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Part |

Payment Adjustments

This part contains these chapters:

Chapter 1, "Overview to Payment Adjustments"
Chapter 2, "Correct Pay for Individual Employees"
Chapter 3, "Correct Pay for a Group of Employees"

Chapter 4, "Process Retroactive Payroll"






1

Overview to Payment Adjustments

This chapter contains these topics:
= Section 1.1, "Objectives,"

»  Section 1.2, "About Payment Adjustments."

1.1 Objectives

» To update current pay for an individual employee or a group of employees
s To correct historical pay for an individual employee or a group of employees

= To make retroactive pay changes for groups of employees

1.2 About Payment Adjustments
Payment adjustments consist of:
s Correcting pay for individual employees
»  Correcting pay for a group of employees
»  Processing retroactive payroll

You can make payment adjustments to update employees' current pay information or
to correct a previous underpayment or overpayment.

Processing retroactive payroll allows you to set up, process, and create timecards for
pay adjustments that affect time periods prior to the one in which you are currently
working.

Overview to Payment Adjustments  1-1
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2

Correct Pay for Individual Employees

This chapter contains these topics:

Section 2.1, "Correcting Pay for Individual Employees,"
Section 2.2, "Updating Current Pay Information,"
Section 2.3, "Correcting an Overpayment,”

Section 2.4, "Correcting an Underpayment,"

Section 2.5, "Updating Future Pay Information."

2.1 Correcting Pay for Individual Employees

You might need to correct an individual's pay for any of the following reasons:

An employee's rate of pay might change permanently or temporarily.

You might have incorrect rate information that impacted previous payments to an
employee.

An employee's rate is scheduled to change on a future date.

You correct an individual employee's pay to:

Updating Current Pay Information
Correcting an Overpayment
Correcting an Underpayment

Updating Future Pay Information

2.2 Updating Current Pay Information

You update current pay information for an employee when there is an error in the
timecard information or master table information that affects an employee's pay. You
update current pay information to make the current rate accurate.

To update an employee's current pay information complete one of the following tasks:

Change the current rate in the Employee Master table
Change the current rate for multiple jobs
Override the rate in time entry

Correct the rate in time entry

You can use various methods to update an employee's current pay information:

Correct Pay for Individual Employees 2-1



Updating Current Pay Information

Method

Description

Permanently change current

pay

You can change the rate in the Employee Master table
(F060116) to permanently change or correct an employee's pay
rate.

Temporarily override the rate

You can update an employee's rate in time entry when you
want to temporarily override the employee's regular hourly
rate. The regular hourly rate is derived from the Employee
Master table, the Union Rates table, the Occupational Pay Rates
table, or the Pay Grade Step table.

Correct entry errors

You can correct an employee's rate in current time entry
records if you have entered inaccurate hourly rate information.

Navigation

2.2.1 Changing the Current Rate in the Employee Master Table

From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Employee Entry

You change the rate in the Employee Master table (F060116) to permanently change or
correct an employee's pay rate. When the system retrieves an employee's pay rate from
the Employee Master table for timecard information, the rate change is used the next
time you enter timecards or process pre-payroll and create autopay records.

To permanently change the rate of pay complete one of the following tasks:

s Change the current rate of pay for an employee

s Change the current rate of pay for an employee with a contract calendar

To change the current rate of pay for an employee
On Employee Entry

Figure 2-1 Employee Entry screen
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Updating Current Pay Information

1.

2.

To locate the employee, complete the following field:
= Address Number

Change the value in any of the following fields:

= Salary

= Hourly Rate

= Billing Rate

To change the rate of pay for an employee with a contract calendar
On Employee Entry

1.

To locate the employee, complete the following field:
= Address Number

Choose the Contract/Calendar function or change the value in one or both of the
following optional fields:

= Pay Grade

s Pay Step

On Contract Calendar, complete the following fields and press Enter:
= Change Reason

»  Periods to Pay

= Contract Calendar

= Contract Salary

s Calendar Start Date

= Calendar Stop Date

s Omit Record Option (RT)

Review the information in the following field:
= Daily Rate of Pay

s Pay Period Gross

Choose the Update function.
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Updating Current Pay Information

Field

Explanation

R/T to display

A field denoting which records, or lines, to include in a
contract salary calculation. Valid values are:

I - Include this contract and salary information in the current
calculation (default)

O — Omit this contract and salary information in the current
calculation

Blank — Display both the included and the omitted records and
include in the calculation

The entry you use as the R/T to display determines the records
that display and the records that you want the system to
include or omit in the calculation. For example, if you enter I as
the R/T to display, only records with I display in the list of
contracts attached to this employee. If you want to see both
omitted and included records, leave the R/T to display field
blank.

