
7051 705-10-9101 01/30/17 658 C 4,207.22 2103 R
7051 705-10-9101 02/06/17 1020 C 681.23 455 R
02/13/17 1156 800.00 *
9004 101-10-8104 02/06/17 1021 C 622.77 483 R
6000 058-43-2560 01/02/17 2C 1,605.29 750 R
6000 058-43-2560 01/09/17 12 C 88.00 576 R
6000 058-43-2560 01/16/17 112 C 1,396.04 716 R
6000 058-43-2560 01/23/17 129 C 318.63 945 R
6000 058-43-2560 01/30/17 659 C 318.63 946 R

What You Should Know About

Status field On the Cheque Reconciliation - Update History report, the

Status field specifies one of the following payment types, if
applicable:

C Computer-generated interim payment
M Manually-produced interim payment

A Automatic bank deposit

Reconciled field On the Cheque Reconciliation - Update History report, the T

(Reconciled) field contains an R if the payment has been
reconciled or an asterisk (*) if the system finds no record of
the payment.

See Also

=  Processing Automated Reconciliation Tapes (P065612)

Reviewing the Payroll Bank Reconciliation Register

7-6

&

P

From Canadian Payroll Master (G77), choose Paycheque Reconciliation
From Paycheque Reconciliation (G7722), choose Reconciliation Register

After you reconcile payments, you can review the Payroll Bank Reconciliation
Register to identify any outstanding payments. You can run this report at any time.
It lists the following information:

=  Cheque numbers and dates
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= Net pay figures per cheque
= Totals by cheque date
= Employee names and numbers

The information in this report is based on the Paycheque Summary table (F06156).

Processing Options

See Payroll Bank Reconciliation (P063241).

Data Selection for Bank Reconciliation Register

You can use the data selection to limit the reporting period and reduce the length of
the report.
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Overview to Periodic Reports

Objectives

= To satisfy federal and provincial reporting requirements
= To satisfy union reporting requirements

= To provide the construction industry with information such as the costs
associated with a particular job or business unit

About Periodic Reports

You normally print periodic reports on a schedule that coincides with
governmental, industry, or union reporting requirements. If necessary, you can
print and review these reports more often.

Governmental reports provide information that satisfies provincial and federal
requirements. Job, trust, and union reports are mainly used to satisfy government
and union reporting requirements. The job billing registers are designed for the
construction industry and provide information such as the labour costs associated
with a particular job or business unit.

Periodic reports consists of the following tasks:
=  Working with governmental reports

= Working with job, trust, and union reports
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Reviewing Governmental Reports

Reviewing the Federal Tax Distribution Summary Report

You run report versions to print governmental reports to satisfy Quebec provincial,
Statistics Canada, and federal reporting requirements.

This section contains the following:

= Reviewing the Federal Tax Distribution Summary Report

=  Reviewing the Workers Compensation Register

= Reviewing the Survey of Employment, Payroll, and Hours Report

1 %

o

A

From Canadian Payroll Master (G77), choose Governmental Reports
From Governmental Reports (G7724), choose Federal Tax Distribution

The Federal Tax Distribution Summary report shows a comprehensive listing of
your company'’s tax liabilities.

The summary provides the following information required by the government:

= Month-to-date, quarter-to-date, and year-to-date totals for taxable wages and
tax amounts withheld for federal taxes, pension deductions, and unemployment
insurance

= Year-to-date federal deposit information including the total amount withheld
and the total amount due to the federal government

073171 JD Edwards World Page - 2
Federal Tax Dist. Summary Date - 7/08/17
Period End - 04/11/17
Company. . 00077 A Model Canadian Payroll
Tax ID . . WCX162734
* * * Month-To-Date * * * * * * Qtr-To-Date * * * * * * Year-To-Date * * *
T Tax Description Taxable Wages Tax Amount Taxable Wages Tax Amount Taxable Wages Tax Amount
CA Canada Federal Income Tax 16,396.42 4,098.47 16,396.42 4,098.47 66,865.59 15,1038.61
CB Canadian Pension Plan - emplee 13,089.93 307.94 13,089.93 307.94 49,145.15 1,135.13
CE Canadian Pension Plan - emplyr 13,089.93 307.94 13,089.93 307.94 49,145.15 1,135.13
CC Canada Unemploy Ins. - empl’ee 8,730.00 219.30 8,730.00 219.30 32,236.13 937.20
CD Canada Unemploy Ins. - empl’er 8,730.00 272.81 8,730.00 272.81 32,236.13 1,165.81
Total FEDERAL 5,206.46 5,206.46 19,476.88
Federal YTD Deposit Information:
Income Tax Withheld 15,103.61
Total Canadian Pension 2,270.26
Total Unemployment Insurance 2,103.01
Total Deposit Due 19,476.88
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Processing Options

See Federal Tax Distribution Summary (P073171).

Reviewing the Workers Compensation Register

ZX From Canadian Payroll Master (G77), choose Governmental Reports
AF< | From Governmental Reports (G7724), choose Workers Compensation Register

You can print the Workers Compensation Register to review workers compensation
insurance amounts.

The Workers Compensation Register provides the following information:
= Employee listing by company

= Employee hours and gross wages

= Employee job type and step

= Excludable and overtime wage amounts

=  Premium amounts for each employee

= Totals for each province and company

= Grand totals for the report

You can print;

= Detailed reports that show each line of time entry

= Summary reports that consolidate the information by employee, company, tax
area, workers compensation code, job type, and job step

06343 JD Edwards World Page - 3
Workers Comp/Gen Lib Report - Canada Date - 7/08/17
From - 01/01/17
Thru - 01/31/17
Company. 00077 A Model Canadian Payroll Co
State. . . 70 Canada
______ Employee. . . . . . WCl F Job Total Gross Excludable O/T Prem. Reportable Wrkrs Comp
Number Name Code C Type/Step Hours Pay Amount Amount Amount Amount
7701 Anthony Holiday 8810 4A-2 37.50 421.88 421.88
7701 Anthony Holiday 8810 4A-2 37.50 421.88 421.88
7702 Derrick, Leslie ONT 0A-3 40.00 1,500.00 976.92 8.74
7702 Derrick, Leslie ONT 0A-3 40.00 1,500.00 976.92 8.74
7702 Derrick, Leslie ONT 0A-3 80.00 3,000.00 976.92 8.74
7702 Derrick, Leslie ONT 0A-3 80.00 3,000.00 976.92 8.74
7702 Derrick, Leslie ONT 0A-3 7.00 393.75 131.25
7703 Bellas, Debbie ONT 0A-3 80.00 2,038.46 1,953.85 17.49
7703 Bellas, Debbie ONT 0A-3 500.00 500.00 4.48
7703 Bellas, Debbie ONT 0A-3 80.00 2,038.46 1,453.85 13.01
7703 Bellas, Debbie ONT 0A-3 500.00 500.00 4.48
7703 Bellas, Debbie ONT 0A-3 80.00 2,038.46 1,453.85 13.01
Work County. . . . . . . . . . 562.00 17,352.89 843.76 131.25 9,769.23 87.43

Processing Options

See Workers Compensation/General Liability Report - Canada (P06343).

See Workers Compensation/General Liability Summary - Canada (P06343).
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Reviewing the Survey of Employment, Payroll, and Hours Report

z:; From Canadian Payroll Master (G77), choose Governmental Reports
» From Governmental Reports (G7724), choose Survey of Employment, PR, Hours

The Survey of Employment, Payroll, and Hours report shows a comprehensive
listing of your company’s employment figures, wages paid, and hours worked for
each pay frequency. These statistics are used to help estimate the national averages
in these categories. The information on this report is based on the last pay period
ending date for the specified month.

The system uses data from the Payroll Transaction History table (F0618) to compile
this report.

Before You Begin

=  Set up the following user defined codes tables:
= 07/VH Overtime Pay Types
= 07/VI1 Irregular Pay Types
See Setting Up User Defined Codes for Payroll.
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Processing Options

See Survey of Employment, Payroll and Hours (P07841).

Reviewing the Report on Hirings

7X From Canadian Payroll Master (G77), choose Governmental Reports
» From Governmental Reports (G7724), choose Report on Hirings

This section contains the following:

Reviewing the Quebec Parity Report

Reviewing the Provincial Tax Distribution Summary Report
Creating the CCQ Workfile
Printing the CCQ Report

The Report on Hirings for Statistics Canada lists all new employees hired during the

month.

07842 JD Edwards World Page - 3
Statistics Canada New Hire Report Date - 6/28/15

Tax ID S. 1. N. BusinessUnit Emp. No. Employee Name Hire Date

WCX162734 652-136-888 707 7704  Rivard, Jacques 08/25/01

WCX162734 481-560-670 707 7703  Bellas, Debbie 03/15/06

WCX162734 184-560-670 707 7702 Derrick, Leslie 12/10/09

Total number of Employees: 3

Data Selection for the Report on Hirings

The data selection for this report must include the Country Code field with a value
of CA.

Reviewing the Quebec Parity Report

#N\ | From Canadian Payroll Master (G77), choose Governmental Reports
> From Governmental Reports (G7724), choose Quebec Parity Report

The Quebec provincial reports are similar to the federal reports, but satisfy the
reporting requirements of the Quebec provincial government for parity reporting.
You can run the Quebec Parity report to review hours and gross wage for specific
pay periods.
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07843 JD Edwards World Page - 2
Quebec Parity Monthly Report Date - 7/08/17
Shop # Payroll Employee Name Pay Rate Pay Peri Pay Type Desc Hours Worked Amount - Gross Assess Amt
707 7704 Rivard, Jacques 22.564 01/03/17 Regular 80.00 1,677.69
80.00 1,677.69 5.87
01/17/17 Regular 80.00 1,677.69
80.00 1,677.69 5.87
01/31/17 Regular 72.00 1,498.74
01/31/17 Sick Pay 8.00 178.95
80.00 1,677.69 5.87
02/14/17 Regular 80.00 1,677.69
80.00 1,677.69 5.87
02/28/17 Regular 80.00 1,677.69
80.00 1,677.69 5.87
Employee Totals : 400.00 8,388.45 29.35

Processing Options

See Quebec Parity Monthly Report (P07843).

Reviewing the Provincial Tax Distribution Summary Report

From Canadian Payroll Master (G77), choose Governmental Reports

,A
\/ From Governmental Reports (G7724), choose Provincial Tax Distribution

P

The Quebec provincial reports are similar to the federal reports, but satisfy the
reporting requirements of the Quebec provincial government for tax distribution.
The Provincial Tax Distribution Summary report contains a comprehensive listing of
your company’s tax liabilities.

The summary includes the following information required by the Quebec provincial
government:

= Month-to-date, quarter-to-date, and year-to-date totals for taxable wages and
tax amounts withheld for provincial taxes and pension deductions

= Year-to-date deposit information including the total amount withheld and the
total amount due to the provincial government

073163 JD Edwards World Page - 2
Provincial Tax Distribution Summary Date - 7/08/17
Period End - 04/11/17
Company. . 00077 A Model Canadian Payroll
Tax ID . . 97789977880
* * * Month-To-Date * * * * * * Qtr-To-Date * * * * * * Year-To-Date * * *
TT Tax Description Taxable Wages Tax Amount Taxable Wages Tax Amount Taxable Wages Tax Amount
CF Provincial Income Tax 3,415.21 439.57 3,415.21 439.57 18,533.07 2,638.35
CG Quebec Provincial Plan EE 3,519.23 80.15 3,519.23 80.15 18,933.70 431.75
CH Quebec Provincial Pension CO. 3,519.23 80.15 3,519.23 80.15 18,933.70 431.75
Total FEDERAL 599.87 599.87 3,501.85
Provincial YTD Deposit Information:
Income Tax Withheld 2,638.35
Total Quebec Pension 863.50
Total Deposit Due 3,501.85

Processing Options

See Provincial Tax Distribution Summary (P073163).
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Creating the CCQ Workfile

z:; From Canadian Payroll Master (G77), choose Governmental Reports
» From Governmental Reports (G7724), choose Build CCQ Workfile

Use the Commission de la Construction du Quebec (CCQ) to fulfill government
reporting requirements. This report is an auditing tool designed to ensure that
eligible employees within the construction industry receive the benefits, such as
vacation pay, to which they are entitled.

You run a program version to create, or build, the CCQ workfile. You must run this
program every month before you can print the CCQ report. When the system builds
the workfile, it accumulates information about timecards, deductions, benefits, and
accruals that must be reported. When you build the workfile, the system does not
generate a report. You must print the report with a separate program.

Before You Begin

Set up your CCQ Reporting Codes in user defined code table (77/CC). The
codes provide a cross-reference between your business units and the CCQ
industry and region codes. The industry and region codes are provided by
Quebec. See Setting Up General User Defined Codes.

Group your pay types with category codes. See Setting Up Pay Types.

Group your DBAs by report category (vacation and holiday, union and field
dues, pension contributions and deductions, and so forth) with category codes.
See.

Set up the burden rule for each business unit to create detail burden in the
Burden Distribution table. See Setting Up Burden and Premium Labour Distribution
Debit Instructions.

Processing Options

See Create CCQ Report Workfile (P07100).

Printing the CCQ Report
z:» From Canadian Payroll Master (G77), choose Governmental Reports
A/~ | From Governmental Reports (G7724), choose Print CCQ Report

For each employee, the CCQ report shows hours worked, vacation and holiday time
available, benefit amounts, pension contributions made, along with job type, job
step, and union affiliation. The report also shows totals for each category.

Canadian Payroll Guide (Revised - August 25, 2008) 8-9



Review Governmental Reports

07110

Assurance
Sociale #

852-136-886
081-560-674
084-560-671
856-136-882
256-136-888
256-136-888
256-136-888
184-560-670
481-560-670
652-136-888

Nom De L’Employe

Deveny,
Guerre,
Bureau,

Klassen,
Holiday,
Holiday,
Holiday,

Cindy L.
John M.
Richard M.
Lisa M.
Anthony
Anthony
Anthony

Derrick, Leslie
Bellas, Debbie
Rivard, Jacques

WWWWNRPWWWWs ©®n

> >
R-=1

*
*
*

JD Edwards World
A L*Office De La Construction Du Quebec

Periode De
Cod T Re
Met vy
p
7 60
7 60
7 60
7 60
4A-2 6 70
5J-4 6 70
5J-4
0A-3 6 70
0A-3 6 70
3P-1 6 70
Total:

Travail:
Union Tel
7770 240.
7770 240.
7770 240.
7770 240.
75.
7700 95.
7700 260.
240.
240.
232.
1,912,

mps
Reg

00
00
00
00
00
00-
00
00
00
00
00

Temps
1.5

29.00
7.00

36.00

01/01/17 - 01/31/17

Temps
Double

Total

240.
240.
240.
240.
75.
95.
289.
247.
240.
232.
1948.

00
00
00
00
00
00-
00
00
00
00

00 46,788.

Page - . . . 2
Date - . . . 7/08/17

Employeur #:

Salarie
Cotisable

»OS_N

,896.
,084.
,480.
L774.

843.
,068.

1

3,414.
9 .75
.38
.12

A Model Payroll Company
Two DTC Parkway
Conges
& JFP

Cotis Avantage
Synd Sociaux

14
62
76
05
76
75-
38

21

What You Should Know About

Reported deductions

Processing Options

8-10

See CCQ Report (P07110).

The burden detail table contains only benefits and accruals.
Therefore, the reported deductions are pro-rated. Benefits
and accruals are reported as actual costs.
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Working with Job, Trust, and Union Reports

You use job, trust, and union reports to satisfy government and union reporting
requirements. Job billing registers provide information about the costs billed under
a contract to an owner or outside agency.

This section contains the following:

=  Creating the Job Billing Reqgister Workfile

= Reviewing the Job Billing Detail Register

=  Reviewing the Job Billing Summary Register

= Reviewing the Job Billing Health and Welfare Detail Reqgister

= Reviewing the Job Billing Health and Welfare Summary Reqgister

= Reviewing the Job Billing Workers Compensation by Job Reqgister

= Reviewing the Job Billing General Liability by Job Reqgister

=  Reviewing the Union Distribution Report

=  Reviewing the Health and Welfare Report by Employee

= Reviewing the Health and Welfare Report by Payee and Employee

=  Reviewing the Health and Welfare Report by Payee and Union

Creating the Job Billing Register Workfile

ZX From Canadian Payroll Master (G77), choose Job, Trust, and Union Reports
» From Job, Trust, and Union Reports (G7716), choose Job Billing Register

You must create the Job Billing Register workfile (T063200) before you can print job
billing registers. When you run this program, identify which job billing registers you
want to print.

The job billing registers provide detailed back-up for costs billed under a contract to
an owner or outside agency. You can run the billing registers at any time. You can
run any one register, a combination of registers, or all of them together.

The information provided in the job billing register reports is based on the Payroll
Transaction History table (F0618) and the Burden Distribution table (F0624).
Maintaining the Burden Distribution table is an optional process. The system does
not maintain it automatically.
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Before You Begin

= Create the Burden Distribution table (F0624). See Setting Up Business Unit Burden
Rules.

= Create report versions for each of the job billing reports you want to generate
that are listed in the processing options.

Processing Options

See Job Billing Register (P063200).

Reviewing the Job Billing Detail Register

The Job Billing Register Detail report lists each employee’s hours and labour
distribution amount. The register provides totals by business unit or job for the
following:

=  Hours
= Distributed amount
= Burden amount

This report corresponds to the entry you make for ID number P063201 when you
create the job billing workfile.

063201 JD Edwards World Page - 11
Job Billing Register - Detail Date - 7/07/17
From Date - 01/01/17
Thru Date - 04/30/17
Bus. Unit 707 Corporate Administration
....... Employee . . . . . . . . .Jdob .. . . . . Transaction . . . . . Distr.
Number Name Craft Step Type Description Rate Hours Amount Actual Burden
7704 Rivard, Jacques 3P-1 1 Regular 22.369 80.00 1,677.69
Rivard, Jacques 80.00 1,677.69
7701 Anthony Holiday 5J-4 1 Regular 11.250 60.00 675.00
Holiday, Anthony 60.00 675.00
7703 Bellas, Debbie 0A-3 1 Regular 27.179 80.00 2,038.46
Bellas, Debbie 80.00 2,038.46
7702 Derrick, Leslie 0A-3 1 Regular 37.500 80.00 3,000.00
Derrick, Leslie 80.00 3,000.00
7704 Rivard, Jacques 3P-1 1 Regular 22.369 80.00 1,677.69
Rivard, Jacques 80.00 1,677.69
7701 Anthony Holiday 4A-2 1 Regular 11.250 75.00 843.76
5J-4 1 Regular 11.250 155.00- 1,743.75-
Holiday, Anthony 80.00- 899.99-
7703 Bellas, Debbie 0A-3 710 Bonus Pay 500.00 149.43
1 Regular 27.179 80.00 2,038.46
Bellas, Debbie 80.00 2,538.46 149.43
7702 Derrick, Leslie 0A-3 1 Regular 37.500 80.00 3,000.00
Derrick, Leslie 80.00 3,000.00
7704 Rivard, Jacques 3P-1 300 Sick Pay 22.369 8.00 178.95 95.79
1 Regular 22.369 72.00 1,498.74 30.93
Rivard, Jacques 80.00 1,677.69 126.72
7703 Bellas, Debbie 0A-3 710 Bonus Pay 500.00 95.80
1 Regular 27.179 80.00 2,038.46
Bellas, Debbie 80.00 2,538.46 95.80
7702 Derrick, Leslie 0A-3 1 Regular 37.500 80.00 3,000.00
100 Overtime 1.5 56.250 7.00 393.75
Derrick, Leslie 87.00 3,393.75
7704 Rivard, Jacques 3P-1 1 Regular 22.369 80.00 1,677.69 28.95
Rivard, Jacques 80.00 1,677.69 28.95
7701 Anthony Holiday 5J-4 710 Bonus Pay 1,000.00 30.88
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Processing Options

See Job Billing Register (P063200).

Data Selection for Job Billing Detail Register

You can change the data selection for this register.

Data Sequence for Job Billing Detail Register

Do not change the data sequence.

Reviewing the Job Billing Summary Register

The Job Billing Summary Register provides totals by business unit or job for the

following:
= Hours
= Gross pay

=  Deduction amounts
= Actual burden (optional)

This report corresponds to the entry you make for ID number P063211 when you
create the job billing workfile.

063211 JD Edwards World 5
Job Billing Register - Summary Date - 7/07/17
From Date - 01/01/17
Thru Date - 04/30/17
Business Unit. 707 Corporate Administration
Company. . . . 00077 A Model Canadian Payroll Co
. . . . Pay Information . . . . . . . . . . . ... Burden Information . . . . . . . . . .

Pay Description Hours Gross Ben. TT Description Total Gross Excludable Taxable Gross Rate M Amount
1 Regular 2348.00 59,594 .97 C Federal Unem 73,922.97 67,131.22 6,791.75 6.200 % 421.09
710 Bonus Pay 5,000.00 E Social Secur 73,922.97 67,131.22 6,791.75 6.200 % 421.09
300 Sick Pay 8.00 178.95 H State Unempl 73,922.97 67,131.22 6,791.75 5.700 % 387.14
100 Overtime 1.5 15.00 843.75 Q Medicare Pai 73,922.97 67,131.22 6,791.75 1.450 % 98.48
730 Lump Sum 5,200.00 45.000 $ 225.00
801 Vacation 24.00 652.30 8.640 $ 43.20
720 Commission 2,453.00 2.000 3 13.26
1.0002 3.95
Corporate Admin 2395.00 73,922.97 1,613.21

Processing Options

See Job Billing Register (P063200).

Data Selection for Job Billing Summary Register

You can change the data selection for this register.

Data Sequence Job Billing Summary Register

Do not change the data sequence.
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Reviewing the Job Billing Health and Welfare Detail Register

The Job Billing Health and Welfare Detail Register lists pay types, deductions,
benefits, and accruals for each employee within a business unit or job. The register
provides the total hours and gross pay amounts for each job classification and
business unit or job, as well as benefit amounts for the business unit.

This report corresponds to the entry you make for ID number P063121 when you

create the job billing workfile.

063121

Business Unit.