If you do not want the system to include one or more of the
contract records in the current calculation, you must enter O on
the line for that record.

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;

s 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 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
(FO60118).

Depending on how the Display Salary (Annual/Effective) field
is set in the History Constants table (F08040), 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.

2.2.2 Changing the Current Rate for Multiple Jobs

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Employee Multiple Job Entry

If an employee holds multiple jobs, you can permanently change or correct the rate of
pay for an employee's primary and secondary jobs. The system uses the new rate
change the next time you enter timecards or process pre-payroll and create autopay
records. The system updates the change for primary job in the Employee Master
(F060116) and the change for secondary jobs in the Employee Multiple Job tables
(F060118).

To change the current rate for multiple jobs
On Employee Multiple Job Entry

1. To locate the employee, complete the following field:
= Address Number
2. Change one of the following fields:
= Salary
= Salary Frequency
s Hourly Rate
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2.2.3 Overriding the Rate in Time Entry

Navigation
From Payroll Master (G07), choose Time Entry

From Time Entry (G0712), choose an option under the Time Entry heading

You can update an employee's rate in time entry when you want to temporarily
override the employee's regular hourly rate. The regular hourly rate is derived from
the Employee Master table, the Union Rates table, the Occupational Pay Rates table, or
the Pay Grade Step table. For example, when an employee works for the current pay
period as a supervisor and receives a different rate of pay, you can override the rate in
time entry.

To override the rate in time entry
On any time entry form

Complete the following field:

s Override Rate

Field Explanation

Rate - Hourly This is the employee's hourly rate. If applicable, the system
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.

2.2.4 Correcting the Rate in Time Entry

Navigation
From Payroll Master (G07), choose Time Entry

From Time Entry (G0712), choose an option under the Time Entry heading

When you enter inaccurate hourly rate information, you can correct an employee's rate
in current time entry records. After you correct the rate, the system accesses the new
rate from the appropriate table to replace the rate in the Override Rate field and to
re-calculate the employee's earnings.
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Correcting an Underpayment

2.2.4.1 Before You Begin

= Change the rate in the Employee Master table, the Employee Multiple Job table,
the Union Rates table, or the Occupational Rates table

To correct the rate in time entry
On any time entry form

1. Locate the employee's time entry records that need to be corrected.
2. Remove the rate in the following field:

s Override Rate

See Also:

= Section 2.2.1, "Changing the Current Rate in the Employee Master
Table,"

= Section 50.2, "Setting Up Pay Rate Tables"

» Entering Employee Multiple Job Information in the JD Edwards
World U.S. Payroll I Guide,

s Defining Occupational Pay Rate Tables JD Edwards World U.S.
Payroll I Guide.

2.3 Correcting an Overpayment

Navigation
From Payroll Master (G07), choose History Inquiries

From History Inquiries (G0714), choose Paycheck Review & Void

When an employee has been overpaid for any pay period earlier than the current one,
you can correct the overpayment. To correct the overpayment, you should:

= Retrieve the payment from the employee, or have the bank reverse the direct
deposit for those employees who are paid through automatic deposit.

= Void the earlier payment

= Issue another payment

See Also:
= Voiding Payments in the D Edwards World U.S. Payroll I Guide,

»  Entering Interim Checks in the JD Edwards World U.S. Payroll I
Guide.

2.4 Correcting an Underpayment

Navigation
From Payroll Master (G07), choose Interims and Special Post

From Interims and Special Post (G0721), choose Interim Check Entry

When an employee has not received sufficient pay for a previous pay period, you can
correct the underpayment. You do not need to void the earlier payment when an
employee has been underpaid.
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To correct an underpayment, you should:
= Enter the additional amount in time entry, if necessary

= Issue an interim payment or process the additional pay with the next pay cycle.

See Also:

» Entering Essential Timecard Information by Employee in the /D
Edwards World U.S. Payroll I Guide,

»  Entering Interim Checks in the JD Edwards World U.S. Payroll I
Guide.

2.5 Updating Future Pay Information

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G07111), choose Pay Rate Information

You can enter future rates and effective dates to change an employee's pay
information. Future updates generally occur when an increase is approved for a future
date, such as the employee's anniversary.