Company. . . .
Job

00077

JD Edwards World
Job Billing H & W - Detail

707 Corporate Administration
A Model Canadian Payroll Co

Page - 8
Date - 7/07/17
From - 01/01/17
Thru - 04/30/17

Union -TQpe Sieﬁ Number Employee Name Pay Descrip Hours Gross Pay Ben Descrip Rate M Amount
0A-3 7703 Bellaé. Debbie Regular 696.00 17,965.56 Health/Co. 45.000 $ 225.00
Bonus Pay 3,500.00 Dental/Co. 8.640 $ 43.20
Vacation 24.00 652.30 Life Ins/Co. 2.000 3 13.26
Commission 2,453.00 Vacation 1.000 2 1.98
Bellas, Debbie 720.00 24,570.86
0A-3 7702 Derrick, Leslie Regular 640.00 24,000.00
Overtime 1.5 15.00 843.75
Bonus Pay 500.00
Derrick, Leslie 655.00 25,343.75
1375.00 49,914.61
Financial Analyst 1375.00 49,914.61
3P-1 7704 Rivard, Jacques Regular 632.00 13,354.40
Sick Pay 8.00 178.95
Lump Sum 5,200.00
Rivard, Jacques 640.00 18,733.35
640.00 18,733.35
Payroll Manager 640.00 18,733.35
4A-2 7701 Anthony Holiday Regular 75.00 843.76
Holiday, Anthony 75.00 843.76
75.00 843.76
Secretary 75.00 843.76
2090.00 69,491.72 283.44
7700 Labourer - Canada
5J-4 7701 Anthony Holiday Regular 305.00 3,431.25 Vacation 1.000 2 1.97
Bonus Pay 1,000.00
Holiday, Anthony 305.00 4,431.25
305.00 4,431.25
Fire Fighter 305.00 4,431.25
Labourer - Canada 305.00 4,431.25 1.97
Corporate Administration 2395.00 73,922.97 285.41

8-14

Processing Options

See Job Billing Register (P063200).

Data Selection Job Billing Health and Welfare Detail Register

You can change the data selection for this register.

Data Sequence Job Billing Health and Welfare Detail Register

Do not change the data sequence.
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Reviewing the Job Billing Health and Welfare Summary Register

The Job Billing Health and Welfare Summary Register provides total hours and
gross pay amounts for each job classification and business unit or job, as well as
benefit amounts for the business unit.

This report corresponds to the entry you make for ID number P063122 when you
create the job billing workfile.

063122 JD Edwards World Page - 6
Job Billing H & W - Summary Date - 7/07/17
From - 01/01/17
Thru - 04/30/17
Business Unit 707 Corporate Administration
00077 A Model Canadian Payroll Co
Union Description Job Ty Job Pay Descrip Hours Gross Pay Ben Descrip Rate M Amount
0A-3 Regular 1336.00 41,965.56 Health/Co. 45.000 $ 225.00
Bonus Pay 4,000.00 Dental/Co. 8.640 $ 43.20
Vacation 24.00 652.30 Life Ins/Co. 2.000 3 13.26
Commission 2,453.00 Vacation 1.000 2 1.98
Overtime 1.5 15.00 843.75
1375.00 49,914.61
Financial Analyst 1375.00 49,914.61
3P-1 Regular 632.00 13,354.40
Sick Pay 8.00 178.95
Lump Sum 5,200.00
640.00 18,733.35
Payroll Manager 640.00 18,733.35
4A-2 Regular 75.00 843.76
75.00 843.76
Secretary 75.00 843.76
- 2090.00 69,491.72 283.44
7700 Labourer - Canada 5J-4 Regular 305.00 3,431.25 Vacation 1.000 2 1.97
Bonus Pay 1,000.00
305.00 4,431.25
Fire Fighter 305.00 4,431.25
Labourer - Canada 305.00 4,431.25 1.97
Corporate Administration 2395.00 73,922.97 285.41

Processing Options

See Job Billing Register (P063200).

Data Selection Job Billing Health and Welfare Summary Register

You can change the data selection for this register.

Data Sequence Job Billing Health and Welfare Summary Register

Do not change the data sequence.

Reviewing the Job Billing Workers Compensation by Job Register

The Job Billing Workers Compensation by Job Register lists detailed information for
workers compensation calculations for each employee within a business unit or job.
In addition to providing a grand total workers compensation amount for the
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company, the register provides the following totals by business unit and job
classification:

= Total hours

= Total gross pay

= Excludable gross pay

= Reportable gross pay

=  Workers compensation amount

This report corresponds to the entry you make for ID number P063301 when you
create the job billing workfile.

063301 JD Edwards World Page - 5
Job Billing - W/C by Job Date - 7/07/17
From - 01/01/17
Thru - 04/30/17

Job. . 707 Corporate Administration

Sub CI
Worker Comp Code Total Total Excludable Excludable Reportable Base D Wrkrs Comp
Employee Name Empl. No. Hours Gross Description (Gross) (Gross) Rate M Amount

BC British Columbia

Anthony Holiday 7701 225.00 3,531.25 Regular .00000
British Columbia 225.00 3,531.25
ONT Ontario
Anthony Holiday 7701 80.00 900.00 Regular 900.00 .00000
Bellas, Debbie 7703 720.00 24,570.86 Total Excl .00000
Regular
Bonus Pay
Commission
Derrick, Leslie 7702 655.00 25,343.75 Total Excl 281.25 .00000
Regular
0/T Premium 187.50
0/T Premium 93.75
Ontario 1455.00 50,814.61 1,181.25
QUE Quebec Province
Rivard, Jacques 7704 640.00 18,733.35 Total Excl .00000
Regular
Lump Sum
Quebec Province 640.00 18,733.35
8810 Administrative
Anthony Holiday 7701 75.00 843.76  Regular 843.76 -00000
Administrative 75.00 843.76 843.76
Corporate Administration 2395.00 73,922.97 2,025.01

Processing Options

See Job Billing Register (P063200).

Data Selection Job Billing Workers Compensation by Job
Register

You can change the data selection for this register.

Data Sequence Job Billing Workers Compensation by Job
Register

Do not change the data sequence.
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Reviewing the Job Billing General Liability by Job Register

The Job Billing General Liability by Job Register lists detailed information for
general liability calculations for each employee within a business unit or job. In
addition to providing a grand total general liability amount for the company, the
register provides the following totals by business unit and job classification:

= Total hours

= Total gross pay

= Excludable gross pay

= Reportable gross pay

= General liability amount

This report corresponds to the entry you make for ID number P063302 when you
create the job billing workfile.

063302 JD Edwards World Page - 5
Job Billing - PL & PD by Job Date - 7/07/17
From - 01/01/17
Thru - 04/30/17
Job. . 707 Corporate Administration
Wrk Comp Sub Class
Genl Liability Code Total Total Excludable Excludable Reportable Base D Genl Liab
Employee Name Empl. No. Hours Gross Description (Gross) (Gross) Rate M Amount
GENL General Liability
Anthony Holiday 7701 305.00 4,431.25 Regular 900.00 .00000
Bellas, Debbie 7703 720.00 24,570.86 Total Excl .00000
Regular
Bonus Pay
Commission
Derrick, Leslie 7702 655.00 25,343.75 Total Excl 281.25 .00000
Regular
0/T Premium 187.50
0/T Premium 93.75
Rivard, Jacques 7704 640.00 18,733.35 Total Excl .00000
Regular
Lump Sum
Anthony Holiday 7701 75.00 843.76 Regular 843.76 .00000
General Liability 2395.00 73,922.97 2,025.01
Corporate Administration 2395.00 73,922.97 2,025.01

Processing Options

See Job Billing Register (P063200).

Data Selection Job Billing General Liability by Job Register

You can change the data selection for this register.

Data Sequence Job Billing General Liability by Job Register

Do not change the data sequence.

Reviewing the Union Distribution Report

#N | From Canadian Payroll Master (G77), choose Job, Trust, and Union Reports
> From Job, Trust, and Union Reports (G7716), choose Union Distribution Report

Canadian Payroll Guide (Revised - August 25, 2008) 8-17




Work with Job, Trust, and Union Reports

The Union Distribution Report lists detailed information by union about each
employee’s work hours per pay period. You use this report mainly to satisfy union
reporting requirements.

The report provides the following information:

= Hours worked for each pay period for each employee
= Total hours worked for the month

= Total gross pay

= Employee totals

= Union totals

= Grand totals for the entire report

The information provided in this report is based on the Payroll Transaction History
table (FO618).

063151 JD Edwards World Page - 5

Union Distribution Report Date - 7/02/17
Period End - 01/31/17

Union: 7700 Labourer — Canada

..... Actual Hours Worked In Pay Period . . . . .

Employee Name Employee No Period 1 Period 2 Period 3 Period 4 Period 5 Total Hours Gross Pay

Anthony Holiday 7701

Labourer - Canada

Processing Options

See Union Distribution Report (P063151).

Reviewing the Health and Welfare Report by Employee

8-18

ZX From Canadian Payroll Master (G77), choose Job, Trust, and Union Reports
AP | From Job, Trust, and Union Reports (G7716), choose by Employee

The Health and Welfare Report by Employee provides a detailed breakdown of the
deductions and benefits from employee payments. You can run the report at any
time. You use this report mainly to satisfy union reporting requirements.

You can run this report using two different methods:

= Choose it from the menu and run it as a separate report, which gives you more
flexibility in selecting and sequencing data.

= Include the report by employee as one of the reports to print with the Health
and Welfare Multiple Report Submitter program. This allows you to set the data
selection the same for all the health and welfare reports.

The system treats all employees who are not covered by a plan or union as a group.
Totals for each group are shown on a Union Total Information Page that follows the
last member of the group. The report lists the following:

= Gross pay earned

= Related deductions, benefits, and accruals
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= Basis for the deductions and benefits
= Employee totals

= Totals for payee/union

The information provided in this report is based on the following tables:

= Payroll Transaction History (F0618)
= DBA Detail History (F0619)

063111 JD Edwards World Page - 9
Health & Welfare by Employee Date - 7/02/17
From - 03/01/17
Thru - 03/31/17
Union 7700 Labourer — Canada
_______ Employee . . . . . . . . .Pay Type. -Ded/Benefit Info. M
Number Name No. Description Hours Gross Pay Code Description Rate H Amount
7701 Anthony Holiday 1 Regular 160.00 1,800.00 7706 Dental Fam 12.3500 $ 24.70
7710 Union-Canada 22.0000 $
7720 H&W - Canada 0.5000 H 80.00
7735 Ext Health 45.0000 $ 90.00
7780 Vacation Pay 2 216.00
Address Number . . . . . . . .
160.00 1,800.00 410.70
Labourer - Canada 160.00 1,800.00 410.70

Processing Options

See Health & Welfare by Employee (P063112).

See Also

= Printing Multiple Reports (P063100)

Reviewing the Health and Welfare Report by Payee and Employee

7X From Canadian Payroll Master (G77), choose Job, Trust, and Union Reports
» From Job, Trust, and Union Reports (G7716), choose by Payee and Employee

The Health and Welfare Report by Payee and Employee, also called the Union Trust
Report, provides a detailed breakdown of the deductions and benefits from
employee payments for all payees/providers. You can run the report at any time.
This report is mainly used to satisfy union reporting requirements.

You can run this report using two different methods:

= Choose it from the menu and run it as a separate report, which gives you more

flexibility in selecting and sequencing data.

= Include the report by employee as one of the reports to print with the Health
and Welfare Multiple Report Submitter program. This allows you to set the data
selection the same for all the health and welfare reports.

This report is organized by provider (payee). It lists amounts by employee within a
union (group plan) with a group total page, and prints an accumulated listing
within the payee across all unions (group plans). The report lists the following:

= Hours and gross pay basis for the deductions listed

Canadian Payroll Guide (Revised - August 25, 2008)

8-19




Work with Job, Trust, and Union Reports

= All deductions assigned to the payee for each employee

= Employee totals

= Report divided by payee/provider

= Totals for each payee

The information provided in this report is based on the following tables:
= Payroll Transaction History (F0618)

= DBA Detail History (F0619)

063131 JD Edwards World Page - 17
Health/Welfare-Union/Employee Date - 7/02/17
From - 03/01/17
Payee Thru - 03/31/17
Union Code . 7700
Labourer — Canada
....... Employee . . . . . . . . .Pay Type. .Ded/Benefit Info. M
Number Name No. Description Hours Gross Pay Code  Description Rate H Amount
7701 Anthony Holiday 1 Regular 160.00 1,800.00 7706 Dental Fam 12.3500 $ 24.70
7710 Union-Canada 22.0000 $
7720 H&W - Canada 0.5000 H 80.00
7735 Ext Health 45.0000 $ 90.00
7780 Vacation Pay 2 216.00
Address Number . . . . . . . .
160.00 1,800.00 410.70
Provider/Trustee . . . . . . .
160.00 1,800.00 410.70
Labourer - Canada 160.00 1,800.00 410.70

See Also
= Printing Multiple Reports (P063100)
Processing Options

See Health & Welfare by Payee & Employee (P063132).

Reviewing the Health and Welfare Report by Payee and Union

#N_ | From Canadian Payroll Master (G77), choose Job, Trust, and Union Reports
AP | From Job, Trust, and Union Reports (G7716), choose by Payee and Union

The Health and Welfare Report by Payee and Union lists deductions and benefits
assigned to payees by the union. You can run the report at any time. This report is
mainly used to satisfy union reporting requirements. The report lists the following:

= Hours and gross pay basis by pay period for the deductions listed
= Figures by union for the payee/provider in each pay period

= Totals for each payee/provider

You can run this report using two different methods:

= Choose it from the menu and run it as a separate report, which gives you more
flexibility in selecting and sequencing data.
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= Include the report by employee as one of the reports to print with the Health
and Welfare Multiple Report Submitter program. This allows you to set the data
selection the same for all the health and welfare reports.

The information provided in this report is based on the following tables:
= Payroll Transaction History (F0618)
= DBA Detail History (F0619)

063141 JD Edwards World Page 5

Health & Welfare/Payee & Union Date - 7/02/17
Payee From - 03/01/17
Thru - 03/31/17
Pay DBA M
Union Description Typ Description Hours Gross Pay. . . No Description Rate H Amount
7700 Labourer - Canada 1 Regular 160.00 1,800.00 7706 Dental Fam 12.3500 $ 24.70
7710 Union-Canada 22.0000 $
7720 H&W - Canada 0.5000 H 80.00
7735 Ext Health 45.0000 $ 90.00
7780 Vacation Pay 2 216.00
Labourer - Canada 160.00 1,800.00 410.70
See Also

=  Printing Multiple Reports (P063100)

Processing Options

See Health & Welfare by Payee & Union (P063142).
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Overview to Record of Employment
Processing

Objectives

= To create Records of Employment so that employees can receive the correct
employment insurance benefits

= To create and maintain a history of Records of Employment that meets
governmental requirements

About Records of Employment

Record of Employment (ROE) processing includes the following tasks:
= Enter Records of Employment

= Print and update Records of Employment

=  Work with Records of Employment

ROEs are required by the Canada Employment and Immigration Commission
(CEIC) for a variety of reasons:

= Termination

= Layoff

= Leave of absence

= Maternity leave

= Retirement

=  Strike or lockout

=  Work sharing

= Apprentice training
= lllness or injury

= Return to school

When an employee’s status changes for such reasons, CEIC regulations require that
the company issue an ROE to the employee. The CEIC uses the ROE to calculate
employment insurance benefits for the employee. The ROE that the system
generates meets all the reporting requirements of CEIC.
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Entering Records of Employment

The CEIC uses ROEs to calculate Employment Insurance (El) benefits. You enter
ROEs for any employees whose employment status has changed resulting in lower
earnings due to:

= Leave of absence

= Strike

=  Termination

=  Work sharing

This section contains the following:

=  Entering a Single ROE

=  Entering Multiple ROEs

= Setting Up the Holiday Table

=  Changing Employee Information on an ROE

You can enter a single ROE when an employee submits a resignation or takes a leave
of absence.

You might want to create multiple ROEs if there is a mass layoff or a strike.

You can change an ROE before you have updated the history and printed an ROE.
You might need to do this to correct employee information that you entered in error
or that has changed.

Entering a Single ROE

#NX_ | From Canadian Payroll Master (G77), choose Governmental Reports
N/~ | From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose Create Single ROE Request

You can enter a single ROE when an employee:
» Takes a leave of absence
= Submits a resignation

= Terminates for any reason
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To enter a single ROE

On Create Single ROE Request

— L OPEH Create Shogle ROE Regoest =01
I <
. Todi Help -
ORACLE 1p Edwards Warld
Dlacumant Errand WWenld Fsanuicss
Figtd Sonsmee Help B70BE1 Create Single AOE Mequest Hztion Code o
N pleny Enor Mepsssge
| I:l:nll.-ry'-unnnm: Enployee Na 7ol Holiday, Bntkony
[t Prosgmen Firat Day Vorked DR/earTT et Day Merksd TArFTrIE
| Yy Infermatic
R A AR L Final PP Ending bate. Harzi7 10
Halidery Table Fievisaan ; I
HB0E Commants Windo, Bzssan for Issuiss AOE. L Quik
ik b Evgvions Fein Espzcied Pecall Date M ReturndUnknows W
Empilaymne ins FHision
Pty i Paynents (Otker than regulsr salasy)  Paysble in the Final Pay Perfod o Later
5. Wacation Pay: fimt
B. SEatutary Holidey Paig
Beliday Date UL
Baliday Date LLL
Haliday Date LEL
©. Bihar {Specity):
Eaplanation Ant
Explanation LET]
Explanation fimt
Padd &lehMarernd ty/Pareraing Leave or Wage Loss Tndemaloy Payrenta:
trart Date. [ far ueeks fnt
FizErp Inle  FB:Feliday Table FEB=ROE Connents F1O=EL Histerw <

1. Complete the following fields:

=  Employee Number

= Reason for Issuing ROE

The system supplies the following dates:
= First Day Worked

= Last Day Worked

= Final Pay Period Ending Date

2. Complete the following optional fields:

= Expected Recall Date

=  No Return/Unknown

3. Torecord pay items other than regular pay, complete any of the following

fields:

= Vacation Pay Amount

= Pay in Lieu of Notice Amount

=  Statutory Holiday Pay Holiday Date
= Statutory Holiday Pay Amount

= Severance Pay Amount

= Other

= Other Amount
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4. To include pay for sick, maternity, or paternity leave, or for wage loss indemnity
payments, complete the following fields:

=  Start Date
= Weeks

=  Amount

5. To attach comments to an ROE, choose the ROE Comments function.

[VOTEMT  ROE Communts Window

Farcoars Tools Hsip

o =

Entgd the Cemmgnts for this ROE

6. On ROE Comments Window, enter any comments.

7. Choose the Update File function.

Field

Explanation

Date - ROE 1st Worked

Date - ROE Last Worked

Date - Pay Period Ending

The actual day the employee started to work.

If you do not know the actual first day worked and the
employee has worked for you more than two years, enter
the date exactly two years before the interruption of
earnings.

If the employee has worked for you on several occasions,
the date to be entered is the start of the most recent period
in which the worker returned to work (since you last issued
an ROE to this person).

The actual last date the employee performed services.

If employee has reached 65 and continues to work enter the
date of the last day worked in the month in which the 65th
birthday occurred.

The date that corresponds to the end of a processing period
(pay period, month, quarter or year).
Form-specific information

This date usually corresponds to the pay period ending
date of the last record in the Employment Insurance History
table (F06176).
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Field

Explanation

ROE Work Stoppage
Reason

Recall Flag

When a Record of employment is issued, designate the
appropriate reason for the work stoppage or interruption.

If you enter any of the following reason codes, you must
choose the ROE Comments function and attach comments:

Quit voluntarily
Retirement under age 65
Other

Dismissal

Z 2 X O m

Leave of absence

ROE recall flag.
Y Yes, employee is expected to be recalled.
N No, employee is not expected to be recalled.

U It is unknown whether employee will be recalled.

Entering Multiple ROEs

&

¥NX_ | From Canadian Payroll Master (G77), choose Governmental Reports
AP | From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose Create Multiple ROE Requests

When you need to process many ROESs at one time, it is more convenient to create
multiple ROEs than to create them one at a time. You might need to do this if you
have a mass layoff or at the end of a seasonal employment period.
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To enter multiple records of employment

On Create Multiple ROE Requests

[f'ﬁg'?_uﬁﬁ'i' Create Multiple MOF Rrgquess =
| Ioch Hel 7

ORACLE uo Edwards Warld
Dacuman Ervand Wehanld Resauices
o o T J‘
Fiehd Sensive Help 0B Create Multimie ROE Requests

N pleny Enor Mepsssge
HCeapileny Euncons

sl Friqunen

DFEAM Yt Yaraicm

HCieai Soeen
D Enter the Version upon whick the ROE Create Frocess uill be Bssed:

Version af Create Mullizle ROE's KD R Create Malbiple ROE Pegessks
Fa=Exin Fl=Versions List 4

1. Choose the Versions List function.

2. To limit the employees or select specific groups of employees, change the
processing options or data selection values.

3. On Create Multiple ROE Requests, enter the version number in the following
field and press Enter twice:

= Version of Create Multiple ROEs
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| 5 s

||Fre3d Zensive Help BF0EzEr Create Multiple BDE Bsguests
s plery Enor Mpsssge
sy Euncong

Enter the fotlowing information for cresting the Multiple ROE Reguests:
[ e—
| Halidey Table Revissan Resson for Tesnieg ROE, [0
Eﬁig‘;:::mmm Finsl PP Ending Date [par=m
Especked Recall Bate Mo ReturndUnknges ]F
Paynents (Other than regulsr salary) Paysble im the Final Pey Period or Later
& Vacation Pag: fint
b Statutory Holidey Pay!
Haliday Date Hni
Heliday Date LEL
Baliday Date fint
&. Dthar {Zpecifyl:
Explanation Ant
Explanation fimt
Gaplanatian | mr [
Enter=Ceniinug FlsHsliday Table FLO=ROE Commerbs <

4. On the second Create Multiple ROE Requests, complete the steps for entering a
single ROE and press Enter twice.

The system lists all employees that meet your selection criteria.

T 0M0620.2 Create Multiphe ROE Reuests
ook Hel

CORACLE i Edwards Warld

[|Fietd Sensive Help B70E2A=-2 Create Multisle ROE Heguests Employees Losded ]
[uspibery Enca Mossege Enployees Onitied
B
Desplen/ Fuinctons fotal Enplogess L]
a v v+ Emploges lar Day  Last Day
F  Humber Hame Vorked  Worked
Load Mare Emgloess
M“ﬂﬁcr’r’:‘:::v [T 7701 Holidsw, Anthany 13/29/17
| Eragmae s i TIZ Derrick, Lealis 12/10/08
r P13 Bellas, Debbie B3/15/06
r 7704 Rivard, Jacgues 08/25/m
r TS Deveny, Clady L Aas25/00
r T Guerre, John H, BEALA00
PITT Buresw, Richard W, LR
170 Klasses, Lisa N, 3501400
Oot: O=0nit Fh=Creste HOE's F9:Lead More EE's FIB:=Hcload ALL FZ:More 4,

5. Review the third Create Multiple ROE Requests form.

6. Choose the Omit option for each employee that you do not want to be issued an
ROE.

7. Choose the Create ROEs function.

9-8 JD Edwards World, A9.1



Enter Records of Employment

8. Verify your creation request.

What You Should Know About

Attaching comments You can attach comments to a batch of ROEs following the
same procedures that you use for a single ROE. Any
comment that you enter for multiple ROEs appears on every
ROE created by the batch process.

See Also
= Entering a Single ROE (P070631)
Processing Options

See Create Multiple ROE Requests (P070620).

Setting Up the Holiday Table

ZX From Canadian Payroll Master (G77), choose Governmental Reports

> From Governmental Reports (G7724), choose Record of Employment Menu

From Record of Employment Insurance (G77241), choose Create Single ROE Request or Create
Multiple ROE Requests

When you create either multiple or single ROEs, you must identify any payments
other than regular salary that are payable to the employee either in the final
payment or later. You can set up a holiday table that you can access from the ROE
entry forms. You can then choose the holidays from the table and the system enters
the appropriate date on the ROE.

Once you set up a holiday table for one or more years, you do not need to change it
until the dates covered in the table are out of date. You can use the same holiday
table information for all ROEs.

Before You Begin

= Set up user defined code list 07/HC to identify the codes for each holiday your
company acknowledges
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To set up the holiday table

On either Create Single ROE Requests or Create Multiple ROE Requests

| Fegtum a0 Proviges Parg
NEmplaymont ns Hsion
Ciem Screan

L LENE 5

Paynents [@ther than requisr salary)

Payable im the Final Pay Perind or Laker

&. Wacation Pay: mt
B. SEatutary Holidey Paig
Heliday Date fint
Haliday Date LEL
Haliday Date LELH
©. Bihar {Specity):
Eaplanation Ant
Exglanation Ann
Explanation fimt

Padd &lehMarernd ty/Pareraing Leave or
Leart Date.

FizEnp Inlo.  Fl=Baliday Teble

FLE=R(E Connents

for [ ueeks

| Fieid Sonsme Help reate Lingle ROE Hequest Hetion Code rl_
| Cspilery Emcn Mosssge
e Functans Enployee b Trol  Hatiday, Anteony
[JEt Progrmen Firat Day Worked foar=anT Laae Day Morked | (T
E&'&";’“_:J:::';‘:‘::L: Final PP Endios Bate,  [53/237m0
R0E Commants Winde Beason for Issuiey ROE, [E Dl

Espzcked Recall Bate 1 M ReturndUnknows W

Wage Loss Tndemaloy Payrenta:

Hnt

F1U=EIl Histerw

1. Choose the Holiday Table function.

Fiekd Sonsmve Help a1 Hirliday Flas Pesbes Year (R
[aplay Ence Mossege
| [a priany Funrssns ficticn- Code E
JE Prrgrpen Home Company | "hE 7 Hodel Dasadian Payroll o
Firtutn 80 Prevdisas Pami i
usiness Bain
F'llewuus et Grotp Flam —_—
it R coed ST I
etk Zca Job Ftew I 3
0., . Holiday HEFR
F Cad Deperiptisn [Ty Wera Paig Pereriptian TR oG ARéunt
I 7 #ew ¥oars Doy Firesi [ 155 [6es welidmirew R
I [F% Gaea Friday (TTRNIEE] 7.5 (008 Holddey Pay ANEG
| Vi€ wictortia Day, € [EE7IDALT 155 [B05 Hulidey Fay EFF[—
I [5m canada bay FETITYEN] .50 (o0 wolides Py N[
T civte wotiday, [FEmariy [ 750 | [605 Holidsg Py [T T
[ [E58 Later Doy Baoi [ 7% [ welideu Py RITF
I [ thankagiving e L7127 o [B0S wotidwy ray R
[ [Fm mamenbrance tay 1711717 [AE werzdmy Py RLOCF
[T R thriatnan bay [ Hlidm Pay WI TR
rrH..'l_-' Eeaing Day T%0  [A0S Holidey Fay KICKF
Opti  S:Bglurn wilode Eslpdate Holidey Cede  U=Delete  FlésMure Feys 3,

2. On Holiday Plan Master, complete the following field:

= Home Company

3. Complete the following optional fields:
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=  Year
= Business Unit

= Group Plan

= Job Type
= Job Step
4. Complete the following fields for each holiday:
= Code
= Date
= Hours
=  Pay

= Holiday Type (HT)

5. Complete the following optional fields:
= Eligibility Code (EC)
= Pay Class (PC)

=  Amount
Field Explanation
Code - Holiday Type The user defined code (07/HT) that designates the type of

holiday defined. Codes are:
C Company designated holiday
N National holiday

Code - Holiday Eligibility The user defined code (07/HE) that identifies the eligibility

rules pertaining to the holiday.

Changing Employee Information on an ROE

#N\ | From Canadian Payroll Master (G77), choose Governmental Reports
> From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose Create Single ROE Request

You can change some employee information on an ROE. This is particularly useful if
the employee has worked for more than one company or in more than one job type
during the year, but the ROE must reflect only one of the employee’s positions.
These changes do not update the Employee Master table (F060116), but are stored in

the ROE Summary History table (FO717).

To change employee information on an ROE

On Create Single ROE Requests

1. Choose the Employee Information function.
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9-12
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2.  On Employee Information Window for ROEs, complete any of the following

fields:
= Company

Business Unit

Last Job Worked

Union Code

Job Type
Job Step

Cheque Route

Tax Area

Category Codes

3. Choose the Update function.
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Printing and Updating Records of Employment

You update an ROE so that the El history is not included in any subsequent ROE
records. ROEs cannot include El history from any previous ROE. The update keeps
a record of ROEs as well as updating the El History table with ROE serial numbers.
These records must be complete and correct, particularly if the government requests
an audit.

This section contains the following:

=  Printing and Updating ROEs Simultaneously

=  Updating ROE History Only

You can update history for either ROEs issued through the system or ROEs you
have issued manually.

Each time you print and update ROEs, the system generates a report if it encounters
any of the following exceptions:

= Employee number is not found in the Address Book system
=  Company number is not found in the Address Book system
= Tax ID number is not found in the tax ID table

= Insurable gross pay has exceeded the yearly limit

= El rate for the yearly maximum has not been set up

If the system encounters any of these errors during the processing, it displays an
error message on the last form.

If you are printing and updating a single ROE when the system detects an error,
only the exception report prints. The update is not complete and the system does not
print an ROE.

If you are printing and updating multiple ROEs, when the system detects any
errors, it:

» Prints and updates history for all ROEs that are not in error

= Identifies each ROE that is in error on the exception report, but does not update
nor print an ROE that is in error
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Printing and Updating ROEs Simultaneously

) | %

o

P

From Canadian Payroll Master (G77), choose Governmental Reports
From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose Print ROEs/Update History

You must print your ROEs for former employees who are eligible to receive

employment insurance payments. The ROE is proof that the employee is entitled to

employment insurance. When you print your ROEs, the system updates ROE
history. The system locks the employee’s records in the Employment Insurance

History table (F06176) after successfully printing the ROE.

To print and update ROEs simultaneously

On Print ROEs/Update History

[= 070671F  Prim ROEaAIpdate History
| foch Hep

C)I?ACLEJD Edwards Warld

Dacemanl

Fiehd Sensive Help o70KTIE RERRNR o Bpwabe .t by
Daspilery Emon Mossage
[Ceapileny Euncians
[
CFREAM Wrten Yariiont
NClear Soeen

Enter Pay Cycle Graup Code WE

EOE Print Forms ¥ersion

Emker the Hexi Fwadlable ROE Mustesr brprkd 2222

0L Isaue Date 12713717

FI=Exit FB=Feraians List

Wenld Resauices

1. Complete the following fields and press Enter:
= Enter the Pay cycle Group Code
= Enter the Next Available ROE Number
= ROE Print Forms Version

= ROE Issue Date
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enter specifie Selectiem Criteris:
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T

Tob Tyge
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Check Boute Gode
Tax Ares [Wark)
FRaEait E1E=Previous a4,

2. On Print Multiple ROEs if you want all ROEs, leave the fields blank and press
Enter.

If you want specific ROEs, complete any of the following optional fields and
press Enter:

=  Employee Number
= Home Company

= Home Business Unit
= LastJob Worked

= Union Code

= Job Type

= Job Step

= Check Route Code

= Tax Area (Work)
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| = 070671-2  Print Multipe ROE'S =oE
| foch Heo Sy

C)I?ACLEJD Edwards Warld

Doceinl Emad? ‘Waild Filsoices
i RR | &,

Figtd Sonsmee Help 0A0RTI=2 Brimt Multiple BOE"y Mo. of Employees 1
[uspibery Enca Mossege

[eapilery Eunctans

Evit Proermen

'r':""l‘rtl':“l“"*l St ool o Engrl e Theurable Endirg N80 Oy Lost Day
Vit FIDE" lof th Ermp
B iaramra s b Wunbar Hame Gross Pey  Hours Bate  Worked  Warked
R T T T Haldde, Anthany DI/ZIEE DMISALT 03/2M18
Clorar Soman

Oot: 1=ROE Inguiry 9=0nit FE=Pry BQE's Fl0=Relesd ALL F12=Prev FE8zMore

3. On the second Print Multiple ROEs form, choose the omit option to prevent
specific employees’ ROEs from being printed.

4. Choose the Print ROEs function.

5.  On Summary of Multiple ROE Print, check for a message indicating that the
system encountered one or more errors and generated an exception report.

6. Complete the following field:
= Have ALL ROEs been Printed?

Updating ROE History Only

V) From Canadian Payroll Master (G77), choose Governmental Reports
AP | From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose Update History Only

When you only update ROE history, you can do it for one employee at a time. This
is particularly useful when you manually issue an ROE. This allows you to have
historical records that include both computer-generated and manually issued ROEs.
This procedure also locks the associated records in the Employment Insurance
History table to prevent changes from being made.
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To update ROE history only

On Update History Only

(= 010681 Undons Histary Only B
| Toois Het -

ORACLE Jo Edwards World e
R 7 3,
Figld Sonsive Help B70REL Update Hizstamy Only

N pleny Enor Mepsssge
HCeapileny Euncons

[ T ]
NFrocess Morsal FOE
HCleai Soeen

Erployes Hunber I TT01 Holiday, Mntheny

Serial Ho, of the Manual ROE

FOE Issue Date 13713717

Fh=Process Manieal HOE 4

1. Complete the following fields:
= Employee Number
= Serial Number of the Manual ROE
= ROE Issue Date

2. Choose the Process Manual ROE function.
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Working with Records of Employment
You can work with ROEs in a number of ways. These tasks allow you to ensure that
your ROE record-keeping is complete and accurate.
This section contains the following:

=  Reviewing ROEs

= Reissuing an ROE
= Deleting an ROE

=  Correcting a Serial Number for an ROE

You review your ROEs online to ensure that your historical ROE information is
correct.

You can reissue an ROE to correct a mistake on the original ROE or to replace an
ROE that has been lost.

You can delete an ROE when you determine that the ROE is either a duplicate, in
error, or unnecessary.

You correct an ROE serial number when you issued an ROE to an employee, then
determined that the serial number is incorrect.

Reviewing ROEs

You review your ROEs online to ensure that your historical ROE information is
correct. This is important because the CEIC requires companies to keep complete
and accurate records of ROEs.

Reviewing ROEs consists of:
= Reviewing detailed ROEs

= Reviewing summary ROEs

Reviewing Detailed ROEs

#NX_ | From Canadian Payroll Master (G77), choose Governmental Reports
AP~ | From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose ROE Detail Inquiry

You can review all the detail for one ROE exactly as it was created. You review your
ROEs online to ensure that your historical ROE information is correct. This is
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important because the CEIC requires companies to keep complete and accurate
records of ROEs.

To review detailed ROEs

On ROE Detail Inquiry

= 67064 Rt Deall nauiry JoE
Lo e =
ORACLE b Edwards Warld o, S
N 7 x|
HFiedd Sengive Help atoea 0 Perail Lnmuir Reason Code. E Quip

[Deplay Ence Mossage
[t pian Funcaning
HE st Ersquoen

HHatedey Table Revzan
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Oe ROF Serisl Ha v Tasusd BOE wre

FRIE Caiermgnts Wintics Firat Day Morked I'II'|."!'II."I"I Lasr Day Morked AFEOCLT
RIS Elrt Fiasa Final PP Endimg Dake (gl TR
irmpkymest e 1 Dzpected Recall Date Ba Return/Unknews u
NCinar Soman X
Paywenis [Dihet than regulsr sabary) Payalile ia ke Final Pay Period ol Later
& Vacation Pay At
B. Pay in Lisd of Mariea: et
& Ftatutory Heldday Fay:
Baliday Date Ani
Baliday Date Rnk
Faliday Date Nnik
. Fsusrance Fag Amt
&= Oghgr (Specifa): Amy
Padd SdehMararnd ty/Paternd ey Lesus ar Wage Lok Tndesad ty Paynents
Srart Date. far wrrks Ant

Flizhgliday Teble FLU=HOE Comments F1o=ul Histery Fed=Rore

Complete one of the following fields:
= Employee Number
= ROE Serial Number

Reviewing Summary ROEs

V) From Canadian Payroll Master (G77), choose Governmental Reports
AP | From Governmental Reports (G7724), choose Record of Employment Menu
From Record of Employment Insurance (G77241), choose ROE Summary Inquiry

You can review the summary information for all ROEs that you issue to an
employee. You review ROEs online to ensure that the historical information is
correct. This is important because the CEIC requires companies to keep complete
and accurate records of ROEs.
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To review summary ROEs

On ROE Summary Inquiry

T 070711 ROE Sunmary Inguéry =oE
 Toois_Hep A
ORACLE b Edwards World
Docemnanl Whaild Resguices

R 7 3,
Figdd Sonsive Help 70711 B Tummary Inguiryg
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Complete one or more of the following fields:
=  Employee Number

= ROE Serial Number

= ROE Date - From

= ROE Date - thru

Reissuing an ROE

#N | From Canadian Payroll Master (G77), choose Governmental Reports

> From Governmental Reports (G7724), choose Record of Employment Menu

From Record of Employment Insurance (G77241), choose ROE Advanced Functions Menu
From ROE Advanced Functions (G772411), choose Re-Issue of Issued ROE

You can reissue an ROE to correct a mistake on the original ROE or to replace an
ROE that has been lost. The system creates a new ROE from the old record and
requires you to complete the validation, print, and update sequence again.

When you reissue an ROE, the system creates a duplicate record in the Employment
Insurance History table (F06176). It stores the original ROE record with the original
serial number and a notation that it has been reissued.
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To reissue an ROE

On Re-issue of Issued ROE

[5 07065 Fou- v of Irsund ROE = |
| foch Hep

CORACLE i Edwards Warld

Dacemanl Erad Wenld Resauices

Fiedd Sensme Help

Cis plary Ence Message
Ciapllen Eunceans

bl Friicqumen

HI0KS Re=lszue &f Llasued ROE

Frocess Recoed of Emg

Briginal ROL Terial Ho

Fb=Pretess Re-lasuc Fa=Exit

1. Complete the following field:
= Original ROE Serial Number

2. Choose the Process Re-issue function.

3. To correct any errors, follow the steps for entering a single ROE.

4. Follow the steps for updating and printing ROEs.

See Also

= Entering a Single ROE (P070631)
= Updating ROE History (P070681)

Deleting an ROE

#N_ | From Canadian Payroll Master (G77), choose Governmental Reports
AP~ | From Governmental Reports (G7724), choose Record of Employment Menu

From Record of Employment Insurance (G77241), choose ROE Advanced Functions Menu
From ROE Advanced Functions (G772411), choose Deletion of Issued ROE

You can delete an ROE has been issued if you determine that it is either a duplicate,
in error, or unnecessary. An unnecessary ROE might be one that you created in
anticipation of a layoff that did not subsequently occur.
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When you delete an issued ROE, the system unlocks the record in the Employment
Insurance History table (F06176) and deletes the ROE serial number. You use this

procedure only after an ROE has been updated to history.

You can delete an ROE before updating it to history. You cannot delete a reissued

ROE.
Before You Begin

= Ensure that the ROE is eligible for deletion

To delete an ROE

On Deletion of Issued ROE

| = 07066 Debetion of kaved ROE
ook Help

C)I?ACLEJD Edwards Warld

Dacemanl

Fiedd Sensme Help

[ plery Enon Mossage
Cuapldens Eunctons

bl Friiqinen

Cralute Fecond of Emph
Cleat Soeen

LT Deletion sf lssued ROE

Fh=Delets ROE F3=Exil

RIE Serdal Muster

1. Complete the following field:
=  ROE Serial Number
2. Choose the Delete ROE function.

Correcting a Serial Number for an ROE

7X From Canadian Payroll Master (G77), choose Governmental Reports

» From Governmental Reports (G7724), choose Record of Employment Menu

From Record of Employment Insurance (G77241), choose ROE Advanced Functions Menu
From ROE Advanced Functions (G772411), choose Update ROE Serial Number

You can correct an ROE serial number when you issue an ROE to an employee and
then discover that the serial number is incorrect. You can also correct the mailing

date of the ROE if you need to mail the updated information.
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9-24

To correct an ROE serial number

On ROE Serial Number Update
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r 8304717 1,110,688 5331 1,110.00 33,54
r U3F18F1T  1,110.08- §274 1,118.08- 33 8d-
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1. To locate the employee for whom you want to update the ROE serial number,
complete the following field:

= Employee Number

2. Complete one or both of the following fields:
= ROE Serial Number
= Date Mailed

What You Should Know About

Copying ROE information  yoy can copy serial number and mailing date information
from one ROE record to another for an employee by using
the Copy Function (CF) field. You can copy from only one
record, but you can copy to one or more records.
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Overview to Journal Entry Processing
Prior to the Payroll Cycle

Objectives

= To process journal entries between payroll cycles

About Journal Entry Processing Prior to the Payroll Cycle

Labour intensive companies that want to monitor and analyze labour expenses on a
daily basis typically process journal entries prior to the payroll cycle. The
information for these journal entries comes directly from timecards.
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Process Journal Entries Prior to the
Payroll Cycle

Processing Journal Entries Prior to the Payroll Cycle

Labour intensive companies that want to monitor and analyze labour expenses on a
daily basis typically process journal entries prior to the payroll cycle. Unlike the
journal entries that are created during the final update step of the payroll cycle, the
information for journal entries that are processed prior to the payroll cycle comes
directly from timecards.

You can create and post labour distribution (T2s), flat burden (T2s), recharge (T4s),
and equipment journals (T5s) to the General Accounting system daily, or any time
between payroll cycles. You use the General Accounting system and the Job Cost
system tools to report and analyze this information. The system processes any
remaining unposted current timecards and any journals associated with payments
in the next payroll cycle.

This section contains the following:

=  Generating Timecard Pro Forma Journal Entries

=  Rerunning the Timecard Journal Batch Proof Report

=  Reviewing Batch Information

=  Posting Timecard Pro Forma Journal Entries to the General Ledger

= Deleting an Unposted Batch of Pro Forma Journal Entries

Generating Timecard Pro Forma Journal Entries

ZX From Canadian Payroll Master (G77), choose Interim Cheques and Special Post
» From Interim Cheques and Special Post (G7721), choose Generate Timecard Journals

Generating pro forma journal entries for timecards allows you to create pro forma,,
journal entries. The system creates the actual journal entries for the daily journal
entries when you post the journals to the general ledger.

When you generate timecard pro forma journal entries you can do the following:

= Calculate monthly benefits only when you process the last timecards for the
calendar month

= Specify the G/L date for the journal entries

= Select timecards based on a date range
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In addition to generating pro forma journal entries, this program generates the
Timecard Journal Batch Proof report. You review this report to verify the accuracy
of the transactions the system generated from the journal data. This report includes
individual entries and totals for document type, period, the company, and a grand
total for the batch report.

06229 JD Edwards World Page - 3
Timecard Journal Batch Proof Date - 7/30/717
Timecard Journals Batch 6068278
Account Description Asset G/L Account . . . o L .. Amounts . . . . . . . .
Co FY PN DT Refn2 Employee JBCD JBST Explanation Subldg-Ty-Phase Debit Credit Units LT
00050 17 07 T2 Payroll Labor Distribution
AW071098 Accrued Payroll 50.4205 1,893.86- AA
FB071098 Burden 5001.1343.01100 120.42 AA
FC071098 Flat Burden Clearing Acc 50.4334 120.42- AA
LD071098 Regular 5001.1341.01100 1,893.86 92.00 AA
Document/Period Total 2,014.28 2,014.28- 92.00
Company Total . . . . 2,014.28 2,014.28- 92.00
Grand Total . . . . . 2,014.28 2,014.28- 92.00

Processing Options

See Generate Timecard Journals (P062901).

Rerunning the Timecard Journal Batch Proof Report

z}« From Canadian Payroll Master (G77), choose Interim Cheques and Special Post
AP~ | From Interim Cheques and Special Post (G7721), choose Print Journal Edit

You rerun the Timecard Journal Batch Proof report when you want to print the
report without creating journal entries. This is the same report that the system prints
when you generate the pro forma journals for timecards. You can rerun this report
as many times as necessary.

To rerun the Timecard Journal Batch Proof report

On Print Journal Edit
To submit the job for processing, complete the following field:

= Enter Batch Number to Print

Reviewing Batch Information

10-4

), From Canadian Payroll Master (G77), choose Interim Cheques and Special Post
NA | From Interim Cheques and Special Post (G7721), choose Timecard Journal Batch Review

You review a batch of pro forma journal entries to verify that the entries for the
timecards within the batch do not have errors before you post them. You can
display a list of batches based on your user ID, the batch number, a posting status,
or a specific date range.