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

= Hourly rate

= Billing rate

= Piecework rate (U.S. payroll only)

m Piecework rate

See Also:

= Entering Future Changes in the |D Edwards World U.S. Payroll I
Guide

»  Processing Future Changes for Any Data Item in the JD Edwards
World U.S. Payroll I Guide,

= Revising Unprocessed Timecards in the /D Edwards World LLS.
Payroll I Guide.
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Correct Pay for a Group of Employees

This chapter contains these topics:

»  Section 3.1, "Correcting Pay for a Group of Employees,"

= Section 3.2, "Updating Current Pay Using Mass Change,"

»  Section 3.3, "Setting Up New Pay Rate Tables to Update Current Pay,"

»  Section 3.4, "Correcting Historical Pay for a Group of Employees."

3.1 Correcting Pay for a Group of Employees

You might find it necessary to correct pay information for a group of employees
instead of making corrections individual by individual. This is useful when the same
changes are needed for employees with the same group characteristics.

To correct pay for a group of employees complete the following tasks:
s Updating Current Pay Using Mass Change
= Setting Up New Pay Rate Tables to Update Current Pay

»  Correcting Historical Pay for a Group of Employees

3.2 Updating Current Pay Using Mass Change

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose Employee Master Mass
Change

You might find it necessary to correct the pay information for a group of employees
instead of making corrections for each individual. This is useful when you need to
make the same changes for employees with the same group characteristics.

You can correct current pay with a mass change when you specify and process new
data for a selected data item for groups of employees. For example:

= Your company has approved a 4.5% increase for all salaried employees in the
financial department.

= All hourly employees in the maintenance department whose wages are 7.25 an
hour are receiving a .50 per hour increase.
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Setting Up New Pay Rate Tables to Update Current Pay

See Also:
s Processing Mass Changes in the JD Edwards World U.S. Payroll I
Guide.

3.3 Setting Up New Pay Rate Tables to Update Current Pay

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Group Constants
From Group Constants (G0745), choose Pay Rate Tables

Use pay rate tables to associate pay rates with a specific group. When current payment
information changes, you must set up new tables so that the system will process the
current and future payrolls with the most recent information. Follow the steps to set
up a pay rate table.

See Also:

= Section 50.2, "Setting Up Pay Rate Tables"

3.4 Correcting Historical Pay for a Group of Employees

You might find it necessary to correct payments to one or more groups of employees
for previous pay periods. To correct the historical pay for groups, complete the tasks to
process retroactive pay.

See Also:

= Section 4.1, "Processing Retroactive Payroll"
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Process Retroactive Payroli

This chapter contains these topics:

Section 4.1, "Processing Retroactive Payroll,"

Section 4.2, "Setting Up Pay Rate Revisions,"

Section 4.3, "Setting Up Retroactive Pay Type Tables,"

Section 4.4, "Creating the Retroactive Pay Workfile,"

Section 4.5, "Calculating Retroactive Pay,"

Section 4.6, "Reviewing Retroactive Pay Workfile Records Online,"
Section 4.7, "Reviewing Retroactive Pay Workfile Reports,"
Section 4.8, "Revising Retroactive Pay Workfile Records,"

Section 4.9, "Approving the Retroactive Timecard Workfile,"
Section 4.10, "Creating Retroactive Timecards,"

Section 4.11, "Correcting Rejected Timecards."

4.1 Processing Retroactive Payroll

Processing retroactive payroll allows you to set up rate adjustments, apply the
adjustments to historical timecards, and automatically create new timecards for pay
adjustments that affect time periods prior to the one in which you are currently
working. For example, if you accept a labor contract after its effective start date, your
organization might have to retroactively pay employees in that union to cover an
increase in the rates of pay.

Processing retroactive payroll consists of the following tasks:

Setting Up Pay Rate Revisions

Setting Up Retroactive Pay Type Tables

Creating the Retroactive Pay Workfile

Calculating Retroactive Pay

Reviewing Retroactive Pay Workfile Records Online
Reviewing Retroactive Pay Workfile Reports
Revising Retroactive Pay Workfile Records
Approving the Retroactive Timecard Workfile

Creating Retroactive Timecards
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Setting Up Pay Rate Revisions

s Correcting Rejected Timecards

4.2 Setting Up Pay Rate Revisions

You set up pay rate revisions to adjust pay that affects time periods prior to the one in
which you are currently working. When you set up pay rate revisions, you can
simplify the process of adjusting pay rates for a group of employees. You are not
required to manually calculate the adjustments and enter timecards for each employee.