The system uses batch types to group the various kinds of journal entries. You can
review the batches of pro forma journal entries for the following:
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= Those created during the special post when you generated timecard journals
prior to the payroll cycle

= Those created during a standard pay period processing

The system processes the following batch types when you process journal entries
prior to the payroll cycle:

Batch Type Description

Batch type 5 Pro forma journal entries created when you generated timecard
journals during a special post prior to the payroll cycle.

You cannot review the actual detail of the journal entries for this
batch type. You can review summary information only.

Batch type P Actual journal entries created when the system posted journals
to the general ledger. This batch type is equivalent to batch type
7 for standard pay cycle journal entries.

To review the detail of these journal entries, choose the General
Journal Review function.

To review batch information

On Timecard Journal Batch Review

T 06260 Timecard Journal Batch Review =oE
| foch Heo Sy
ORACLE uo Edwards Warld
Dlesczrnant Firad
#1 X ) 3,
Figid Sensme Help BE2EA limezard Journal Batek Reulew Batzh Mumber |
(& TF"H-J. 'Il'l"-|1""|'n'|]|'" Batch Dabe Erem: I
Peypden Funcians user 10 [ERE T |
st Prosimen (Enter "5 for all)  atch Statis [ Blaak i1l disgieg unpoated, 's* sil
Clear Soean v
Bateh © o bifference finln
0 R  Mumber/TypfDesz Date Emaunk frae B 1 Zratus Uzer
rr Mz r IE T By 26,159, 5 128= ¥ ¥ Poated DECHO
r 376 F OJE BRTELT 33,627, 38 05- ¥ ¥ Posted DEHD
r 20 P : 31,347 .62 118- ¥ ¥ Posted DEND
c sz P 447 .61 = ¥ ¥ Posted DENO
r 741 432,000, 00 2« ¥ ¥ Poated DEHD
r 51 ¥ ¥ Posted DEHD
r 1549 244,000, 00= 3= ¥ ¥ Pasted DENO

Upt: 1=Bem"| Journal Beview Z=Wigw Batch Hisht 3=Pri Baotch Hist F2d4=fore

Display all batches for all users, or limit your search by completing one or more of
the following fields:

=  UserlID
= Batch Number
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= Batch Date From
=  Batch Date Thru
=  Batch Status

Field Explanation

Batch Status A user defined code (98/1C) that indicates the posting
status of a batch. Valid codes are:

Blank Unposted batches that are pending approval or have
a status of approved.

A Approved for posting. The batch has no errors, is in
balance, but has not yet been posted.

D Posted. The batch posted successfully.

E Error. The batch is in error. You must correct the
batch before it can post.

P Posting. The system is posting the batch to the
general ledger. The batch is unavailable until the
posting process is complete. If errors occur during
the post, the batch status is changed to E (error).

) In use. The batch is temporarily unavailable because
someone is working with it.

See Also

=  Reviewing Batches of Payroll Journal Entries (P06260)

Posting Timecard Pro Forma Journal Entries to the General Ledger

X | From Canadian Payroll Master (G77), choose Interim Cheques and Special Post
N | From Interim Cheques and Special Post (G7721), choose Post Payroll Journals to G/L

You post timecard pro forma journal entry batches to update your general ledger.
When you post pro forma journal entries, the system creates the actual journal
entries (F0911), then automatically posts them to the Account Balances table (F0902).

When you post journal entries, the system prints the following reports:
= Posting Edit report
= General Ledger Posting Journal

Review the Posting Edit report for any applicable posting errors. The General
Ledger Posting Journal lists all journal entries. The column titles and information are
similar to the Timecard Journal Batch Proof report. However, the General Ledger
Posting Journal prints the journal entry number, general ledger date, and account
descriptions instead of the document reference numbers.

The level of summarization on this report is controlled by the Journal
Summarization Rules.
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What You Should Know About

Posting errors If this program encounters any errors, the system creates the
actual journal entries in the Account Ledger table, but does
not post them. After you have corrected the actual journal
entries, you must resubmit the batch for posting. Since the
batch contains actual journal entries, you must use a General
Accounting post program.

See Posting Journal Entries Manually.

See Also

= Reviewing the Posting Edit Report (P09800) for a report sample
= Setting Up Journal Summarization Rules (P06914)

=  Reviewing the General Ledger Posting Journal (P09800) for a report sample

Processing Options

See General Ledger Post (P09800).

Deleting an Unposted Batch of Pro Forma Journal Entries

#NX_ | From Canadian Payroll Master (G77), choose Interim Cheques and Special Post
A< | From Interim Cheques and Special Post (G7721), choose Delete Unposted Batch of Journals

You delete an unposted batch of pro forma journals when the batch contains errors
and you must correct the time entries before you rerun the batch.

To delete an unposted batch of pro forma journal entries

On Delete Unposted Batch of Journals
Complete the following field:

= Enter Batch Number to Delete
What You Should Know About

Timecards in an active If you mistakenly delete any pro forma batch containing
payroll ID timecards that are included in an active payroll ID, you must
rerun the payroll journal entries step.

Benefit calculations If you delete a pro forma batch that includes benefit
calculations for employees who are part of the active payroll
run, you must rerun pre-payroll processing for any active
payroll ID.
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Locked timecards All timecards selected for processing are coded with the

batch number assigned by the system. If you try to access the
timecards, they are locked and are displayed in protected
mode. You can unlock them only if you delete the batch.

10-8 JD Edwards World, A9.1



11 Processing Options






Employee Information Processing Options

Employee Initial Entry (P070101)

Processing Option Processing Options Requiring Further Description

These Processing Options Control:
P070101 = Employee Entry
P070111 = Basic Employee Data

1. Security Business Unit will be updated to
the employee's Address Book record.

Enter '1' for Yes

Enter '’ for No

2. Choose the Edit for Workers Comp Code:
'1' = Edit against User Defined Codes
'2' = "Hard" Error if Blank
'3' = "Soft" Error if Blank (Default)

3. Display Social Insurance Number on
Inquiry and Change.

Enter '1' for Yes

Enter "' for No

4. All new employees will be added to the
COBRA Dep/Beneficiary file.

Enter '1' for Yes

Enter ' ' for No

5. Enter your display preference for the
Salary and Hourly Rate.

'1' = Always Display
'2' = Do Not Display on Inquiry
'3' = Never Display
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Processing Option

Processing Options Requiring Further Description

6.

When adding new employees through the
Employee Setup screen, enter the default
format of the Mailing Name in the
Address Book. (Optional)

"= Name entered in Employee Entry will
not be used in the address book window.
You must also enter the name in the
window.

'1' = John Doe (No middle initial)
'2' = John R. Doe
'3' = Doe, John R. (Alpha Name value)

Note: For users who have the double byte
flag turned on in the JDE System Values, a
default of ' ' is used.

Enter the method for assigning Tax Areas.

"' = Manually enter Work and Res Tax
Areas. (Default)

'1' = Allow Work and Res. Tax Areas to be
left blank.

'2' = Use GeoCoder to update Work and
Res. Tax Areas.

*Note: For values (1-2), you must first
install the Vertex GeoCoder system. If you
do not install the system, the default value
""will be used for assigning Tax Areas.

When an employee is deleted, the profile
data will also be deleted.

Enter '1' for yes

Enter "' for no.

The GeoCoder allows the system to assign the tax area
based on the employee address. The GeoCoder is a
combination of programs from JD Edwards World and
Vertex that assigns a tax area to the Tax Area field in
the employee master or Business Unit Constants
tables. The Geocoder is a JD Edwards World
Complementary Product and must be purchased
separately.

For batch processing:

= A DREAM Writer-driven program reads records
that you select from the employee master or
Business Unit Constants table.

=  The GeoCoder assigns employee master tax areas
based on the employee’s address. It assigns
business unit tax areas based on the address of the
associated address number.

=  The system prints a report for every employee or
business unit detailing the tax area assignments.

For interactive processing:
= Used for employee entry only

= Possible tax areas are based on employee’s
address

=  Controlled by a processing option

Vertex programs are stored in a special library, such as
VGEOLIB. The special library must be added to your
library list.
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Processing Option

Processing Options Requiring Further Description

* The following Processing Options * * are for
HUMAN RESOURCES ONLY: *

9.

10.

11.

The Job Information file (F08001) EDITS
the Job Type and Step and DEFAULTS the
Job Information and Category Codes on
ADDS or CHANGES depending on which
of the following options are selected.

''= Edit Job Type/Step against UDCs &
use Data Dictionary for defaults.

'1'= Default Job Info ONLY when blank.

'2'= Default Job Info & Category Codes
ONLY when the field is blank.

'3'= Default Job Info WHETHER OR NOT
the field is blank.

'4'= Default Job Info & Category Codes
WHETHER OR NOT the field is blank.

Enter '1' when you are using the Job
Information file, as specified in processing
option 9, and want to override the default
of the Benefit Group, Union Code,
Worker's Comp Code and Subclass when
changing the Business Unit or Job with
those values defined in the Business Unit-
Job Cross Reference file (FO8005).

If processing option 9 is set to 'Default
Only When Blank’, then the Cross
Reference file values will 'Default Only
When Blank'. Likewise, if processing
option 9 is set to 'Always Default’, the
Cross Reference file values will 'Always
Default'.

For an Add, enter the default value for the
Benefit Status field which displays on the
Dates, Eligibility & EEO screen. (NOTE:
This code is used for Batch Enrollment in
Benefits.)
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Labor Distribution (P060151)

Processing Option

Processing Options Requiring Further Description

1. Choose how you wish the Worker's Comp

Code to default:
'1' = From the Employee Master file

regardless if the field in the Employee
Labor Distribution fold area is Blank.

'2' = From the Employee Master file
Only if the field is left Blank

'3' = From the Data Dictionary if the
field is left Blank. (Default)

Employee DBA Instructions Processing Opt (P070181)

Processing Option

Processing Options Requiring Further Description

BENEFITS ADMINISTRATION:

1. Enter a'l'to allow changes on the
employee DBA instructions screen for
DBAs that are attached to benefit

plans/options. A blank means changes
may only be initiated through the benefits

administration programs.

EDIT/DEFAULT OPTIONS:

2. Enter '1' to default the job type from the

employee master record.

Enter '2' to default the job type AND the
job step from the employee master record.

The default is blank (' ') and will not
default any employee job information
from the employee master record.

(PLEASE NOTE: Regardless of this

processing option's setting, any DBA with
a deduction method of 'B' will have the
job type, job step, home business unit, and

position defaulted from the employee

master record or multiple job file primary

job.)

114
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Auto Deposit Instructions (P065011)

Processing Option Processing Options Requiring Further Description

1. Enter the Originating Bank Number:
2. Enter the Service Class Code:

3. Enter the Standard Entry Class:

Employee Pay & Tax Information (P060121)

Processing Option Processing Options Requiring Further Description

1. Enter the method for assigning Tax Areas.

"' = manually enter Work and Res. Tax
Areas. (Default)

'"1' = allow Work and Res. Tax Areas to be
left blank.

'2' = use GeoCoder to update Work and
Res. Tax Areas.

NOTE: For values (1-2), you must first install
the Vertex GeoCoder system. If you do not
install the system, the default value ' will be
used for assigning Tax Areas.

2. Enter 'l' to receive a warning message if
Std Hrs/Day and the Std Days/Year is
equal to Blank.

Employee Job Entry (P060118)

Processing Option Processing Options Requiring Further Description

SET VIDEO DISPLAY:

1. Enter your display preference for the
Salary and Hourly Rate.

"*or'l' = Always Display
'2' = Do not Display on Inquiry
'3' = Never Display
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Processing Option

Processing Options Requiring Further Description

2.

3.

Enter a '1' next to each to suppress its
display:

Workers Comp/Sub
FLSA Exempt
Union Code

EEO Job Category
Shift Code

Job Step

Hourly Rate

To display the Address Book European
Tax ID Number in the Address Book
window select '1' for Yes.

Enter '1' for Yes.

Enter ' ' for No.

EDIT/DEFAULT OPTIONS:

4.

11-6

The Job Information file (F08001) EDITS
the Job Type and Step and DEFAULTS the
Job Information and Category Codes on
ADDS or CHANGES, depending on
which of the following options are
selected.

' '=Edit Job Type/Step against UDC's
and use DD for defaults.

'1'=Default Job Info ONLY when blank

'2'=Default Job Info and Category Codes
ONLY when blank.

'3' Always default Job Information.
‘4" Always default Job & Cat. Codes

Enter '1' when you are using the job
Information File, as specified in
processing option 4, and want to override
the default of the Benefit Group, Union
Code, Worker's Comp Code and Subclass
when changing the Business Unit or Job
with those values defined in the Business
Unit - Job Cross Reference file (F08005).

If processing option 4 is set to 'Default
Only When Blank’, then the Cross
Reference file values will 'De- fault Only
When Blank'. Likewise, if processing
option 4 is set to 'Always Default’, the
Cross Reference file values will 'Always
Default'.
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Processing Option Processing Options Requiring Further Description

6. Entera'l'if you want F18 to exit to
Canadian Payroll Employee Setup
program (P070101).

Default of blank will exit to US Payroll
Employee Setup program (P060101).

WHEN CHANGING AN EMPLOYEE JOB:

7. Enter a'l' to automatically redisplay the
information.

Employee Resume Information (P08091)

Processing Option Processing Options Requiring Further Description

Enter the Profile Data Base name for the type
of information you wish to revise, as follows:

A = Applicants

E = Employees (default value)
J=Jobs

H = Health & Safety Cases

P = Dependents/Beneficiaries

R = Requisitions

Profile by Employee (P080200)

Processing Option Processing Options Requiring Further Description

1. Enter the Record Code for the type of
information that you wish to review as
follows:

A = Applicants

E = Employees (default value)

H = Injury/Iliness Case Number
J=Jobs

P = Dependents/Beneficiaries

R = Requisitions
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Processing Option Processing Options Requiring Further Description

2. For Detailed Employee Inquiry Only:

Enter a '1' if you do not wish to display
the employee's salary information.

(Default of blank will display the
information.)

3. For Detailed Employee Inquiry Only:

Enter a '1' if you do not wish to display
the employee's Social Security Number.

(Default of blank will display the
number.)

Inquiry by Employee (P080210)

Processing Option Processing Options Requiring Further Description

1. Enter the Profile Data Base name for the
type of information you wish to review as
follows:

A = Applicants

E = Employees (default value)
J=Jobs

H = Case Number

P = Dependents/Beneficiaries
R = Requisitions

2. Enter the specific Type of Data on which
to inquire within the chosen database.

3. Enter a'l' to see inactive employees
(Employee Pay Status not numeric) in
addition to active employees.

Default of blank will show active
employees only (Pay Status numeric).

Employee Profile Multiskills Search (P080250)

Processing Option Processing Options Requiring Further Description

INITIAL SEARCH CRITERIA:
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Processing Option Processing Options Requiring Further Description

1. Enter the search criteria code you want to
direct your search:

A = Search for Applicants
E = Search for Employees
B = Search for both types.

A default of blank will display both
Applicants and Employees. ... ..

ACTIVE EMPLOYEE CRITERIA:

2. To limit the search to only active
employees, enter the Pay Statuses,
separated by commas, that define an
active employee.

A blank will search for all employees.

EMPLOYMENT STATUS CRITERIA:

3. To limit the search to specific employment
statuses, enter the employment statuses,
separated by commas, or *ALL for all
employment statuses.

The typical default for full time regular is
a blank, so a blank followed by a comma
must be entered to include this in the
search.

APPLICANT STATUS CRITERIA:

4. To limit the search to specific application
statuses, enter the application statuses,
separated by commas, or blank for all
application statuses. Since this field is two
characters wide, you should always enter
two characters between commas
including a blank if necessary. For
example, to search for 5 and 99, the entry
would be: 5,99 (NOT 5,99).

APPLICATION DATE CRITERIA:

5. Enter the earliest application date to limit
the search. Only applications on or after
this date will be included in the list.

A blank will search through all
applications, regardless of date.
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Employee Information Processing Options

Employee Profile - Alphabetical Sequence (P080410)

Processing Option Processing Options Requiring Further Description

1. Enter a'l'to bypass printing text
information on the report.

(Default of blank will print the text.)

2. Entera'l'if you wish to bypass printing
the employee's salary information.
(Default of blank will print the
information.)

3. Entera'l'if you wish to bypass printing
the Social Security number.

(Default of blank will print the number.)

Employee Profile - Numerical Sequence (P080410)

Processing Option Processing Options Requiring Further Description

1. Enter a'l'to bypass printing text
information on the report.

(Default of blank will print the text.)

2.  Entera'l'if you wish to bypass printing
the employee's salary information.
(Default of blank will print the
information.)

3. Entera'l'if you wish to bypass printing
the Social Security number.

(Default of blank will print the number.)

Employee Info by Data Type - Alpha Seq (P080400)

Processing Option Processing Options Requiring Further Description

1. Enter'l' to bypass printing text
information on the report.
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Employee Information Processing Options

Employee Info by Data Type - Numerical Seq (P080400)

Processing Option Processing Options Requiring Further Description

Enter '1' to bypass printing text
information on the report.

Employee Info by Employee - Alpha Seq (P080400)

Processing Option Processing Options Requiring Further Description

Enter '1' to bypass printing text
information on the report.

Employee Info by Employee - Numerical Seq (P080400)

Processing Option Processing Options Requiring Further Description

Enter '1' to bypass printing text
information on the report.

Canadian Employee Roster (P074011)

Processing Option Processing Options Requiring Further Description

Print full Employee Address Information
(Y/N)

Canadian Employee Pay Profile (P074021)

Processing Option Processing Options Requiring Further Description

Select which Employee Number you wish
to print on the report:

A = Address Book Number
S = Social Insurance Number

O = Third Employee Number
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Employee Information Processing Options

Employee DBA Instructions (P06106D)

Processing Option

Processing Options Requiring Further Description

1.

Select the employee number you wish to
print.

A = Address Book Number (Default)
S = Social Security Number

O = Additional Employee Number

Enter a year for a prior year Remaining
Balance.

Blank is the default for the current year
Remaining Balance.

*Note: If it is January, and you have not
run Year End Processing (Rollover), you
must enter the previous year.

Extended Employee - Termination/Rehire (P070161)

Processing Option

Processing Options Requiring Further Description

1.

Enter the candidate requisition status,
with a status of type 'DET", for the system
to use when you terminate an employee.
This will detach the employee from all
regs that the employee has a candidate
requisition status type of 'FIL".

(The candidate requisition status type is
defined in the special handling code of the
user defined code 08/CN)

Enter a '1' to have the termination date
default into the date pay stops field.

Leave this blank if the termination date
should not default into the date pay stops
field.

(NOTE: If FSA claims are being used,
leave this field blank so that the employee
will not have a date in the date pay stops
field and will still be included in the

payroll.)
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Time Entry Processing Options

Time Entry by Individual - Canadian (P061121)

Processing Option Processing Options Requiring Further Description
1. Enter 'E'to use the Employee The processing options for multiple jobs operate in
Occupational Pay Rate Table or Enter 'U"  conjunction with each another. If you are not using
to use the Union Rate Table. multiple jobs, the system reads all information, except

If neither 'E' nor 'U' is entered, blank is the = the hourly rate, from the Employee Master table
default and the Hourly Rate from (FO60116). The hourly rate in the primary multiple job

Employee Multiple Job File will be used. record is the same as the hourly rate in the Employee
Master record.

2. If the Union Table is selected, enter ONLY
the Pay Type codes associated with the
entries you made in your Union Table.

If you entered Regular Pay Rate in Union
Table, enter Pay Type code here.

If you entered Premium Amounts in
Union Table, enter their Pay Type codes
here also.

If the Occupational Table is selected,
ONLY enter the Pay Type code for
"Regular".

Regular - Blank
Overtime - A
Doubletime - B
Tripletime - C
Holiday - D

NOTE: If you have entered codes in fields A,
B, C, or D; Time Entry will retrieve amounts
from table before applying overrides, such as
Shift Differential. If Union Table premiums are
NOT found, but you entered Pay Type codes
in A, B, C, or D, the Pay Type Multiplier will
also be applied before Shift Differential
overrides.
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Time Entry Processing Options

Processing Option

Processing Options Requiring Further Description

3. Enter '1'if using Multiple Jobs feature. The processing options for multiple jobs operate in
(Please refer to program helps for conjunction with each another. If you are not using
information about this processing option). multiple jobs, the system reads all information, except

the hourly rate, from the Employee Master table
(F060116). The hourly rate in the primary multiple job
record is the same as the hourly rate in the Employee
Master record.

4. Enter '1' to have batch numbers
automatically assigned.
(F13 will be Invalid.)

5. Enter '1' to have date and batch loaded
from the first timecard for this employee.

6. Enter 'l' to display batch statistics on
request.

7. Enter 1" to prevent changes and deletesto  The time entry records for employees who are
records locked to another user. included in an active payroll cycle display a message

that the employee is locked. Typically, only the person
who initiated payroll cycle processing should change
locked timecards. Leave this processing option blank
to give other users access to locked timecards.

When you change a locked timecard, you must run a
pre-payroll only for the changes.

See Processing Pre-Payroll for Changes Only.

8. Enter 'l' to edit Pay Type with job type
and step from the Classification/Pay
Cross Reference screen.

9. Enter 'l'to use Zero Billing Rate.

10. Enter '1' to load Pay Type Desc. into
Explanation field (YTEXR).

11. Enter '1' to request Canadian Employee
Entry.

Default is ' ' to request US Employee
Entry.

12. Enter '1' to automatically split time based
on Labor Distribution or Position Account
Distribution instructions.

Default is ' ' and time will not be split
unless F2 is used during Time Entry.

13. Enter '1' to default Equipment Worked On
(EQWO) from referenced Work Order.
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Time Entry Processing Options

Time Entry by Job (Business Unit) - Canadian (P061161)

Processing Option

Processing Options Requiring Further Description

1.

Enter 'E' to use the Employee
Occupational Pay Rate Table or Enter 'U'
to use the Union Rate Table.

If neither 'E' nor 'U' is entered, blank is the
default and the Employee Master hourly
rate will be used.

If the Union Table is selected, enter ONLY
the Pay Type codes associated with the
entries you made in your Union Table.

If you entered Regular Pay Rate in Union
Table, enter Pay Type code here.

If you entered Premium Amounts in
Union Table, enter their Pay Type codes
here also.

If the Occupational Table is selected,
ONLY enter the Pay Type code for
"Regular”.