Setting up pay rate revisions includes the following tasks:
»  Setting up pay rate revisions by union

= Setting up pay rate revisions by employee

= Setting up pay rate revisions by pay type

Rate revisions are adjustments that signify the difference between the rate that was
paid and the rate that should have been paid (the net increase or decrease in the rate).

You can set up pay rate revisions by:

= Union - You can set up pay rate revisions by union to enter rate adjustments for all
job types and steps associated with an existing union rates table. Enter rate
adjustments for all affected job types and steps in the union.

= Employee - You can set up pay rate revisions by employee for rate adjustments
that apply to specific employees, or those who are not included in the union.

= Pay type - You can set up pay rate revisions by pay type to apply the same rate
revisions to all timecards having the same pay type.

You specify the sequence the system uses to retrieve rate revisions in the processing
options for the rate extension program. When you enter rate revisions, you must
indicate how the system will apply, or extend, the rate on the associated timecards in
history.

You can use the following three rate extension methods:

Method Description

Hourly (H) Use hourly rate extensions only if the original timecards
contain hours. Use a monetary format, for example enter two
dollars as 2.00. The system multiplies the hours on the history
timecards by this rate after it applies the multiplier of the
original pay type. For example, if you enter .50 as the
retroactive hourly rate revision for an overtime pay type with a
pay type multiplier of 1.5, the system adjusts the rate to .75.

Percentage (%) Enter percentage rates with no preceding decimal point. For
example, enter ten percent as 10.00. The system multiplies the
original gross pay on the history timecard by the percentage
you enter. The system does not adjust for a pay type multiplier.

Flat monetary amounts (A) Use a monetary format, for example enter two dollars as 2.00.
The system applies this type of extension to each history
timecard, regardless of the hours, gross pay, or number of
timecards.

4.2.1 Setting Up Pay Rate Revisions by Union

Navigation
From Payroll Master (G07), choose Retroactive Processing
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Setting Up Pay Rate Revisions

From Retroactive Payroll Processing (G0725), choose by Union

Set up pay rate revisions by union to enter rate adjustments for all job types and steps
associated with an existing union rates table. Enter rate adjustments for all affected job
types and steps in the union. You can use hourly amounts, percentages, or flat dollar
amounts. During retroactive payroll processing the system applies these rates to
specified timecards in the history tables, resulting in retroactive pay.

To set up pay rate revisions by union
On Rate Revisions by Union

Figure 4-1 By Union screen
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1. Complete the following fields:

= Union Code

= Effective Date From

»  Effective Date Thru

= Job Type

m  Retroactive Amount or Rate

= Retroactive Rate Extension Method (M)
2. Complete the following optional field:

= Job Step
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Field Explanation
Rate/Amount A code to indicate what method is to be used for the Retro Rate
Extension.

% — Percent of Gross Pay - Any rate using this method will be
multiplied by the Gross Pay on the original timecard to create
the Retro Gross Pay amount.

H — Rate per Hour Worked - Any rate using this method will
be multiplied by the Pay Type Multiplier and then be
multiplied by the number of hours worked on the original
timecard to create the Retro Gross Pay amount.

A —Flat Dollar Amount - Any rate using this method will be
treated as a flat dollar adjustment to the original timecard. The
Retro Gross Pay amount for each timecard will be the same as
the flat dollar amount specified.

4.2.2 What You Should Know About

Topic Description
Multiple rate tables for When you enter more than one table for a union, enter
unions different effective dates for each union master table. If you

overlap effective dates for a union, the system creates an error.

If you need more than one table for a union due to different
effective dates, JD Edwards World recommends that you create
the first table and fully process it. Then, delete that table, create
the second table, and process it.

Unions negotiating more When a union negotiates more than one contract during a fiscal

than one contract year, use separate union tables to display the effective change
dates for each contract. Do not combine the retroactive pay due
for the two contracts into one Rate Revisions by Union table.
The system cannot distinguish the dates that apply to each
contract.

Load job types and job steps You can use the Load Job function to load the job types and job
steps from existing union rates tables.

4.2.3 Setting Up Pay Rate Revisions by Employee

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose by Employee

Set up pay rate revisions by employee for rate adjustments that apply to specific
employees, or those who are not included in the union. You can also include other
employees who are not covered by the union or pay type tables in the retroactive
calculations.