Regular - Blank
Overtime - A
Doubletime - B
Tripletime - C
Holiday - D

NOTE: If you have entered codes in (more . . .)
fields A, B, C, or D; Time Entry will retrieve
amounts from table before applying overrides,
such as Shift Differential. If Union Table
premiums are NOT found, but you entered
Pay Type codes in A, B, C, or D, the Pay Type
Multiplier will also be applied before Shift
Differential overrides.

3.

Enter '1' to have batch numbers
automatically assigned.(F13 Invalid)

Enter '1' to have header information,
heading date and job loaded from the first
time card for this batch.
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Time Entry Processing Options

Processing Option

Processing Options Requiring Further Description

5. Enter one of the following Header Info.
Update Options:

(default = 0)

0 = Update time cards with header info.
during an add only.

1 = Update time cards with header info.
during an add and change.

NOTE: Header Info. Changes only allowed
when proc opt 4 is set to load headings.

6. Enter one of the following Check Route
Code Update Options:

0 = Update Master only if Blank
1 = Always Update Master
2 = Do Not Update Master

7. Enter one of the following Cost Code
window formats:

(default=1)
1 = Business Unit.Object.Subsidiary
2 = Business Unit.Subsidiary.Object

8. Enter '1' to have heading fields clear when
you press Enter.

9. Enter 'l to edit Pay Type with job type
and step from the Classification Pay
Cross-Reference screen.

10. Enter '1' to use Zero Billing Rate.

11. Enter '1' to default Equipment Worked on
from the work order referenced in the
Subledger field.

12. Enter '1l' to have Pay Type Desc. moved to
Explanation field in the fold area.

13. Enter '1' to request Canadian Employee
Entry.

Enter ' ' to request US Employee Entry.
(default="")
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Time Entry Processing Options

Daily Time Card Entry by Employee - Canadian (P061191)

Processing Option

Processing Options Requiring Further Description

1.

Enter 'E' to use the Employee
Occupational Pay Rate Table or

Enter 'U' to use the Union Rate Table.

If neither 'E' nor 'U' is entered, blank is the
default and the Employee Master hourly
rate will be used.

If the Union Table is selected, enter ONLY
the Pay Type codes associated with the
entries you made in your Union Table.

If you entered Regular Pay Rate in Union
Table, enter Pay Type code here.

If you entered Premium Amounts in
Union Table, enter their Pay Type codes
here also.

If the Occupational Table is selected,
ONLY enter the Pay Type code for
"Regular”.

Regular - Blank
Overtime - A
Doubletime - B
Tripletime - C
Holiday - D

NOTE: If you have entered codes in fields A,
B, C, or D; Time Entry will retrieve amounts
from table before applying overrides, such as
Shift Differential. If Union Table premiums are
NOT found, but you entered Pay Type codes
in A, B, C, or D, the Pay Type Multiplier will
also be applied before Shift Differential
overrides.

3.

Enter '1' to have batch numbers
automatically assigned.

(F13 will be Invalid)
Enter '1' to have header information,

heading date and job loaded from the first
time card for this batch.
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Time Entry Processing Options

Processing Option

Processing Options Requiring Further Description

5. Enter one of the following Header Info.
Update Options:

(default = 0)

0 = Update time cards with header Info.
during an add only.

1 = Update time cards with header Info.
during an add and change.

NOTE: Header Info. Changes only allowed
when Option No. 4 is set to load headings.

6. Enter one of the following Check Route
Code Update Options:

0 = Update Master only if Blank
1 = Always Update Master
2 = Do Not Update Master

7. Enter one of the following Cost Code
window formats:

(default=1)
1 = Business Unit.Object.Subsidiary
2 = Business Unit.Subsidiary.Object

8. Enter '1' to have heading fields clear when
you press Enter.

9. Enter 'l to edit Pay Type with job type
and step from the Classification Pay
Cross-Reference screen.

10. Enter '1' to use Zero Billing Rate.
11. Enter the beginning day of the week
where
Monday="1"'
Tuesday="2", etc.
(Default or "' is Monday)

12. Select what day of the week should be in
column one of the time entry screen. (Mon
=1, Tues =2, etc.)

13. Enter '1' to have default cursor on action
code.

Enter '0' to have default cursor on
Employee Number field.

14. Enter '1' to request Canadian Employee
Entry.

Default is ' ' to request US Employee
Entry.
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Time Entry Processing Options

Processing Option Processing Options Requiring Further Description

15. Enter '1' to default Equipment Worked On
(EQWO) from referenced Work Order.

16. Enter '1' to have Labor Distribution on
Accounts for this employee:

17. Enter '1"if using Multiple jobs features:

Time Entry by Individual - Canadian (P061171)

Processing Option Processing Options Requiring Further Description

1. Enter 'E' to use the Employee
Occupational Pay Rate Table or Enter 'U'
to use the Union Rate Table.

If neither 'E' nor 'U' is entered, blank is the
default and the Employee Master hourly
rate will be used.

2. If the Union Table is selected, enter ONLY
the Pay Type codes associated with the
entries you made in your Union Table. If
you entered Regular Pay Rate in Union
Table, enter Pay Type code here. If you
entered Premium Amounts in Union
Table, enter their Pay Type codes here
also.

If the Occupational Table is selected,
ONLY enter the Pay Type code for
"Regular".

Regular - Blank

Overtime - A

Doubletime - B

Tripletime - C

Holiday - D

NOTE: If you have entered codes in fields
A, B, C, or D; Time Entry will retrieve
amounts from table before applying
overrides, such as Shift Differential. If
Union Table premiums are NOT found,
but you entered Pay Type codes in A, B,
C, or D, the Pay Type Multiplier will also

be applied before Shift Differential
overrides.
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Time Entry Processing Options

Processing Option

Processing Options Requiring Further Description

3.

10.

Enter '1' to have batch numbers
automatically assigned.

(F13 will be Invalid).

Enter '1' to have heading date and batch to
be loaded from the first subfile record.

Enter '1' to display batch statistics on
request.

Enter '1' to prevent changes and deletes to
records locked to another user.

Enter '1' to edit Pay Type from
Classification/Pay X-Ref.

Enter '1' to load Pay Type Desc. into
explanation field (YTEXR)

Enter '1' to request Canadian Employee
Entry.

Default is ' ' to request US Employee
Entry.

Enter '1' to default Equipment Worked On
(EQWO) from referenced Work Order.
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Time Entry Processing Options

Batch Summary by Date (P061201)

Processing Option Processing Options Requiring Further Description

1. Enter Pay Types 001 thru 999. This will
break out Hours (Regular, Overtime, etc.),
based on the range of Pay Types you enter
in each column. e.g. Regular From Pay
Type - 001 " Thru Pay Type - 010

Regular Hours - From Pay Type
""-Thru Pay Type

Overtime (1.5) - From Pay Type
""-Thru Pay Type

Overtime (2.0) - From Pay Type
" " - Thru Pay Type(more)

Sick Hours - From Pay Type
""-Thru Pay Type

Vacation Hours - From Pay Type
""-Thru Pay Type

All Other Hours - From Pay Type
""" -Thru Pay Type

Note: If All Other Hours Pay Types are left
blank, system will pull in any previously
undisplayed types.

2. To have Column 7 heading say "Gross
Pay", enter an 'E'.

To have it say "Equipment Units/Hours",
entera'U'.
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Time Entry Processing Options

Batch Summary by Batch (P061211)

Processing Option Processing Options Requiring Further Description

1. Enter Pay Types 001 thru 999. This will
break out Hours (Regular, Overtime, etc.),
based on the range of Pay Types you enter
in each column. e.g. Regular From Pay
Type - 001 " Thru Pay Type - 010

Regular Hours - From Pay Type
""-Thru Pay Type

Overtime (1.5) - From Pay Type
""-Thru Pay Type

Overtime (2.0) - From Pay Type
""-Thru Pay Type

Sick Hours - From Pay Type
""-Thru Pay Type

Vacation Hours - From Pay Type
""-Thru Pay Type

All Other Hours - From Pay Type
""" -Thru Pay Type

Note: If All Other Hours Pay Types are left
blank, system will pull in any previously
undisplayed types.

2. To have the Column 7 heading say "Gross
Pay", enter an 'E'.

To have it say "Equipment Units/Hours",
enter 'U".

Payroll Exception Report (P063191)

Processing Option Processing Options Requiring Further Description

1. For weekly employees, enter
Minimum hours.

Maximum hours.

2. For biweekly employees, enter
Minimum hours.

Maximum hours.
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Time Entry Processing Options

Processing Option Processing Options Requiring Further Description

3. For semimonthly employees, enter
Minimum hours.

Maximum hours.

4. For monthly employees, enter
Minimum hours.

Maximum hours.

5. Enter the maximum allowable pay rate.

6. Enter the minimum allowable pay rate.

7. Specify From and Thru date if being run
stand alone.

From date(MM/DD/YY)
Thru date(MM/DD/YY)

8. Enter the type of Employee number to
print.

A = Address Book Number (Default)
S = Social Security Number

O = Additional Employee Number

Employee Time Sheets - Active Employees (P06338)

Processing Option Processing Options Requiring Further Description

1. Enter the day on which the pay period
begins.

0 = Sunday

1 = Monday

2 = Tuesday

3 = Wednesday
4 = Thursday

5 = Friday

6 = Saturday

2. Enter the date on which this pay period
begins.

3. Enter the pay period ending date.

4. Enter the number of additional lines to be
printed per employee.
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Time Entry Processing Options

Processing Option Processing Options Requiring Further Description

5. Enter the type of Employee Number to be
printed:

A - Address Book Number
S - Social Security Number

O - Additional Employee Number

6. Print Hourly Rate (Y/N)

Generate Accumulated Wages Timecards (P063910)

Processing Option Processing Options Requiring Further Description

Enter Pay period beginning date.
Enter Pay period ending date.
Is this a payoff (Y/N)?

If this is a payoff, enter the date to be paid
through.

Payroll Batch File Revisions with Review (P0601Z21)

Processing Option Processing Options Requiring Further Description

BATCH FILE REVIEW:

1. Enter a'l'to view the Batch Review
screen prior to working with the Payroll
Batch File Revisions.

The default value of blank will take you
directly to Time Entry.

FORMAT CONTROL:

2. Enter the default screen format as follows:
1 - Time Entry by Individual
2 - Time Entry by Job

BATCH NUMBER:

3. Enter a'l' to have the batch number
automatically assigned.

If set to '1', F13 will be invalid.
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Time Entry Processing Options

Processing Option Processing Options Requiring Further Description

HEADING FIELDS:

4. Enter a'l' to load heading fields from
FIRST subfile record.

5. Enter a'l' to have heading fields clear
with each update.

If left blank, fields will not clear.

TIME ENTRY BY JOB:

6. Enter the Cost Code Window Format as
follows:

1- BU.OBJ.SUB (Default)
2 - BU.SUB.OBJ

SPECIAL EDITS:

7. Enter 'l' to update Account Number or
Business Unit, Object and Subsidiary
fields while doing an add or change.

'0" is the default and will not update the
Account Number or Business Unit, Object
and Subsidiary fields.

*NOTE: If in Time Entry by Individual
and you enter a blank Account Number,
the Job Worked field will not be updated
with blanks.

Payroll Batch Server (XT06116Z1)

Processing Option Processing Options Requiring Further Description

PAY RATES:

1. If you wish to use the Employee
Occupational Pay Rate Table enter an (E).

If you wish to use the Union Table enter a
(V).

If left blank, neither will be used.

PAY TYPES:

2. Ifyou selected Occupational Pay Rates,
enter the pay type for Regular Pay.
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Time Entry Processing Options

Processing Option Processing Options Requiring Further Description

3. Ifyou selected Union Rates, enter the pay
type to be used for each of the following
categories:

Regular -
Overtime - A
Double time - B
Vacation - C
Holiday - D
4. Enter a'l' to edit Pay Type from
Classification Pay X-REF.

If left blank, editing will not occur.

BATCH NUMBER:

5. Enter a'l' to have batch numbers
automatically assigned.

If left blank, batch numbers will not be
assigned by the program.

RECORD LOCKS:

6. Entera'l'to prevent changes and
deletions to a record locked by another
user.

If left blank, changes and deletes will be
allowed

Payroll Batch File Processing (P061102)

Processing Option Processing Options Requiring Further Description

PROOF OR FINAL MODE:

1. Enter a'l'to process the batch
information in Final mode.

If left blank, the batch processing will be
performed in Proof mode and no file
updates will occur.

AUTOMATIC PURGE:

2. Enter a'l'to automatically purge
processed transactions from the batch file.

If left blank, transactions will be flagged
as processed and will remain in the file.

11-26 JD Edwards World, A9.1



Time Entry Processing Options

Processing Option Processing Options Requiring Further Description

ERROR FILE:

3. Enter a'l'to write error messages out to
the PC Batch Entry Error file (F0040).

If left blank, no records will be written to
the file.

DW VERSION FOR PAYROLL BATCH
SERVER:

4. Select the DREAM Writer version for
Payroll Batch Server (XT06116Z1).

The default value is XJDE0001.

This should only be changed by persons
responsible for system-wide setup.

Batch File Purge (POOPURGE)

Processing Option Processing Options Requiring Further Description

SAVE PURGED RECORDS:

1. Enter a'l'to save the purged records to a
special purge library.

(Default of blanks will NOT save any
purged records.)

REORGANIZE FILE:

2. Enter a'l'to reorganize the purged file.

(Default of blanks will NOT reorganize
the file.)
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Payroll Cycle Processing Options

Canadian Direct Deposit (P075501)

Processing Option Processing Options Requiring Further Description

Bank Direct Deposit Information
Payroll ID Number
Bank Data Centre Number - (5 pos.)

Company's Customer Number with the
Bank Data Centre - 10 pos., leading zeros
required.

Company Bank Number (3 Pos.)
Company Branch Number (5 pos.)

Company Bank Account Number -
(leading zeros required) (12 pos.)

Direct Deposit Register Version Number
(10 char) Default = XJDE0001

Create Payroll Journal Entries (P06220)

Processing Option Processing Options Requiring Further Description

1. Enter a'Y'to display the accrual factor
and override accounting date.

2.  Enter a'l'to copy labor hours to the units
for premium labor entries.

This only applies when the premium
portion of overtime is split from the labor
entry.
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Payroll Cycle Processing Options

General Ledger Post (P09800)

Processing Option

Processing Options Requiring Further Description

BATCH SELECTION:

1. Enter Batch Number or Batch Date or
Batch User ID

PRINT SELECTION:

2. ldentify how to print amount fields on
Post Journal:

'1' = to Millions (w/ commas)
'2' = to Billions (w/0 commas)

Blank (Default) = No Journal Printed.

3. Identify which account number to print
on report:

'1' = Account Number
'2' = Short Account ID
'3' = Unstructured Account

'4' = (Default) Number Entered During
Input

FIXED ASSETS:

4. Enter a'l'to post F/A entries to Fixed
Assets.

Note: DREAM Writer version ZJDE00O1 of
Post G/L Entries to Assets (P12800) is
executed when this option is selected. All
transactions selected from that DREAM Writer
will be posted rather than just the current
entries being posted to G/L.

5. Enter a'Y'if you wish to explode parent
item time down to the assembly
component level. Component billing rates
will be used. (This applies to batch type
T' only.)

CASH BASIS ACCOUNTING:

6. Enter a'l' to create and post Cash Basis
accounting entries. (Applies to batch type
G, K, M, W, &Ronly.)

7. Enter units ledger type for Cash Basis
Accounting entries.

(Default of blank will use "ZU" ledger
type.)

ACCOUNTING FOR 52 PERIODS:
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Payroll Cycle Processing Options

Processing Option

Processing Options Requiring Further Description

8. Enter a'l' for 52 Period Post.

Note: DREAM Writer data selection is used
for 52 period posting ONLY. It is NOT used
for the standard post to the F0902.
Additionally, 52 period date patterns must be
set up.

TAX FILE UPDATE:
9. Identify when to update the Tax Work file
(F0018):
'l'=V.A.T. or Use Tax only
'2' = for All Tax Amounts
'3' = for All Tax Explanation Codes
Blank (Default) = No Update to File

Note: When using Vertex Taxes the Vertex
Tax Register file will be updated instead of the
Tax Work file for methods '1', '2', and '3'.

10. Adjust VAT Account for Cash Receipt
Adjustments and Write Offs. Tax
explanation must be a 'V'.

'1' = update VAT amount only

'2' = update VAT amount, extended price
and taxable amount

11. Adjust VAT Account for Discount Taken.
The Tax Rules file must be set to Calculate
Tax on Gross Amount, including Discount
and Calculate Discount on Gross Amount,
including Tax. Tax explanation must be a
'V
'1' = update VAT amount only

'2' = update VAT amount, extended price
and taxable amount

PROPERTY MANAGEMENT:

12. Enter DREAM Writer version of Property
Management G/L Transaction Creation to
be executed.

Default is version ZJDE00O1. (This applies
to batch types '2' and '/".)

UPDATE OPTION:
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Payroll Cycle Processing Options

Processing Option

Processing Options Requiring Further Description

13. Enter '1' to update short ID number,
company, fiscal year/period humber,
century, and fiscal quarter in unposted
transaction records selected for posting.
(May be required for custom input
programs.)

REPORT FORMAT:

14. Enter a'l' to print the Posting Journal in a
198 character format.

The default of blank will print the format
with 132 characters.

DETAILED CURRENCY RESTATEMENT:

15. Enter a'l' to create currency restatement
entries. This creates records in the XA,
YA, and/or ZA ledgers depending on the
version you are running.

16. Enter the version of the Detailed Currency
Restatement (P11411) to execute.

Default of blank will execute ZJDE0001.

RECONCILIATION FILE PROCESSING:

17. Enter a'l' to update the Cross-
Environment Reconciliation file. Blank
will not update the reconciliation file.

Note: The Cross-Environment Reconciliation
file can also be updated through the stand-
alone Cross-Environment File Creation
program.

REVERSING JOURNAL ENTRIES:

18. When normal number of periods = 12 or
13 and posting a reversing entry into
period 12 or 13, enter a '1' to create
reversing journal entries to the first period
of the following year. This is to avoid
posting reversing entries to an adjusting
period.

Example: Normal number of periods = 12.
Period 12 ends 12/30/xx and period 13
ends 12/31/xx. Journal Entry date of
12/30/xx will post reversing entry to
period 01 of next year if processing option
issetto '1".

BATCH TYPE SELECTION:

Note: This option should NOT be changed by
User.
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Payroll Cycle Processing Options
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Payroll History Processing Options

Employee Pay & Tax Register (P07323)

Processing Option Processing Options Requiring Further Description

1) Enter the type of employee number to
print:

A = Address Book Number (Default)
S = Social Security Number
O = Third Employee Number

2) Enter date for the end period
(MMDDYY).

3) Enter the type of history to print =
Month-to-Date

1 = Quarter-to-Date w/Mthly Balances
2 = Quarter-to-Date totals only

3 = Year-to-Date w/Monthly Balances
4 = Year-to-Date w/Quarterly Balances
5 = Year-to-Date totals only

4) Print detailed transactions associated
with each balance (Y/N)

5) Enter '1' to print multiple employees
per page. Enter '0" to print one employee
per page. (Default ='0")

NOTE: The detailed transaction will only
print when requesting monthly totals;
summary totals do not permit this type of
detail.

6) Enter '1' to print company totals.

A blank is the default and will print detail
information and company.
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Payroll History Processing Options

DBA History Summary Report (P063101)

Processing Option Processing Options Requiring Further Description

1. Enter current period from date thru date

2. Enter 'l'to produce:
Deduction/Benefit Report - P063102
401-K Report - P063221
Investment Report - P063251

3. Enter Version Number for:
Deduction/Benefit Report - P063102
401-K Report - P063221
Investment Report - P063251

4. Enter Company No. to be processed :

Time & Pay Entry Register (P063002)

Processing Option Processing Options Requiring Further Description

1) Enter type of Time Cards that you wish to
print:

L = Labor Time Cards
R = Recharge Time Cards
E = Equipment Time Cards

2) If'L', enter Employee Number you wish
to print:

A = Address Book Number
S = Social Security Number
O = Third Employee Number

3) Print the General Ledgers Account
Number: (Y/N)
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Payroll History Processing Options

Transaction Ledger Inquiry (P060913)

Processing Option Processing Options Requiring Further Description

Select the following to Sort by: For the Time Accounting system, the option to sort by

1" - to sort on the Work Dates check Qate is not applicable as the system only
recognizes general ledger dates and work dates.

'2' - to sort on the Check Dates

When you sort by work date, the line-by-line
information on the Monthly Transaction Ledger form
might not match the corresponding information that
appears on Quarterly Balances/Payroll Month.

Select the following to Display:

'1' - to display Gross Pay (Wages)

‘2" - to display the Recharge Amounts (Default
Value)

Canadian Transaction Ledger Inquiry (P070912)

Processing Option Processing Options Requiring Further Description

Select the following to Sort by:
'1' - to sort on the Work Dates *

'2" - to sort on the Check Dates

Select the following to Display:
'1' - to display Gross Pay (Wages) *

'2' - to display the Recharge Amounts (* -
Default Value)

Time & Pay Inquiry (P06099)

Processing Option Processing Options Requiring Further Description

Select the following to Display:
'1' - to display Gross Pay (Wages) *

'2' - to display the Recharge Amounts (*
- Default Value)
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Payroll History Processing Options

Payroll Accrual Inquiry (P060931)

Processing Option Processing Options Requiring Further Description

1. Enter a'l'to display accrued information.

2. Entera'l'if you do not want dollar
amounts displayed.

3. Enter a'l'to display Payroll Month
history (F06146) for fiscal or anniversary
DBA:s.

A value of blank will display Fiscal
Anniversary (F06147) history.

YTD Balances - Leave with Dock Pay (P060932)

Processing Option Processing Options Requiring Further Description

1. Enter a'l'to display Payroll Month
history (F06146).

The default is to display history for the
fiscal or anniversary year when it exists
(FO6147).

Tax History by Company (P07416)

Processing Option Processing Options Requiring Further Description

1. Enter Fiscal Year. (Enter the same year in
Data Selection values.)

2. Enter Thru Period Number.

3. Enter the Company Number.

(Blank defaults to all companies)

4. Enter '1' to change report format to print
amounts greater than 10 million dollars.

‘0" is the default and will print format for
amounts less than 10 million dollars.