In addition, you can set a processing option on the rate extension program to create a
rate revision table that lists those employees for whom it does not find pay rate
revisions. This occurs if the employee was included in the data selection and had
timecard history that did not match the existing rate revision tables. Those employees
can have a rate set up here or be excluded from the selection.

To set up pay rate revisions by employee
On Rate Revisions by Employee
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Figure 4-2 By Employee screen
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1. Complete the following fields:

»  Effective Date From

»  Effective Date Thru

= Employee Number

»  Retroactive Amount or Rate

= Retroactive Rate Extension Method
2. Complete the following optional fields:

s Union Code

= JobType
= Job Step
See Also:

= Section 4.5, "Calculating Retroactive Pay"

4.2.4 Setting Up Pay Rate Revisions by Pay Type

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose by Pay Type

Set up pay rate revisions by pay type to apply the same rate revisions to all timecards
having the same pay type. You can enter rates for hours worked as percentages or as
flat dollar amounts.

When you use a rate from the Rate Revisions by Pay Type table to calculate retroactive
pay amounts, you can enter a pay type multiplier to override the pay type multiplier
in the Pay Type Specifications table (F069116).
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Setting Up Retroactive Pay Type Tables

To set up pay rate revisions by pay type
On Rate Revisions by Pay Type

Figure 4-3 By Pay Type screen
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1. Complete the following fields:

s Effective Dates

s Pay Type

= Retroactive Amount or Rate

= Pay Type Multiplier

= Retroactive Rate Extension Method
2. Complete the following optional fields:

s Union Code

= JobType
= Job Step
Field Explanation
Multiplier A factor by which the base hourly rate is multiplied to obtain

the actual payment hourly rate. For example, you could use 1.5
to designate time-and-one-half for overtime pay. Zero (0) is not
a valid multiplier.

4.3 Setting Up Retroactive Pay Type Tables

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Retro Pay Type Table
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Setting Up Retroactive Pay Type Tables

You set up retroactive pay type tables to assign pay types for the new timecards
created for retroactive payroll processing.

You must associate each pay type in the history table with a target pay type that the
system uses when it creates the actual retroactive timecards. JD Edwards World
recommends that you use pay types for retroactive pay that differ from those you use
in other payroll processing.

During the timecard creation process, the system bypasses any timecard in the
extracted history table with a pay type for which no target pay type is found. The
system displays an error code of R (rejected) on the corresponding entry form when
you are revising workfile records.

To set up retroactive pay type tables
On Retro Pay Type Table

Figure 4-4 Retro Pay Type Table screen
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Complete the following fields:
= Retro Pay Type
s From Pay Type
s Thru Pay Type

Field Explanation

Retro Pay Type A code to define the type of pay for Retro Pay Processing.

Process Retroactive Payroll 4-7



Creating the Retroactive Pay Workfile

4.3.1 What You Should Know About

Topic

Description

Adding target pay types

To create a new retroactive pay type to be used as
a target pay type, choose the Pay Type Setup
function.

See Section 46.2, "Setting Up Pay Types"

Excluding a retroactive pay type in

autopay

To exclude a retroactive pay type for autopay
during regular payroll processing, locate the
retroactive pay type on Pay Type Setup and enter
N in the Auto Pay Methods field.

See Section 46.2, "Setting Up Pay Types"

Processing a negative retroactive pay

adjustment

When employees agree to a wage reduction,
resulting in a negative pay adjustment, you must
set up a benefit to handle the negative retroactive
amounts. The timecard creation process converts
negative amounts into a one-time override DBA.

4.4 Creating the Retroactive Pay Workfile

Navigation

From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Record Selection

To generate the retroactive pay processing workfile, you must select the appropriate
timecards from the history table. The system requires two different versions of
selection information to generate the workfile.

= History extraction

s Record selection

When you set up the data selection for the history extraction, you define the records
you want the system to retrieve, or extract, from the Payroll Transaction History table
(F0618). When you set up the data selection for the record selection version, you
further define the records based on employee master data, such as pay status and
termination date. This allows you to exclude timecards for terminated employees.

Use history extraction only to set the data selection and name the extraction version.
Then, you must include this version in the processing options of the record selection
version. If you do not specify a version for the history extraction, the system creates an
error report because it cannot retrieve the records from the history table.

You can also choose to calculate the retroactive pay and create pro forma timecards
when you select the records. Alternatively, you can perform this process separately.