NOTE: This report is designed to print on
a 198 column printer. An alternative is to
print the report on a laser printer so that
all columns may be displayed.
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Payroll History Processing Options

PDBA History by Company (P06415)

Processing Option Processing Options Requiring Further Description

1) Enter Fiscal Year
2) Enter Thru Period Number

3) Enter the Company Number (Blank
defaults to all companies)

4)  Show hours on the Report (Y/N)

Note: This report is designed to print on a
198 column printer. An alternative is to print
the report on a laser printer so that all columns
may be displayed.

PDBA History by Employee (P064151)

Processing Option Processing Options Requiring Further Description

1. Specify the thru calendar quarter for this
payroll report.

'1' = 1st Calendar Quarter
2'=2nd""

'3=3rd""

‘4" =4th""

Default ="1'

2. Enter the employee number you wish to
print.

(Default ="A")

A = Address Book Number

S = Social Security Number
O = Third Employee Number

Note: This report is designed to print on a
198 column printer. An alternative is to print
the report on a laser printer so that all columns
may be displayed.
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Payroll History Processing Options

Paycheque History Detail (P073181)

Processing Option Processing Options Requiring Further Description

Enter the type of number you wish to
print.

A = Address Book Number

S = Social Security Number

O = Third Employee Number

Enter the beginning date to be processed

Enter the ending date to be processed.

Analysis of Hours Report - Address Book Number (P063271)

Processing Option Processing Options Requiring Further Description

1. Enter a two digit month.

If left blank the system will use the
current month.

2. Enter the type of employee number to
print.

A = Address Book Number (Default)
S = Social Security Number

O = Third Employee Number

Benefit Accrual Roster (P064501)

Processing Option Processing Options Requiring Further Description

1. Enter the FROM date for the range.
2. Enter the THRU date for the range.

3. Entera'l'to process fiscal and
anniversary history.

A blank will process payroll month
history.
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Payroll History Processing Options

Processing Option Processing Options Requiring Further Description

4. Select the Employee Number to print:
A = Address Book
S = Social Security
O = Third Employee

5.  Enter a'l' to process vacation and sick
benefits/accruals ONLY.

6. Enter a'l' to have vacation and sick dollar
amounts printed on the report.

Note: Dollars will not be printed for
benefits/accruals that use certain table
methods, regardless of whether there isa'l' in
this processing option. See program helps for a
list of these methods.

7. Enter a'l'to print the amount over limit.

8. Enter the DBA codes to process or leave
blank to process all.

1.

2.

9.
10.

9. Enter a'l'to print current dollars or leave
this processing option blank (* ") to print
historical dollars.

10. Enter a'l' to print the vacation and sick
hour amounts as days.

(Processing option 5 must be set to '1".)
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Payroll History Processing Options

YTD Balance - Leave with Dock Pay Report (P064502)

Processing Option Processing Options Requiring Further Description

1. Enter a'l'to display Payroll Month
history (F06146) or Leave blank for
Fisc/Ann history (F06147).

The default of blank displays Fisc/Ann
history when it exists.

2. Enter Year for Report.
Enter Current YR for Payroll Month.
Enter End YR for Fiscal/Ann.
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Interim Cheques Processing Options

Interim Check Entry (CANADA) (P070531)

Processing Option Processing Options Requiring Further Description

1. Enter the Job Queue name.

2. Enter the Deduction number for the
Advance.

3. Enter the Version of the Payroll Register
you are using.

4. Enter the Program Number for Time
Entry. (P061121, P066011 or P068011)

NOTE:

P061121 - Time Entry By Individual
P066011 - With Tip Information
P068011 - With Piecework Information

5. Entering a '1' will allow you to verify the
information entered on the Standard
Interim Cheque Entry Screen.

‘0" is the default and will bypass the
redisplay of this information.
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Payment Reconciliation Processing

Options

Payroll Bank Reconciliation (P063241)

Processing Option

Processing Options Requiring Further Description

Print employees’ names and number on the
report. (Y or N)

Select employee number to print:
A = Address Book Number
S = Social Security Number
O = Third Employee Number

Note: If employee's wages are deposited to
more than one account, and you wish to print
all accounts, you must specify Subsequent
Check Control number EQ *ALL in the
DREAM Writer data selection.
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Periodic Reports Processing Options

Federal Tax Distribution Summary (P073171)

Processing Option Processing Options Requiring Further Description

Enter the period ending date to be
processed.

Workers Compensation/General Liability Report - Canada (P06343)

Processing Option Processing Options Requiring Further Description

Enter type of report to be processed:
W = Workers Compensation Ins. Report

G = General Liability Ins. Report

Report Heading Date Stipulation:
From -
Thru -
Note: Dates are for documentation only.

Use DW selections for date range.

Select which employee humber to print:
A = Address Book Number
S = Social Security Number

O = Other Employee Number If you
wish to display County/Provincial
Information enter 'Y". (Y/N) Default =
N
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Periodic Reports Processing Options

Workers Compensation/General Liability Summary - Canada (P06343)

Processing Option

Processing Options Requiring Further Description

Enter type of report to be processed:

W = Workers Compensation Ins. Report

G = General Liability Ins. Report

Report Heading Date Stipulation:
From -
Thru -
Note: Dates are for documentation only.

Use DW selections for date range.

Select which employee number to print:
A = Address Book Number
S = Social Security Number

O = Other Employee Number If you
wish to display County/Provincial
Information enter 'Y". (Y/N)

Default=N

Survey of Employment, Payroll and Hours (P07841)

Processing Option

Processing Options Requiring Further Description

Process for Pay Period (Please make sure
that these dates are consistent with your

DATA SELECTION date range)

1. Starting Date

2. Ending Date

NOTE: UDC Tables 07/VH (Overtime
Pay) and 07/VI (Irregular Pay Types)

must be set up before running this report.
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Periodic Reports Processing Options

Quebec Parity Monthly Report (P07843)

Processing Option Processing Options Requiring Further Description

Specify the FIRST Pay Period Ending Date
to be included in this report

Specify the SECOND Pay Period Ending
Date to be included in this report

Specify the THIRD Pay Period Ending
Date to be included in this report

Specify the FOURTH Pay Period Ending
date to be included in this report

Specify the FIFTH Pay Period Ending date
to be included in this report

Specify the Assessable Rate

Provincial Tax Distribution Summary (P073163)

Processing Option Processing Options Requiring Further Description

Enter the period ending date to be
processed:

Create CCQ Report Workfile (P07100)

Processing Option Processing Options Requiring Further Description

1. Enter the Employer registration number.

2. Enter the FROM date for the reporting
period.

3. Enter the THRU date for the reporting
period.

4. Enter the pay type category for regular
pay.

5. Enter the pay type category for time and a
half.

6. Enter the pay type category for double
time.
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Periodic Reports Processing Options

Processing Option Processing Options Requiring Further Description

7. Enter the number of the DBA category
code (2-10) that contains the CCQ
reporting code.

8. Enter the DBA category code for vacation
and holiday pay.

9. Enter the DBA category code for union
and field dues.

10. Enter the DBA category code for pension
deductions and contributions.

11. Calculate assessable earnings as either the
vacation/holiday pay DBAs basis of
calculation OR accumulate pay types
within the category codes entered in the
next processing option.

B = Basis of calculation

C = Category codes

12. Enter the applicable pay type category
codes if the preceding processing option
isa'C'.

Pay type category code:
Pay type category code:
Pay type category code:
Pay type category code:

Pay type category code:

CCQ Report (P07110)

Processing Option Processing Options Requiring Further Description

1. Enter the DREAM Writer version for the
CCQ work file build.

Job Billing Register (P063200)

Processing Option Processing Options Requiring Further Description

1. Enter range of Dates to be included in the
processing: From - Thru
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Periodic Reports Processing Options

Processing Option

Processing Options Requiring Further Description

2.

3.

4.

Enter type of date ranges as above:

Wrk Dt/PPED - "' = Work Dates
'l' = Pay Per. End

Enter '1' to produce :

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

Enter version number for:

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

Job Billing Register (P063200)

Processing Option

Processing Options Requiring Further Description

1.

Enter range of Dates to be included in the
processing: From - Thru

Enter type of date ranges as above:

Wrk Dt/PPED - "' = Work Dates
'l' = Pay Per. End

Enter '1' to produce :

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302
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Periodic Reports Processing Options

Processing Option

Processing Options Requiring Further Description

4.

Enter version number for:

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

Job Billing Register (P063200)

Processing Option

Processing Options Requiring Further Description

1.

2.

3.

4.

Enter range of Dates to be included in the
processing: From - Thru

Enter type of date ranges as above:

Wrk Dt/PPED -'' = Work Dates
'1' = Pay Per. End

Enter '1' to produce :

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

Enter version number for:

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

11-52

JD Edwards World, A9.1



Periodic Reports Processing Options

Job Billing Register (P063200)

Processing Option

Processing Options Requiring Further Description

1. Enter range of Dates to be included in the
processing: From - Thru

2. Enter type of date ranges as above:
Wrk Dt/PPED - "' = Work Dates
'1' = Pay Per. End

3. Enter'l'to produce :
Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121
Job Billing H & W Summary P063122
Job Billing W/C by Job P063301
Job Billing PL & PD by Job P063302

4.  Enter version number for:
Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121
Job Billing H & W Summary P063122
Job Billing W/C by Job P063301
Job Billing PL & PD by Job P063302

Job Billing Register (P063200)

Processing Option

Processing Options Requiring Further Description

1. Enter range of Dates to be included in the
processing: From - Thru

2. Enter type of date ranges as above:
Wrk Dt/PPED - "' = Work Dates
'l' = Pay Per. End
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Periodic Reports Processing Options

Processing Option

Processing Options Requiring Further Description

3.

4.

Enter '1' to produce :
Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121
Job Billing H & W Summary P063122
Job Billing W/C by Job P063301
Job Billing PL & PD by Job P063302

Enter version number for:
Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121
Job Billing H & W Summary P063122
Job Billing W/C by Job P063301
Job Billing PL & PD by Job P063302

Job Billing Register (P063200)

Processing Option

Processing Options Requiring Further Description

1.
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Enter range of Dates to be included in the
processing: From - Thru

Enter type of date ranges as above:
Wrk Dt/PPED - '' = Work Dates
'1' = Pay Per. End

Enter '1' to produce :
Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121
Job Billing H & W Summary P063122
Job Billing W/C by Job P063301
Job Billing PL & PD by Job P063302
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Periodic Reports Processing Options

Processing Option

Processing Options Requiring Further Description

4.

Enter version number for:

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

Job Billing Register (P063200)

Processing Option

Processing Options Requiring Further Description

1.

4.

Enter range of Dates to be included in the
processing: From - Thru

Enter type of date ranges as above:

Wrk Dt/PPED -'' = Work Dates
'1' = Pay Per. End

Enter '1' to produce :

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302

Enter version number for:

Job Billing Register Detail P063201
Job Billing Register Summary P063211
Job Billing H & W Detail P063121

Job Billing H & W Summary P063122
Job Billing W/C by Job P063301

Job Billing PL & PD by Job P063302
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Periodic Reports Processing Options

Union Distribution Report (P063151)

Processing Option Processing Options Requiring Further Description

Specify the Pay Period Ending Date to be
printed on this report.

Note: This date is informational; you need to
specify the date range in data selection to be
processed.

Health & Welfare by Employee (P063112)

Processing Option Processing Options Requiring Further Description

1) Enter range of dates to be included in the
processing:

From -
Thru -

2) Enter type of date range as above
Work/PPED -

"' = Work Dates
'1' = Pay Per. End
3) Enter 'l for a total page by payee.
4) Select employee number to print:
A = Address Book Number
S = Social Security Number

O = Third Employee Number
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Periodic Reports Processing Options

Health & Welfare by Payee & Employee (P063132)

Processing Option Processing Options Requiring Further Description

1. Enter Range of dates to be included in the
processing:

From -
Thru -

2. Enter type of date ranges as above:
Wrk Dt/PPED- "' = Work Dates
'1' = Pay Per. End

3. Enter 'l for a total page by payee.

4.  Select employee number to print:
A = Address Book Number
S = Social Security Number
O = Third Employee Number

5. Enter 'Y' to suppress print of wages.

Health & Welfare by Payee & Union (P063142)

Processing Option Processing Options Requiring Further Description

1) Enter range of dates to be included in the
processing:

From -
Thru -

2) Above dates by Pay Period End, or Work
Dates:

"' = Work Dates
'1' = Pay Per. End
2) Enter 'l for a total page by payee.

Canadian Payroll Guide (Revised - August 25, 2008) 11-57






Record of Employment Processing —
Processing Options

Create Multiple ROE Requests (P070620)

Processing Option Processing Options Requiring Further Description

1. Enter the number of employees to process
(Default is 100 employees):

2. Enter 'Y' to display those employees who
already have an "open" ROE (Y/N):

(Default is 'N")

3. Enter'Y' to display those employees who
do not have any Ul records (Y/N):

(Default is 'N")
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Journal Entry Processing Prior to the
Payroll Cycle Processing Options

Generate Timecard Journals (P062901)

Processing Option Processing Options Requiring Further Description

This option will submit a batch job to generate
daily timecard journals.

1. Enter G/L Date for Journal Entries:

2. Include Processing of Benefits:
A. Process non-monthly benefits.(Y/N)
B. Process monthly benefits. . .(Y/N)

NOTE: Include monthly benefits only
when the last timecards for a calendar
month are being processed. The month is
always assumed to be the month of the
G/L date. Monthly benefits will not be
processed alone. Both A and B must be
yes for monthly to be processed.

3. To process Intercompany Settlements
enter: Y/N

4. Enter a'Y'if you wish to explode parent
item time down to the assembly
component level. Component billing rates
will be used.

5. Enter a'l'to copy labor hours to the units
for premium labor entries.

This only applies when the premium
portion of overtime is split from the labor
entry.
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Journal Entry Processing Prior to the Payroll Cycle Processing Options

General Ledger Post (P09800)

Processing Option Processing Options Requiring Further Description

BATCH SELECTION:

1. Enter Batch Number or Batch Date or
Batch User ID

PRINT SELECTION:

2. ldentify how to print amount fields on
Post Journal:

'1' = to Millions (w/ commas)
'2' = to Billions (w/0 commas)

Blank (Default) = No Journal Printed.

3. Identify which account number to print
on report:

'1' = Account Number
'2' = Short Account ID
'3' = Unstructured Account

'4' = (Default) Number Entered During
Input

FIXED ASSETS:

4. Enter a'l'to post F/A entries to Fixed
Assets.

Note: DREAM Writer version ZJDE00O1 of
Post G/L Entries to Assets (P12800) is
executed when this option is selected. All
transactions selected from that DREAM Writer
will be posted rather than just the current
entries being posted to G/L.

5. Enter a'Y'if you wish to explode parent
item time down to the assembly
component level. Component billing rates
will be used. (This applies to batch type
T' only.)

CASH BASIS ACCOUNTING:

6. Enter a'l' to create and post Cash Basis
accounting entries. (Applies to batch type
G, K, M, W, &Ronly.)

7. Enter units ledger type for Cash Basis
Accounting entries.

(Default of blank will use "ZU" ledger
type.)

ACCOUNTING FOR 52 PERIODS:
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Journal Entry Processing Prior to the Payroll Cycle Processing Options

Processing Option

Processing Options Requiring Further Description

8. Enter a'l' for 52 Period Post.

Note: DREAM Writer data selection is used
for 52 period posting ONLY. It is NOT used
for the standard post to the F0902.
Additionally, 52 period date patterns must be
set up.

TAX FILE UPDATE:
9. Identify when to update the Tax Work file
(F0018):
'l'=V.A.T. or Use Tax only
'2' = for All Tax Amounts
'3' = for All Tax Explanation Codes
Blank (Default) = No Update to File

Note: When using Vertex Taxes the Vertex
Tax Register file will be updated instead of the
Tax Work file for methods '1', '2', and '3'.

10. Adjust VAT Account for Cash Receipt
Adjustments and Write Offs. Tax
explanation must be a 'V'.

'1' = update VAT amount only

'2' = update VAT amount, extended price
and taxable amount

11. Adjust VAT Account for Discount Taken.
The Tax Rules file must be set to Calculate
Tax on Gross Amount, including Discount
and Calculate Discount on Gross Amount,
including Tax. Tax explanation must be a
'V
'1' = update VAT amount only

'2' = update VAT amount, extended price
and taxable amount

PROPERTY MANAGEMENT:

12. Enter DREAM Writer version of Property
Management G/L Transaction Creation to
be executed.

Default is version ZJDE00O1. (This applies
to batch types '2' and '/".)

UPDATE OPTION:
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Journal Entry Processing Prior to the Payroll Cycle Processing Options

Processing Option Processing Options Requiring Further Description

13. Enter '1' to update short ID number,
company, fiscal year/period humber,
century, and fiscal quarter in unposted
transaction records selected for posting.
(May be required for custom input
programs.)

REPORT FORMAT:

14. Enter a'l' to print the Posting Journal in a
198 character format.

The default of blank will print the format
with 132 characters.

DETAILED CURRENCY RESTATEMENT:

15. Enter a'l' to create currency restatement
entries. This creates records in the XA,
YA, and/or ZA ledgers depending on the
version you are running.

16. Enter the version of the Detailed Currency
Restatement (P11411) to execute.

Default of blank will execute ZJDE0001.

RECONCILIATION FILE PROCESSING:

17. Enter a'l' to update the Cross-
Environment Reconciliation file. Blank
will not update the reconciliation file.

Note: The Cross-Environment Reconciliation
file can also be updated through the stand-
alone Cross-Environment File Creation
program.

REVERSING JOURNAL ENTRIES:

18. When normal number of periods = 12 or
13 and posting a reversing entry into
period 12 or 13, enter a '1' to create
reversing journal entries to the first period
of the following year. This is to avoid
posting reversing entries to an adjusting
period.

Example: Normal number of periods = 12.
Period 12 ends 12/30/xx and period 13
ends 12/31/xx. Journal Entry date of
12/30/xx will post reversing entry to
period 01 of next year if processing option
issetto '1".

BATCH TYPE SELECTION:

Note: This option should NOT be changed by
User.
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AAls, See Automatic accounting instructions
Accounts Payable system, 1-2
Accumulated wages
attaching a contract calendar, 2-19
generating timecards, 3-51
insufficient hours accumulated, 3-51
multiple jobs, 2-69
Additional Payroll Cycle Parameters form, 4-13
Address form, 2-14, 2-47
Advance Payoff Parameters form, 6-26
Advances
flat dollar interim cheque, 6-21
multiple, 6-28
net amount interim cheque, 6-24
Time Entry by Individual form, 6-27
Analysis of Hours report, 5-45
Anniversary balances
reviewing, 5-21
Assigning a new cheque number and date, 5-33
Assigning category codes and geographic data
codes, 2-61
Assigning DBASs, 2-29
Attaching a contract calendar, 2-19
Auto Deposit Instructions form, 2-36
detail area, 2-37
Autodeposit, See Automatic deposit and Auto
deposit
Automatic accounting instructions
overview, 1-8
Automatic advance processing format, 6-5
Automatic deposit
entering instructions, 2-35
voiding, 5-33
Automatic deposits
printing with cheques, 4-40
Automatic Overtime Calculation report, 3-49
Automatic Timecard Generator form, 3-45
Autopay
overview, 1-6
standard hours displayed
pre-payroll, 4-15
Available leave
reviewing information, 5-27
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Balances
anniversary
reviewing, 5-21
fiscal
reviewing, 5-21
Bank Reconciliation Register, 7-7
Bank tape, See Magnetic tapes
Basic Employee Revisions form, 2-46
Batch
approving for post, 4-98
approving from post, 4-98
Batch Review by Pay Type form, 3-35
Batch Summary by Batch form, 3-33
Detail Batch Review form, 3-36
journal entries
reviewing, 4-93
preventing posting, 4-98
purging
uploaded batches, 3-60
reviewing detail information, 3-35
reviewing timecards, 3-31
reviewing totals by batch, 3-33
Batch File Revisions by Individual form, 3-57
Batch Summary by Batch form
work date, 3-34, 3-35, 3-36
Benefit/Accrual Inquiry form, 5-26
Benefits
calculations
timecard pro forma journal entries, 10-7
Bonus
entering by employee, 3-8

C

Calculating an employee's hourly rate, 3-6
Calendar month
payroll history, 5-2
Calendar Transaction Ledger form, 5-19
detail area, 5-19
Canadian Cheque Print Parameters screen, 4-37, 4-
39
correcting printer errors, 4-44
Canadian Direct Deposit Report, 4-55
Canadian Employment Insurance Register, 4-83
Canadian tax information
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entering, 2-17
Canadian tax information form, 2-17
Category codes
assigning, 2-61
timecards by day, 3-23
timecards by job or business unit, 3-20
Category Codes and Geographic Data form, 2-62
CCQ, See Commission de la Construction du
Quebec
Changes only processing
after printing payments, 4-23
pre-payroll, 4-21
Changing an interim cheque, 6-15
Changing employee information
on employee entry, 2-13
Changing employee information on a Record of
Employment (ROE), 9-11
Changing payment reconciliation status manually,
7-5
Changing profile data, 2-83
Check control number
on Payroll Register, 4-17
Check Reconciliation - Update History report
reconciled field, 7-6
status field, 7-6
Checks, See Paychecks and Payments
interim, See Interim checks
locating, 5-34
Cheque Reconciliation - Update History report, 7-5
Cheque Reconciliation form, 7-4
Cheques, See Paycheques and Payments
interim, 6-1
new number and date, 5-33
printing, 4-36
voided
correcting, 5-33
Choosing an existing Payroll ID, 4-16
Comments
attaching to Records of Employment (ROEs), 9-5
Commission de la Construction du Quebec (CCQ)
report, 8-9
building the workfile, 8-9
printing, 8-9
reported deductions, 8-10
Commission information
entering, 2-41
Commission Information form, 2-42
Contract Billing system, 1-2
Contract Calendar form, 2-19
Contract calendars
attaching to employee record, 2-19
entering multiple jobs, 2-69
removing, 2-22
Copy Text form, 2-80
Copying all profile data for an employee, 2-82
Copying labour distribution instructions, 3-14
during time entry, 3-14
Copying profile data, 2-79
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Correcting a serial number for an ROE, 9-23
Correcting errors in pre-payroll processing, 4-101
Correcting printer errors, 4-43
Create Multiple ROE Requests form, 9-7, 9-8
Create Single ROE Request form, 9-4
holiday table, 9-10
Creating a new payroll ID, 4-7
Creating a version of the Payroll batch server, 3-59
Creating the CCQ workfile, 8-9
Creating the Job Billing Register Workfile, 8-11
Creating the workfile for pro forma journal entries,
4-74
Creating timecards from uploaded information, 3-
59

D

Daily operations
overview, 1-8
Daily Timecard Entry form, 3-22
Dates, Eligibility, and EEO form, 2-54
DBA Audit report, 5-9
DBA Instructions form, 2-30
detail area, 2-31
DBA One-Time Overrides form, 3-13
detail area, 3-13
reviewing DBA information, 3-14
reviewing timecards, 3-14
DBA Register, 3-38, 4-83
DBAs, See Deductions, benefits and accruals
(DBASs)
Deduction Benefit Register report, 5-7
Deductions, benefits, and accruals (DBAS)
assigning, 2-29
Audit report, 5-9
calculation errors, 4-102
DBA Register, 4-83
employee instructions, 2-28
overriding temporarily
by employee, 3-12
overview, 1-7
reviewing, 2-34
summary reports, 5-7
Defining occupational pay rate tables, 2-69
Deleting a Record of Employment (ROE), 9-22
Deleting an interim cheque, 6-23
Deleting an unposted batch of pro forma journals,
10-7
Deleting information
profile data, 2-84
Deletion of Issued ROE form, 9-23
Denominations report, 4-55
Detail Batch Review form, 3-36
Dock pay
Available Leave report, 5-50
year-to-date balances, 5-50
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E

El, See Employment insurance
Employee
timecards for, See Timecards by employee
Employee DBA Instructions report, 2-98
Employee DBA Review form, 2-34
Employee entry
attaching a contract calendar, 2-19
Employee Entry form, 2-4
Employee information
Address Book, 2-14
alternative entry method, 2-13
basic employee data, 2-45
category codes and geographic data codes, 2-61
commissions, 2-41
DBA amounts override, 3-12
deductions, benefits, and accruals (DBASs), 2-28
deleting records, 2-13
employee master
updating, 2-112
employee status, 2-99
entering, 2-3
entering additional data for existing employees,
2-50
entering additional information, 2-45
entering dates, eligibility, and EEO information,
2-54
entering instructions, 2-25
entering international information, 2-58
future changes
entering, 2-109
for data item, 2-108
pay rates, 2-105
labour distribution instructions, 2-25
mass changes, 2-113
master record
defined, 2-1
multiple jobs, 2-65
pay and tax information, 2-51
profile data, 2-73
defined, 2-2
profile reports, 2-91
rehiring, 2-104
updating DBA instructions, 2-105
reviewing, 2-95
revising, 2-99
terminating an employee, 2-100
Employee Information form, 2-76
Employee instructions
automatic deposit instructions, 2-35
Employee Instructions form
code format, 2-78
copying narrative text, 2-79
Employee International Data form, 2-59
Employee Labor Distribution report, 2-97
Employee Labour Distribution report
processing options, 2-98
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Employee Lockout form, 4-59
Employee Master Mass Changes form, 2-114
Employee Master Revisions form, 2-109
detail area, 2-110
Employee Multiple Job Entry form, 2-66
detail area, 2-67
Employee Pay and Tax Register, 5-6
Employee Profile Workfile report, 2-94
Employee Roster, 2-95
Employee Roster with Rates, 2-96
Employee Time Sheets report, 3-39
Employment insurance (El), 9-3
Holiday Plan Master form, 9-10
updating, 9-13
updating history only, 9-16
Entering a bonus for an employee, 3-8
Entering a single ROE, 9-3
Entering a standard interim cheque, 6-6
Entering additional data for an existing employee,
2-50
Entering additional employee information, 2-45
Entering an interim cheque for a flat dollar
advance, 6-21
Entering an interim cheque for a net advance, 6-24
Entering an interim cheque for a termination, 6-15
Entering an interim cheque to record manual
calculations, 6-18
Entering automatic deposit instructions, 2-35
Entering basic employee data, 2-45
Entering changes for rates only, 2-105
Entering commission information, 2-41
Entering dates, eligibility, and EOC information, 2-
54
Entering employee instructions, 2-25
Entering employee master information, 2-3
Entering employee multiple job information, 2-65
Entering essential timecard information
by employee, 3-4
Entering essential timecard information by job or
business unit, 3-18
Entering future changes, 2-109
Entering interim cheques, 6-5
Entering intrnational employee information, 2-58
Entering labour distribution instructions, 2-25
Entering multiple Records of Employment (ROEsS),
9-6
Entering pay and tax information, 2-51
Entering profile data, 2-73
Entering profile data in code format, 2-77
Entering profile data in narrative format, 2-74
Entering records of employment, 9-3
Entering site information, 3-20
timecards by job or business unit, 3-19
Entering timecards by day, 3-21
Entering timecards by job or business unit, 3-17
Entering timecards with equipment information, 3-
25
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Entering work order information, 3-9 Canadian Cheque Print Parameters, 4-37, 4-39
by employee, 3-9 Canadian Tax Information, 2-17
Equal Opportunity Commission (EOC) Category Codes and Geographic Data, 2-62
entering information, 2-54 Cheque Reconciliation, 7-4
visible minorities Commission Information, 2-42
entering information, 2-61 Contract Calendar, 2-19
Equipment information, See Timecards by Copy Text, 2-80
employee with equipment Create Multiple ROE Requests, 9-7, 9-8
entering timecards with, 3-25 Create Single ROE Request, 9-4
Equipment/Plant Management system, 1-2 Daily Timecard Entry, 3-22
Errors Dates, Eligibility, and EEO, 2-54
DBA calculation, 4-102 DBA Instructions, 2-30
examples of payroll errors, 4-101 DBA One-time Overrides, 3-13
group plan, 4-103 Deletion of Issued ROE, 9-23
Estimated pay, 6-28 Detail Batch Review, 3-36
Example Employee DBA Review, 2-34
specifying search criteria, 2-88 Employee Entry, 2-4
Employee Information, 2-76
F Employee Lockout, 4-59
Employee Master Mass Changes, 2-114
Features Employee Master Revisions, 2-109
employee information, 1-3 Employee Multiple Job Entry, 2-66
file tax forms, 1-5 Final Update, 4-91
government reporting requirements, 1-5 General Ledger Batch Review, 4-97
payment options, 1-3 History and Turnover Information Only, 2-15, 2-
payroll environment, 1-3 47
payroll history, 1-5 Holiday Plan Master, 9-10
Payroll overview, 1-2 Interim Check Parameters, 6-7
payroll processing, 1-4 Interim Cheque Entry, 6-10, 6-17, 6-20
printing checks, 1-3 Interim Cheque Inquiry, 6-11, 6-14
tax calculation, 1-3 Interim Delete Control, 6-23
time entry methods, 1-3 International Data, 2-59
Federal Tax Distribution Summary report, 4-20 Journal Entries, 4-97
Files, See Tables Labor Distribution Pay Period, 3-15
Final update Mass Change - Data Selection, 2-114
abnormal endings, 4-91 Mass Change - Employee Selection, 2-115
running, 4-89, 4-90 Master Pay Cycles, 4-9
Final Update form, 4-91 Monthly Net/Cumulative Taxes, 5-5
Fiscal balances Monthly Tax Ledger, 5-6
reviewing, 5-21 Monthly Transaction Ledger, 5-20
Flat dollar advance Net Pay Instructions, 4-28
interim cheques, 6-21 Net-Cumulative/Calendar Month, 5-18
Forms Net-Cumulative/Payroll Month, 5-16
Additional Payroll Cycle Parameters, 4-13 Occupational Pay Rates, 2-70
Address, 2-47 Pay and Tax Information, 2-52
Address Window, 2-14 Pay Cycle Review/Reset, 4-26, 4-57
Advance Payoff Parameters, 6-26 Pay Rate Information, 2-106
Auto Deposit Instructions, 2-36 Paycheck Inquiry and Void, 5-31
Automatic Timecard Generator, 3-45 Paycheque Inquiry and Void, 5-31
Basic Employee Revisions, 2-46 Paycheque Review & Void, 5-30
Batch File Revisions by Individual, 3-57 Payroll Batch File Review, 3-55
Batch Review by Pay Type, 3-35 Payroll Journal Batch Review, 4-95
Batch Summary by Batch, 3-33 Payroll Journal Entries, 4-75
Benefit/Accrual Inquiry, 5-26 Payroll Reports Only, 4-82
by Employee Payroll Version ID Employee, 4-59
timecards, 3-4 Payroll Version ID Employee Window, 4-27
by Employee with Equipment, 3-26 Pre-Payroll Processing, 4-8

Calendar Transaction Ledger, 5-19
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Pre-Payroll Processing-ID Summary, 4-28

Print Checks Parameters, 4-68

Print Multiple ROEs, 9-14, 9-16

Print Paycheques, 4-41

Print ROEs/Update History, 9-14

Profile by Data Type, 2-86

Profile by Employee, 2-85

Profile Copy, 2-82

Profile Data Entry, 2-75

Profile Multiskill Search, 2-89

Quarterly Balances/Calendar Month, 5-15

Quarterly Balances/Payroll Month, 5-14

Quarterly Tax Balances, 5-4

Re-issue of Issued ROE, 9-22

Reissue Paycheques, 5-34

Reset Payroll Lockout, 4-61

Reset Payroll Parameters, 4-70

Review by Date, 3-32

ROE Comments Window, 9-5

ROE Detail Inquiry, 9-20

ROE Summary Inquiry, 9-21

Summary of Multiple ROE Print, 9-16

Termination/Rehire, 2-102

Time and Pay Inquiry, 5-25

Time Entry by Individual, 6-11, 6-27

Timecard Journal Batch Review, 10-5

Update History Only, 9-17

YTD Balances/Fiscal & Anniversary, 5-21
Future changes

effective date, 2-111

employees with contract calendars attached, 2-

112

entering, 2-109

future values, 2-111

hourly and salary rates, 2-111

revision methods, 2-111

terminating an employee, 2-111

G

General Accounting system, 1-2
General Ledger Batch Review form, 4-97
General ledger entry
reversing, 5-32
General Ledger Posting Journal, 4-100
General liability
payroll history, 5-23
Generating overtime timecards automatically, 3-43
Generating timecard pro forma journal entries, 10-3
Generating timecards for accumulated wages, 3-51
Geographic data codes, 2-61
Governmental reports, 8-3
Commission de la Construction du Quebec, 8-9
federal tax distribution, 8-3
Provincial Tax Distribution Summary, 8-8
Report on Hirings, 8-7
Survey of Employment, Payroll, and Hours, 8-5

Canadian Payroll Guide (Revised - August 25, 2008)

Workers Compensation Register, 8-4

H

Health and Welfare Reports
by employee, 8-19
by payee and employee, 8-20
by payee and union, 8-21
Historical Payroll Register
date range, 5-48
History, See Employee history, See Payroll history
History and turnover, See Employee history and
turnover
History and turnover information
new employee, 2-15
History and Turnover Information Only form, 2-15,
2-47
Holiday Plan Master form, 9-10
Holiday table
setup
Records of Employment (ROEs), 9-9
when to use, 9-9
Hourly rate
overview, 1-6
Human Resources system, 1-1

Interim Check Parameters form, 6-7
Interim Cheque Entry form, 6-10
flat dollar advance, 6-22
record manual calculations, 6-20
termination cheque, 6-17
Interim Cheque Inquiry form, 6-11, 6-14
Interim cheques, 6-1
batch processing, 6-1
changing, 6-15
deleted, 6-24
deleting, 6-23
entering, 6-5
flat dollar advance, 6-21
net advance, 6-24
standard, 6-6
termination, 6-15
format 2
net advance, 6-24
when to use, 6-5
Interim Cheque Integrity report, 4-84
locked employees in active payroll, 6-13
manual calculations, 6-18
merged cheques, 6-13
overview, 1-8
payroll cycle, 6-32
printing, 6-29
regular payroll cycle, 6-31
reviewing calculations, 6-14
timecard status code, 6-24
updating, 6-31
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when to print and update, 6-1
Interim Delete Control form, 6-23
International information

Canadian employees

additional information, 2-60

entering, 2-58

J

Job Billing Register
creating the workfile, 8-11
Job Billing Registers
Detail, 8-12
General Liability by Job, 8-17
Health and Welfare Summary, 8-15
reviewing the detail, 8-12
Job Cost system, 1-2
Job logs
payroll processing, 4-14
Job or business unit
essential timecard information, 3-18
timecards, 3-17
Job type versus job
overview, 1-5
Job, trust, and union reports, 8-11
Journal Batch Proof
rerunning, 4-79
Journal entries
deleting an unposted batch, 10-7
locked timecards, 10-8
Pay Period Journal Batch Proof report, 4-78
payroll cycle, 4-93
posting
manually, 4-99
timecard pro forma, 10-6
pro forma
processing, 4-73
pro forma from timecards, 10-3
pro forma workfile
creating, 4-74
processing
prior to the payroll cycle, 10-3
rerunning, 4-71
reviewing
timecard pro forma batches, 10-4
reviewing batches, 4-93
revising, 4-96
timecard pro forma
benefit calculations, 10-7
timecard pro forma batches
type 5, 10-5
type P, 10-5
timecards in an active ID, 10-7
working with, 4-93
Journal Entries form, 4-97
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L

Labor distribution instructions
copying
multiple jobs, 3-15
Labor Distribution Pay Period form, 3-15
Labour distribution instructions, 2-25
copying, 3-14
by hour, 3-14
by percentage, 3-15
Locating people who meet multiple criteria, 2-87
Locked employees
displayed during payroll cycles, 4-30
payroll cycle, 4-2, 4-3
Locked timecards
revising, 3-41

M

Manual calculations
interim cheques, 6-18
Mass Change - Data Selection form, 2-114
Mass Change - Employee Selection form, 2-115
detail area, 2-116
responding to the yes or no prompt, 2-117
Mass changes, 2-113
applying changes, 2-117
employees with contract calendars attached, 2-
118
omitting and reloading employees, 2-117
Master Pay Cycles form
creating a payroll ID, 4-9
Menu overview, 1-8
Monthly Net/Cumulative Taxes forms, 5-5
Monthly tax balances, 5-4
Monthly Tax Ledger form, 5-6
Monthly Transaction Ledger form, 5-20
Multi-cheque processing, 6-28
Multiple job information
copying labour distribution, 3-15
entering, 2-65
labour distribution instructions, 2-28

N

Net pay instructions
overview, 1-7
Net Pay Instructions form, 4-28
Net-Cumulative/Calendar Month form, 5-18
Net-Cumulative/Payroll Month form, 5-16
reviewing transaction details, 5-17

O

Occupational pay rates

defining, 2-69

in time entry, 2-71
Occupational Pay Rates form, 2-70
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Overriding DBA amounts temporarily, 3-12
Overriding system-supplied information
temporarily, 3-11
Overtime timecards
generating, 3-43
when to generate, 3-43
Overview
menu overview, 1-8
payroll system flow, 1-8
system features, 1-2
system integration, 1-1
terms and concepts, 1-5

P

Pay
estimated, 6-28
Pay and Tax Information form, 2-52
Pay Cycle Review/Reset form, 4-26, 4-57
detail area, 4-27
Pay frequency
overview, 1-6
Pay Period Journal Batch Proof report
rerunning, 4-79
Pay Period JOurnal Batch Proof report, 4-79
Pay Rate Information form
future rate changes, 2-106
Pay rates
changing
timecards, 3-6
defining occupational tables, 2-69
future changes, 2-105
employees with contract calendars attached, 2-108
Pay types
Batch Review by Pay Type form, 3-35
estimated pay, 6-28
overview, 1-6
reviewing timecards, 3-34
Paychecks, See Checks and Payments
locating, 5-34
Paycheque Inquiry and Void form, 5-31
Paycheques, See Cheques and Payments
defined, 4-33
Payment history
reconciling automatically, 7-5
Payment history information
reviewing, 5-32
Payment reconciliation, 7-1, 7-3
changing status manually, 7-5
reconciling payment history, 7-5
reviewing status, 7-3
Payment reports
pre-payroll, 4-21
Payments, See Correcting payments
attachments, 4-35
automatic deposit, 4-33
correcting printer errors, 4-43
correcting the payment date, 4-36
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duplicate numbers, 4-35
Paycheque Review & Void form, 5-30
paycheques, 4-33
payslips, 4-33
printing, 4-34
printing cheques only, 4-36
reconciliation, See Payment reconciliation
reconciling, 7-3
reprinting, 4-35
revisions, See Pay rate revisions
terminate employee
cease pay, 2-101
continue pay, 2-101
version number, 4-35
voided
on cheque register, 4-45
voiding, 5-29
workfile
resetting, 4-63, 4-66
Payroll
overview, 1-1
pre-payroll, See Pre-payroll processing
Summary Payroll Register, 4-86
system features, 1-2
system flow, 1-8
system integration, 1-1
Payroll Batch File Review form, 3-55
detail area, 3-56
Payroll Cheque Register, 4-54
Payroll cycle
final update, 4-89, 4-90
interim cheques, 6-31
interim cheques only, 6-32
journal entries, 4-93
locked out employees, 4-2, 4-3
overview, 4-1
payroll IDs, 4-2
printing reports, 4-82
reloading reports, 4-83
reports, 4-81
selecting versions, 4-83
reset authorization, 4-58
resetting individual employee records, 4-58
resetting status codes, 4-70
resetting steps, 4-57
resetting the payment workfile, 4-63, 4-66
resetting the payroll 1D, 4-60
reviewing information, 4-25
Payroll Exception report, 3-37
Payroll history, 5-1
benefits and accruals, 5-26
calendar month, 5-2
calendar transaction ledger, 5-18
DBA Audit report, 5-9
earnings and tax information history, 5-3
fiscal and anniversary balances, 5-21
monthly DBA balances by calendar month, 5-17
monthly PDBA balances by payroll month, 5-16
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monthly tax balances, 5-4
monthly tax ledger, 5-5
monthly transaction ledger, 5-19
payments, 5-29
payroll month, 5-2
PDBA balances by payroll month, 5-13
quarterly PDBA balances by calendar month, 5-
15
quarterly tax balances, 5-3
reports
Analysis of Hours, 5-45
DBA summaries, 5-7
earnings and tax history, 5-35
Employee Pay and Tax Register, 5-6
Historical Payroll Register, 5-46
Paycheque History Detail, 5-44
PDBA History by Company, 5-11, 5-40
PDBA History by Employee, 5-42
Tax History by Company, 5-36
Tax History by Employee, 5-38
Time and Pay Entry Register, 5-10
reviewing reports, 5-35
time and pay, 5-24
transaction history, 5-13
voiding payments, 5-29
workers compensation and general liability, 5-23
Payroll IDs
choosing an existing, 4-16
creating, 4-7
deleting parameters, 4-61
payroll cycle, 4-2
resetting, 4-60
version numbers, 4-6
Payroll Journal Batch Review form, 4-95
Payroll Journal Entries form, 4-75
Payroll month
payroll history, 5-2
Payroll Register
pre-payroll, 4-17
Payroll registers
pre-payroll, 4-16
Payroll reports
rerunning, 4-71
Payroll Reports Only form, 4-82
Payroll Version ID Employee form
resetting records, 4-59
Payroll Version ID Employee Window, 4-27
Payroll Voucher Edit report, 4-92
Periodic operations
overview, 1-8
Periodic reports, 8-1
Job, trust, and union, 8-11
Posting
manually, 4-99
preventing, 4-98
timecard pro forma journal entries, 10-6
errors, 10-7
Posting Edit report, 4-99
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Posting payroll journal entries manually, 4-99
Posting timecard pro forma journal entries to the
general ledger, 10-6
Pre-payroll
rerunning, 4-71
Pre-payroll processing, 4-5
choosing existing IDs, 4-16
correcting errors, 4-101
example
DBAs do not calculate, 4-102
employee not included in payroll cycle, 4-101
reviewing pay start and stop dates, 4-102
reviewing timecards for hourly employees only, 4-
102
creating new IDs, 4-7
for changes only, 4-21
job logs, 4-14
registers, 4-16
subsequent payrolls, 4-14
Pre-Payroll Processing form, 4-8
Pre-Payroll Processing-1D Summary form, 4-28
Print Checks Parameters form
resetting payment workfile, 4-68
Print Multiple ROEs form, 9-14, 9-16
Print Paycheques screen, 4-41
Print ROEs/Update History form, 9-14
Printing
Canadian Cheque Print Parameters screen, 4-37,
4-39
cheques and autodeposits, 4-40
cheques only, 4-36
correcting errors, 4-43
employee time sheets, 3-39
interim cheques, 6-29
locked records, 6-30
payments
status changes, 4-71
payroll cycle reports, 4-82
Print Paycheques screen
autodeposits, 4-41
reprinting payments, 4-35
Printing and updating Records of Employment
(ROEs), 9-13
Printing and Updating ROEs simultaneously, 9-14
Printing cheques and autodeposits, 4-40
Printing cheques only, 4-36
Printing interim cheques, 6-29
Printing payments, 4-34
Printing payroll cycle reports, 4-82
Printing the CCQ report, 8-9
Pro forma, See Journal entries
Pro forma journal entries
workfile
creating, 4-74
Pro forma journal entry, 4-73
Processing changes
pre-payroll, 4-21
Processing final update, 4-89
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Processing future changes for any data item, 2-108
Processing journal entries prior to the payroll cycle,
10-3
Processing mass changes, 2-113
Processing options
employee entry programs, 2-51
Employee Labour Distribution report, 2-98
Processing pre-payroll, 4-5
Processing pre-payroll for changes only, 4-21
Processing pro forma journal entries, 4-73
Processing the final update, 4-89
Profile by Data Type form, 2-86
detail area, 2-87
Profile by Employee form, 2-85
Profile Copy form, 2-82
Profile data, See Profile information
changing, 2-83
code data, 2-83
narrative data, 2-83
copying, 2-79
all data for an employee, 2-82
narrative text, 2-79
using roll keys, 2-82
deleting information, 2-84
entering, 2-73
code format, 2-77
multiple types of information, 2-74
narrative format, 2-74
locating, 2-87
multi-skill search
example, 2-88
reviewing, 2-84
by data type, 2-85
by employee, 2-84
reviewing profile reports, 2-91
searching, 2-91
Profile data entry
revising
code format, 2-78
Profile Data Entry form, 2-75
code format, 2-77
Profile Multiskill Search form, 2-89
detail area, 2-90
Programs and IDs
P060101 (employee entry), 2-4
P060102 (employee lockout), 4-59
P060111 (basic employee revisions), 2-46
P060118 (employee multiple job entry), 2-66
P060121 (pay and tax Information), 2-52
P060131 (pay rate information), 2-106
P060161 (termination/rehire), 2-102
P060181 (DBA instructions), 2-30
P060190 (dates, eligibility, and EEO), 2-54
P060193 (category codes and geographic data),
2-62
P0601Z (payroll batch file review), 3-55
P0601Z1 (batch file revisions by individual), 3-57
P060231 (occupational pay rates), 2-70