4.4.1 Processing Options

See Section 56.1, "Create Retro Timecards (P06283)"

4.4.2 Data Selection for Retroactive Workfile Record Selection

Typically, you need to specify only one union code and a range of work dates.
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Calculating Retroactive Pay

4.5 Calculating Retroactive Pay

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Rate Extension

If you did not include the rate extension calculation when you generated the
retroactive pay workfile, you can run it separately to calculate retroactive pay. For
example, you might want to run rate extension as a separate program if you changed
the rate revision amounts.

The system retrieves the pay rate revisions from the appropriate retroactive rate
revisions tables and calculates the retroactive gross pay amount for each pro forma
timecard in the workfile (F06278). If the computed retroactive gross pay for a pro
forma timecard is zero or negative, or if the system does not find a rate in any of the
tables, the system creates an exception report that lists the timecard record and the
type of error. Voided hours or negative rate revisions can cause negative retroactive
Ppay amounts.

4.5.1 What You Should Know About

Topic Description
Rerunning the rate extension You can rerun the rate extension program as many times
program as necessary as long as the workfile exists. This allows

you to bypass the process of generating the workfile each
time a rate revision changes.

If you rerun the rate extension program after you have
approved or modified workfile records, the system does
not apply rate revisions to workfile records that have
been approved, modified, or both approved and
modified.

To include approved and modified records, you must
reset those records before you rerun the rate extension.
Resetting approved and modified records overwrites all
previous changes you made to them.

See Also:

= Section 4.7, "Reviewing Retroactive Pay Workfile Reports."

4.5.2 Processing Options
See Section 56.2, "Retro Rate Extension (P06282)"

4.5.3 Data Selection for Retroactive Rate Extension

Indicate the version name of the Record Selection program (workfile). If you use the
default setting *ALL, the system extends rates for every existing workfile created by
the record selection process.
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Reviewing Retroactive Pay Workfile Records Online

4.6 Reviewing Retroactive Pay Workfile Records Online

Navigation

From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Workfile Review

You can review each employee's cumulative hours and retroactive gross pay online.
You can also review individual workfile retroactive pay pro forma timecards for all the
employees that were selected when you generated the retroactive pay workfile.

To review retroactive pay workfile records online
On Workfile Review

Figure 4-5 Workfile Review screen
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1. Enter the version number you used to generate the retroactive pay workfile in the
following field:

s Retro Version Number

2. Tonarrow the search, complete any of the following optional fields:

s Union Code

= Job Type

= Job Step

3. To review the totals by pay type for an employee, choose the Retro Pay
Amount/Hours option for an employee.

4. On Pay Type Amounts/Hours, review the information for accuracy.

5. On Workfile Review, choose the Workfile Maintenance option to review an
individual's pro forma timecards for retroactive pay.

6. On Workfile Maintenance, review the information for accuracy.
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4.7 Reviewing Retroactive Pay Workfile Reports

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Retro Time & Pay Register

The system calculates the pro forma timecards from the data you selected in the
history extraction and rate extension programs. The Retro Time and Pay Register
provides a print copy of the work files' pro forma timecards. You review retroactive
pay workfile reports to verify that the information you defined to generate the
workfile is correct.

You can create either a detailed or a summary version of this report. The detail report
lists each timecard by employee and pay type and a summary of each pay type.

The system prints the Rate Extension Exception report only if any records have a zero
or negative amount or if there is no rate revision.

Figure 4-6 Retro Time and Pay Register report
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4.7.1 Processing Options
See Section 56.3, "Retro Time and Pay Register (P06284)"
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4.7.2 Data Selection for Retroactive Pay Workfile Reports

To limit the report to only one work file, change the default setting of *ALL to a
specific record selection version.

4.8 Revising Retroactive Pay Workfile Records

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Workfile Revisions

After you review the records in the retroactive pay work file for accuracy, you revise
any timecards that require changes. Each detail line represents one timecard from the
employee's history table. When you revise a work file record, you change only the
retroactive pro forma timecard in the work file. You do not change the payroll history
tables.

You cannot change the percentage and have the system automatically calculate a new
gross amount. You can either manually calculate and enter the new amount or change
the appropriate rate revisions table and rerun the rate extension.

Before the system can create actual timecards, you must approve each record. You can
manually approve, remove the approval code (reset), or delete a record as you revise
it.

To revise retroactive pay workfile records
On Workfile Revisions

Figure 4-8 Workfile Revisions screen
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1. Complete the following field:
s Retro Version Number

2. To select a specific employee, complete the following field:
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= Employee Number

3. Make changes to any of the following fields:
s Pay Type Code
»  Hours Worked
= Retroactive Hourly Rate
»  Retroactive Gross
s Union
= Job Type
= Job Step
4. Press F4 to access the detail area.
5. Review the values in the following fields:
s Account Number
s Date Worked
6. To approve a record, choose the Approve option.
7. To change a previously approved or rejected record, choose the Reset option.
8. To delete a record, choose the Delete option.
9. Review the result on the record line in the following field:
s Retro Timecard Indicator (not labeled)
Field Explanation
Retro A code that indicates the status of the timecard. Valid values

are:
A - Approved Timecard

B — Approved Manual Changed Timecard
M — Manual Changed Timecard

R — Rejected Timecard

If you reset and change a previously approved or rejected
record, the indicator code changes.

s If the previous code was B, it changes to M

= If the previous code was A, M, or R, it changes to blank

Process Retroactive Payroll
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Field

Explanation

Hrly Rate

The rate the system used to calculate an employee's retroactive
pay-

If you enter an hourly rate, the system multiplies this amount
by the hours and the pay type multiplier to create a new
retroactive gross amount. Therefore, the system recalculates
any hourly rate you enter on a pay type that has a multiplier
greater than 1.0. For example, if you enter an hourly rate of .50
on an overtime pay type that has a multiplier of 1.5, the system
changes the rate to .75 before multiplying the hours by the rate.

If you enter the rate as a percentage, the system does not
consider the pay type multiplier. Instead, the system multiplies
the regular gross amount by the percentage to calculate the
retroactive gross amount.

If you enter a flat dollar amount, the system applies the
amount as the total retroactive gross amount. Flat dollar
amounts do not force a calculation.

Gross

The amount of wages to be paid the employee for retroactive
pay.

4.8.1 What You Should Know About

Topic

Description

Correcting blank values

If the Retro Hourly Rate and Retro Gross fields are blank,
one of the following occurred:

= The Rate Extension program was not run.

= The Rate Extension program could not find a
retroactive rate revisions table for the combination of
employee, union, job type, job step, and work date.

To correct this situation, verify that you have set up a
valid union, employee, or pay type retroactive table and
that the work dates for the employee falls on or between
the dates specified in the table.

Correcting unextended records If the system failed to extend only a few records for an

employee, the work date in the table was outside the date
ranges specified in the retroactive rate revisions table.

To correct this situation, either manually extend the gross
pay on Workfile Revisions or verify that the correct table
is being used and rerun the Rate Extension program.

Approving and resetting a record When you choose either the Approve or the Reset option,

it is not necessary to use the Change action.

Adding a record

Use the Change action to add a record. Enter the account
number and work date in the detail area. The system
retrieves the remaining required information from the
employee master record.

Adding a record without an

account number

If you add a record and do not provide an account
number, the system assigns an account number following
the rules established in the automatic accounting
instructions for business unit, object, and subsidiary.

Correcting account number or

date worked

If an account number or date worked has been incorrectly
assigned to a record, you must delete the entire record
and re-enter it with the correct information.
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Topic

Description

Deleting a record

To delete a record, choose the Delete option and use the
Change action. The system deletes the record from the
Retroactive Timecard workfile (F06278), but not from the
Payroll Transaction History table (F0618).

If you delete a record, rerunning the Rate Extension
program does not re-create the deleted record in the
workfile. To retrieve the deleted record, you must rerun
the Record Selection program or manually add the record
on Workfile Revisions.

Revising records in batch

You can run a batch program to approve, reset, or delete
all or selected retroactive pay records.

See Section 4.9, "Approving the Retroactive Timecard
Workfile."

4.8.2 Processing Options

See Section 56.4, "Retro Workfile Maintenance (P06272)"

4.9 Approving the Retroactive Timecard Workfile

Navigation

From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Workfile Approval/Reset

If you want to create actual retroactive timecards to use in payroll processing, you
must approve the pro forma timecards in the workfile. You can run a batch program to
approve all or selected pro forma timecards in the Retroactive Timecard Workfile

(F06278).

This program does not generate a report.

4.9.1 What You Should Know About

Topic

Description

Resetting or deleting records by
batch

You can also create versions of this program to reset or
delete the records in the workfile.

Approving records manually

You can manually approve one or more records.

See Section 4.8, "Revising Retroactive Pay Workfile
Records."