Canadian Payroll Guide (Revised - August 25, 2008)

P06042 (employee master revisions), 2-109

P06045 (mass change - employee selection), 2-
115

P06045P (mass change - data selection), 2-114

P06045V (employee master mass changes), 2-114

P060612 (cheque reconciliation), 7-4

P06083 (YTD balances/fiscal & anniversary), 5-
21

P06087 (employee DBA review), 2-34

P060910 (U.S. quarterly balances/payroll
month), 5-14

P060911 (U.S. net-cumulative/payroll month), 5-
16

P060912 (U.S. monthly transaction ledger), 5-20

P060913 (calendar transaction ledger), 5-19

P060914 (U.S. quarterly balances/calendar
month), 5-15

P060915 (U.S. net-cumulative/calendar month),
5-18

P060920 (U.S. quarterly tax balances), 5-4

P060921 (U.S. monthly net/cumulative taxes), 5-
5

P060922 (U.S. monthly tax ledger), 5-6

P060931 (benefit/accrual inquiry), 5-26

P06099 (time and pay inquiry), 5-25

P061121 (by employee), 3-4

P061121 (time entry by individual), 6-11, 6-27

P061171 (by employee with equipment), 3-26

P061191 (daily timecard entry), 3-22

P061201 (review by date), 3-32

P061211 (batch summary by batch), 3-33

P061221 (batch review by pay type), 3-35

P061231 (detail batch review), 3-36

P061502 (automatic timecard generator), 3-45

P061DC (interim delete control), 6-23

P062102 (additional payroll cycle parameters), 4-
13

P06215 (reset payroll parameters), 4-70

P062161 (reset payroll lockout), 4-61

P06217 (pay cycle review/reset), 4-26, 4-57

P06220 (payroll journal entries), 4-75

P06240 (payroll reports only), 4-82

P06250 (Final Update), 4-91

P06260 (payroll journal batch review), 4-95

P06260 (timecard journal batch review), 10-5

P063504-1 (print checks parameters), 4-68

P063504-2 (print checks parameters), 4-65, 4-68

P063504-3 (print checks parameters), 4-65, 4-68

P065011 (auto deposit instructions), 2-36

P069061 (master pay cycles), 4-9

P06915 (holiday plan master), 9-10

PO6EMP (payroll version ID employee window),
4-27

PO6EMP (payroll version ID employee), 4-59

PO6LDH (labour distribution pay period), 3-15

PO6NPI (net pay instructions), 4-28

P0O60TO (DBA one-time overrides), 3-13
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P070105 (Canadian tax information), 2-17

P07025 (commission information), 2-42

P07052 (interim cheque inquiry), 6-11, 6-14

P070531 (interim cheque entry), 6-10, 6-17, 6-20

P070533 (advance payoff parameters), 6-26

P07053A1 (interim check parameters), 6-7

P07060 (paycheque inquiry and void), 5-31

P07061 (paycheque review & void), 5-30

P07062-1 (create multiple ROE requests), 9-8

P070621 (reissue paycheques), 5-34

P07062-2 (create multiple ROE requests), 9-8

P07062V (create multiple ROE requests), 9-7

P070631 (create single ROE request), 9-4

P07064 (ROE detail inquiry), 9-20

P07065 (re-issue of issued ROE), 9-22

P07066 (deletion of issued ROE), 9-23

P07067-1 (print multiple ROEs), 9-14

P07067-2 (print multiple ROEs), 9-16

P07067P (print ROEs/update history), 9-14

P07067S (summary of multiple ROE print), 9-16

P07068 (update history only), 9-17

P070711 (ROE summary inquiry), 9-21

P070910 (Canadian quarterly balances/payroll
month), 5-14

P070911 (Canadian net-cumulative/payroll
month), 5-16

P070912 (Canadian monthly transaction ledger),
5-20

P070914 (Canadian quarterly balances/calendar
month), 5-15

P070915 (Canadian net-cumulative/calendar
month), 5-18

P070920 (Canadian quarterly tax balances), 5-4

P070921 (Canadian monthly net/cumulative
taxes), 5-5

P070922 (Canadian monthly tax ledger), 5-6

P07210 (pre-payroll processing), 4-8

P07230-1 (Canadian cheque print parameters), 4-
37, 4-39

P07230-2 (Canadian cheque print parameters), 4-
37, 4-39

P07230A (print paycheques), 4-41

P07230N (print paycheques), 4-41

PO7CMT (ROE comments window), 9-5

P080200 (profile by employee), 2-85

P080210 (profile by data type), 2-86

P080250 (profile multiskill search), 2-89

P08091 (profile data entry), 2-75

P08093 (employee information), 2-76

P080931 (copy text), 2-80

P080933 (narrative information), 2-81

PO8AB (address window), 2-14

PO8BAB (address), 2-47

PO8CCW (contract calendar), 2-19

PO8EFT (history and turnover information only),
2-15, 2-47

POSBEPW (profile copy), 2-82
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P09020 (international data), 2-59
P09101 (journal entries), 4-97
P09202 (general ledger batch review), 4-97
VO06VR1 (void check), 5-31
Provincial Tax Distribution Summary report, 8-8
Purging batches
uploaded timecards, 3-60
Purging processed payroll batches
uploaded timecards, 3-60

Q

Quarterly Balances/Calendar Month form, 5-15
Quarterly Balances/Payroll Month form, 5-14
reviewing transaction details, 5-14
Quarterly tax balances
reviewing, 5-3
Quarterly Tax Balances
form, 5-4
Quebec Tax Distribution Summary report, 4-84

R

Rate of pay
hourly or salary, 2-14
Reconciliation, See Payment reconciliation
Reconciling payment history automatically, 7-5
Records of Employment (ROEs), 9-1
attaching comments, 9-5
multiple ROEs, 9-9
changing information, 9-11
copying information, 9-24
deleting, 9-22
entering, 9-3
multiple, 9-6
printing and updating, 9-13
printing and updating simultaneously, 9-14
reissuing, 9-21
reviewing
detailed, 9-19
summary, 9-20
single, 9-3
updating history, 9-16
Registers, See Reports
Rehiring, 2-104
Rehiring an employee, 2-104
Re-issue of Issued ROE form, 9-22
Reissue Paycheques form, 5-34
Reissuing a Record of Employment (ROE), 9-21
Removing a contract calendar, 2-22
Replacement payment
new cheque number and date, 5-33
Report on Hirings, 8-7
Reports
Analysis of Hours, 5-45
Automatic Overtime Calculation, 3-49
Available Leave, 5-50
Bank Reconciliation Register, 7-7
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Canadian Direct Deposit Report, 4-55
Canadian Employment Insurance Register, 4-83
Cheque Reconciliation - Update History, 7-5
Commission de la Construction du Quebec, 8-9
DBA Audit, 5-9
DBA Register, 4-83
Deduction Benefit Register, 5-7
Employee DBA Instructions, 2-98
Employee Pay and Tax Register, 5-6
Employee Profile Workfile, 2-94
Employee Roster, 2-95
Employee Roster with Rate, 2-96
Federal Tax Distribution, 4-86
Federal Tax Distribution Summary, 4-20
General Ledger Posting Journal, 4-100
governmental, 8-3
Health and Welfare by Employee, 8-19
Health and Welfare by Payee and Employee, 8-
20
Health and Welfare by Payee and Union, 8-21
Job Billing General Liability by Job Register, 8-17
Job Billing Health and Welfare Summary, 8-15
Job Billing Register Detail, 8-12
Labor Distribution, 2-97
Pay Period Journal Batch Proof, 4-79
Payment
pre-payroll, 4-21
Payroll Cheque Register, 4-54
payroll cycle, 4-81
reloading, 4-83
reprinting, 4-6
payroll history reports, 5-35
Payroll Register, 4-17, 4-85
Payroll Voucher Edit, 4-92
Payroll Voucher Journal Detail, 4-86
Payroll Voucher Journal Summary, 4-86
periodic, 8-1
Posting Edit, 4-99
Provincial Tax Distribution Summary, 8-8
Quebec Tax Distribution Summary, 4-84
Report on Hirings, 8-7
reviewing payroll registers, 4-16
Summary Payroll Register
error messages, 4-19
Terminated Employees Being Paid, 4-21
time and pay entry, 4-19
Time and Pay Entry, 4-85
Time and pay Entry Journal, 4-20
Time and Pay Exception, 4-86
Timecard Journal Batch Proof, 10-4
Transaction (DBA) Audit, 4-86
Union Distribution, 8-18
Workers Compensation Register, 4-86, 8-4
working with time entry, 3-37
Reprinting
reports
payroll cycle, 4-6
Rerunning the Journal Batch Proof report, 4-79
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Rerunning the Timecard Journal Batch Proof
report, 10-4

Reset Payroll Lockout form, 4-61

Reset Payroll Parameters form, 4-70

Resetting Individual employee records, 4-58

Resetting payroll cycle steps, 4-57

Resetting status codes, 4-70

Resetting the payment workfile, 4-63, 4-66

Resetting the Payroll ID, 4-60

Review by Date form, 3-32
column headings

changing, 3-33, 4-104

Reviewing available leave information, 5-27

Reviewing batch information, 10-4

Reviewing batches of payroll journal entries, 4-93

Reviewing benefit and accrual history, 5-26

Reviewing DBA history summary reports, 5-7

Reviewing DBAS, 2-34

Reviewing detailed Records of Employment
(ROEs), 9-19

Reviewing earnings and tax information history, 5-
3

Reviewing fiscal and anniversary balances, 5-21

Reviewing governmental reports, 8-3

Reviewing job, trust, and union reports, 8-11

Reviewing monthly DBA balances by calendar
month, 5-17

Reviewing monthly PDBA balances by payroll
month, 5-16

Reviewing monthly tax balances, 5-4

Reviewing payment reconciliation status, 7-3

Reviewing payment reports
pre-payroll, 4-21

Reviewing payroll cycle information, 4-25

Reviewing payroll history reports, 5-35

Reviewing profile data, 2-84

Reviewing profile data by data type, 2-85

Reviewing profile data for a specific employee, 2-
84

Reviewing quarterly PDBA balances by calendar
month, 5-15

Reviewing quarterly PDBA balances by payroll
month, 5-13

Reviewing quarterly tax balances, 5-3

Reviewing Records of Employment (ROEs), 9-19

Reviewing Summary Records of Employment
(ROEs), 9-20

Reviewing the Analysis of Hours report, 5-45

Reviewing the calendar transaction ledger, 5-18

Reviewing the Canadian Direct Deposit Register, 4-
55

Reviewing the Canadian Employment Insurance
Register, 4-83

Reviewing the DBA Audit report, 5-9

Reviewing the DBA Register, 4-83

Reviewing the Denominations report, 4-55

Reviewing the Employee DBA Instructions report,
2-98
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Reviewing the Employee Labour Distribution
report, 2-97

Reviewing the Employee pay and Tax Register, 5-6

Reviewing the Employee Profile Data report, 2-92

Reviewing the employee profile workfile, 2-94

Reviewing the Employee Roster, 2-95

Reviewing the Employee Roster with Rates, 2-96

Reviewing the Employees by Data Type report, 2-
93

Reviewing the federal tax distribution summary
report, 8-3

Reviewing the Federal Tax Distribution Summary
report, 4-20

Reviewing the General Ledger Posting Journal, 4-
100

Reviewing the Health and Welfare Report by
Employee, 8-18

Reviewing the Health and Welfare Report by
Payee and Employee, 8-19

Reviewing the Health and Welfare Report by
Payee and Union, 8-20

Reviewing the Historical Payroll Register, 5-46

Reviewing the Interim Cheque Integrity report, 4-
84

Reviewing the Job Billing Detail Register, 8-12

Reviewing the Job Billing General Llability by Job
register, 8-17

Reviewing the Job Billing Health and Welfare
Detail Register, 8-14

Reviewing the Job Billing Health and Welfare
Summary Register, 8-15

Reviewing the Job Billing Summary Register, 8-13

Reviewing the Job Billing Workers Compensation
by Job Register, 8-15

Reviewing the monthly tax ledger, 5-5

Reviewing the monthly transaction ledger, 5-19

Reviewing the Pay Period Journal Batch Proof
report, 4-78

Reviewing the Paycheque History Detail report, 5-
44

Reviewing the Payroll Bank Reconciliation
Register, 7-6

Reviewing the Payroll Batch File Register, 3-58

Reviewing the Payroll Cheque Register, 4-54

Reviewing the PDBA History by Company report,
5-11, 5-40

Reviewing the PDBA History by Employee report,
5-42

Reviewing the Posting Edit report, 4-99

Reviewing the Provincial Tax Distribution
Summary report, 8-8

Reviewing the Quebec Parity report, 8-7

Reviewing the Quebec Tax Distribution Summary
report, 4-84

Reviewing the report of available leave, 5-50

Reviewing the Report on Hirings, 8-7

Reviewing the Summary Payroll Register, 4-18
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Reviewing the Survey of Employment, Payroll, and
Hours, 8-5

Reviewing the Tax History by Company report, 5-
36

Reviewing the Tax History by Employee report, 5-
38

Reviewing the Terminated Employees Being Paid
report, 4-21

Reviewing the Time and Pay Entry Register, 5-10

Reviewing the Union Distribution report, 8-17

Reviewing the Workers Compensation Register, 8-
4

Reviewing time and pay entry reports, 4-19

Reviewing time and pay history, 5-24

Reviewing timecards by date, 3-32

Reviewing transaction history, 5-13

Reviewing workers compensation and general
liability history, 5-23

Revising employee information, 2-99

Revising payroll journal entries, 4-96

Revising the status of an employee, 2-99

Revising timecards, 3-40

Revising uploaded timecard information, 3-54

ROE Comments form, 9-5

ROE Detail Inquiry form, 9-20

ROE Summary Inquiry form, 9-21

ROEs, See Records of employment

Running a payroll cycle for interim cheques only,
6-32

Running a regular payroll cycle that includes
interim cheques, 6-31

Running the final update, 4-90

S

Screens, See Forms
Service Billing system, 1-2
Setting up the holiday table, 9-9
Setup
Records of Employment (ROES)
holiday table, 9-9
Site information
timecards by job or business unit, 3-19
Social insurance numbers
duplicates, 2-14
Standard processing format, 6-5
Status
for posting, 4-98
Status codes
changing the status to complete, 4-71
resetting in payroll cycle, 4-70
Summary of Multiple ROE Print form, 9-16
Summary Payroll Register
reviewing
pre-payroll processing, 4-19
System integration
Accounts Payable system, 1-2
Contract Billing system, 1-2
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Equipment/Plant Management system, 1-2
General Accounting system, 1-2

Human Resources system, 1-1

Job Cost system, 1-2

Payroll system, 1-1

Service Billing system, 1-2

Work Orders system, 1-2

System-supplied information

overriding, 3-11

T

Tables

Account Balances (F0902), 4-73, 4-93, 4-99, 10-6

Account Ledger (F0911), 4-73, 4-93

Bank Reconciliation - Paid (F06561), 7-5

Burden Distribution (F0624), 8-11, 8-12

Calendar Month DBA Summary History
(FO6145), 5-2, 5-15, 5-17

DBA Detail History (F0619), 5-1, 5-7, 5-9, 5-19, 5-
20, 8-19, 8-20, 8-21

DBA Transaction Detail (F0609), 3-12

Employee History (F08042), 2-3, 2-112

Employee Master (F060116), 2-66, 2-100, 4-90, 6-
15

Employee Multiple Job (F060118), 2-28

Employee Profile Worktable (T08092WF), 2-94

Employee Transactions Batch (F06116Z1), 3-53,
3-54, 3-59, 3-60

Employee Transactions Detail (F06116), 3-2, 3-44,
3-53, 3-54, 3-59, 3-60

Employee Turnover (F08045), 2-3

Fiscal/Anniversary Year History (F06147), 5-2,
5-21, 5-26

Future Data (F06042), 2-112

Historical Payroll Processing (F06345), 5-2

Historical Payroll Register (F063451), 5-2

Historical Payroll Register workfiles (FO7345 and
F073451), 5-46

Interim Tax (FO712l), 4-84

Paycheck Summary (F06156), 5-2, 5-29, 5-44, 7-7

Payroll Cycle Parameters (F06210), 4-25

Payroll Month PDBA Summary History
(FO6146), 5-1, 5-7, 5-11, 5-13, 5-16, 5-21, 5-26, 5-
42, 5-45

Payroll Transaction History (F0618), 5-1, 5-10, 5-
18, 5-20, 5-23, 5-25, 8-5, 8-11, 8-18, 8-19, 8-20, 8-
21

Tax History Summary (F0713), 4-84

Tax Ledger (FO716), 5-3, 5-36

Taxation Summary History (F06136), 5-7, 6-28

Taxation Summary History (FO713), 5-1, 5-3, 5-7,
5-36

Taxes

Canadian tax information, 2-17
earnings and tax information history
reviewing, 5-3
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entering pay and tax information, 2-51
exemption from all taxes, 2-19
history reports, 5-35
monthly balances, 5-4
monthly tax ledger, 5-5
new employee entry, 2-16
quarterly tax balances
reviewing, 5-3
Quebec Tax Distribution Summary report, 4-84
reports
Employee Pay and Tax Register, 5-6
Tax History by Company, 5-36
Tax History by Employee, 5-38
reviewing governmental reports, 8-3
Terminated Employees Being Paid report, 4-21
Terminating an employee, 2-100
Termination
entering, 2-100
Termination payment
interim cheque, 6-15
Termination/Rehire form, 2-102
Terms and concepts
automatic accounting instructions (AAls), 1-8
autopay, 1-6
deductions, benefits, and accruals (DBAs), 1-7
hourly rate, 1-6
interim cheques, 1-8
job type versus job, 1-5
net pay instructions, 1-7
overview, 1-5
pay frequency, 1-6
pay types, 1-6
Time and Pay Entry Journal
pre-payroll, 4-20
Time and Pay Inquiry form, 5-25
Time entry, See Uploaded timecards, See Timecards
autopay employees, 3-1
by employee, 3-3
by job or business unit, 3-17
estimated pay, 6-28
generating overtime timecards, 3-43
overtime, See Overtime timecards
overview, 3-1
revising timecards, 3-40
time entry reports, 3-37
timecards by day, 3-21
timecards with equipment information, 3-25
uploaded timecard information, 3-53
working with timecard information, 3-29
Time Entry by Individual form
entering
interim checks, 6-11
net advance, 6-27
Timecard information
uploaded
revising, 3-54
Timecard Journal Batch Proof report, 10-4
rerunning, 10-4
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Timecard Journal Batch Review form, 10-5
Timecards
accumulated wages
generating, 3-51
detail batch information, 3-35
from uploaded information, 3-59
generating pro forma journal entries, 10-3
interim cheques
deleting, 6-24
status code, 6-24
methods for entering manually, 3-1
reviewing
by batch, 3-31
by date, 3-32
daily, 3-23
revising, 3-40
locked, 3-41
unprocessed timecards, 3-40
Time and Pay Entry Register, 3-37
time entry, 3-1
time entry reports, 3-37
uploaded
creating the batch server, 3-59
reviewing the Payroll Batch File Register, 3-58
working with timecard information, 3-29
Timecards by date
pay type, 3-34
Timecards by day
adding a timecard entry, 3-23
copying, 3-23
entering, 3-21
features not available, 3-23
Timecards by employee
adding a timecard entry, 3-5
by Employee form, 3-4
calculating employee hourly rate, 3-6
changing pay rate, 3-6
copying, 3-5
copying labour distribution instructions, 3-14
entering, 3-3
essential information, 3-4
entering bonuses, 3-8
overriding DBA amounts, 3-12
overriding system-supplied information, 3-11
piecework, 3-6
work orders, 3-9
Timecards by Employee with Equipment form, 3-
26
Timecards by job or business unit
adding an entry, 3-19
copying, 3-19
entering, 3-17
essential information, 3-18
site information, 3-19
features not available, 3-19
locating timecards, 3-19
Timecards with equipment information
adding a timecard entry, 3-28
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copying, 3-28

daily timecard entry, 3-25

entering, 3-25

time entry by employee, 3-25

time entry by job or business unit, 3-25
Tips, See Tip processing
Turnover, See Employee history and turnover

U

Union Distribution report, 8-18
Unprocessed timecards
revising, 3-40
Update History Only form, 9-17
Updating employee master records, 2-112
Updating interim cheques, 6-31
Updating ROE history only, 9-16
Uploaded timecards, 3-53
creating, 3-59
creating a version of the Payroll Batch Server, 3-
59
purging processed batches, 3-60
reviewing information, 3-58
reviewing the Payroll Batch File Register, 3-58
revising, 3-54
revising processed batches, 3-58
User dates, 2-58

Vv

Version numbers

printing paycheques, 4-15

reports and payments, 4-6
Versions

submitting, 5-48
Visible minorities

entering information, 2-61
Void Check form, 5-31
Voided paycheques

correcting a void, 5-33
Voided payments

cheque register

identifying, 4-45

Voiding payments, 5-29
Voids

autodeposit, 5-33

cheques or automatic deposits, 5-32

wW

Windows, See Forms

Work orders
entering information, 3-9

Work Orders system, 1-2

Workers compensation
labor distribution instructions, 2-28
payroll history, 5-23
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Workers Compensation Register, 8-4
Workfile
deleting, 5-48
Working with deduction, benefit, and accrual
instructions, 2-28
Working with journal entries, 4-93
Working with payroll cycle reports, 4-81
Working with time entry reports, 3-37
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Working with timecard information, 3-29
Working with uploaded timecard information, 3-53

Y

YTD Balances/Fiscal & Anniversary form, 5-21
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