4.9.2 Processing Options

See Section 56.5, "Retro Workfile Approval/Reset (P06281)"

4.9.3 Data Selection for Retro Timecard Approval

You can specify parameters to select only the records you want to approve, delete, or

reset.
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4.10 Creating Retroactive Timecards

Navigation
From Payroll Master (G07), choose Retroactive Processing

From Retroactive Payroll Processing (G0725), choose Create Retro Timecards

To include the retroactive payments in a payroll cycle, you must create actual
retroactive timecards for all approved records. When you create retroactive timecards,
the system summarizes the pro forma timecard records and creates the following
retroactive information for standard payroll processing:

s Timecards (F06116)

= DBAs (F0609)

= Interim checks and associated timecards

You can create retroactive timecards as often as necessary.

When you create retroactive timecards, the system generates a report. Depending on
how you set the associated processing option, the system generates either a posting
report or an exception report.

The Retro Timecard Posting report lists all records processed from the workfile
depending on the data selection of Create Retro Timecards. The system uses
transaction numbers to identify the successfully processed records. If the system did
not create a timecard, the record includes a transaction number of zero (0) with
associated error messages.

The Retro Timecard Exception report lists only the records in error with an associated
error message.

Figure 4-9 Retro Timecard Posting report
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Figure 4-10 Retro Timecard Exception report
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4.10.1 What You Should Know About

Topic Description

Negative gross pay If the total of all gross pay records for the employee, pay
type, and account information is a negative amount (that
is, negative retroactive pay), the system does not create a
timecard. The result depends on whether you specified a
valid benefit number (DBA) in the associated processing
option, as follows:

= Valid benefit number - The system creates a negative
amount as a one-time override with the benefit
number. JD Edwards World recommends that you
set up the DBA with 2 in the Effect on Check field
(taxable pay is included in gross and net
calculations).

= Invalid benefit number - The system rejects the
record.

See Section 4.11, "Correcting Rejected Timecards."

If all employees in the workfile have negative gross pay,
JD Edwards World recommends that you set the
processing options to create standard timecards. The
system creates DBA one-time overrides which can then
be processed with regular pay only during a normal
payroll.

Zero gross pay If the gross pay amount for the combination of
employee, pay type, and account information is zero (0),
the system removes the record from the workfile without
creating a timecard.

Employee master information During timecard creation, the system retrieves
information from the Employee Master table (F060116). If
necessary, update the actual retroactive timecard in a
time entry program.

Business unit security The system verifies all menu selections on the
Retroactive Payroll Processing menu for business unit
security. If a user is not authorized to access a record, the
record prints on the exception report. The system resets
the record with a blank indicator code and leaves it in the
workfile. You must approve these records again and
rerun the Create Retro Timecards program.

4.10.2 Processing Options
See Section 56.1, "Create Retro Timecards (P06283)"

4.11 Correcting Rejected Timecards

Before creating a timecard, the system verifies all information in the workfile pro
forma records. When the program successfully verifies a record, it performs the
following:

»  Creates a timecard, one-time-override, or interim check to be used for payroll
processing

m  Removes the verified record from the workfile

After all records are processed, the only records remaining in the workfile are rejected
records and records not previously approved. The system marks the rejected records
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with the appropriate error codes preventing the pro forma timecards from further
processing.

Reasons for rejecting retroactive timecards include the following;:

= The history pay type is not associated with a target pay type in the Retro Pay Type
table, or the target pay type is not found in the Pay Type Specifications table
(F069116)

s The account number in the workfile does not pass the account number test for
posting account numbers, for validity of account number, or for posting business
unit

= For negative pay, the benefit code that is specified in the processing options is not
valid

Based on the reason the system rejected the timecard, you might need to:
= Repeat any or all of the tasks to process retroactive payroll

= Change the processing options before you create the retroactive payroll so that the
system includes the rejected timecards

See Also:
= Section 4.8, "Revising Retroactive Pay Workfile Records,"

= Section 4.10, "Creating Retroactive Timecards."
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Employee History and Turnover

This part contains these chapters:

Chapter 5, "Overview to Employee History and Turnover"
Chapter 6, "Work with Records for Employee Master History"
Chapter 7, "Review Employee History Reports"

Chapter 8, "Work with Multiple Job History"

Chapter 9, "Correct Turnover Records"






O

Overview to Employee History and Turnover

This chapter contains these topics:
= Section 5.1, "Objectives,"

= Section 5.2, "About Employee History and Turnover."

5.1 Objectives

= To review history and turnover records
s To correct history and turnover records
= To delete or archive history records

s Torunreports

5.2 About Employee History and Turnover

Within any organization, employees continually change jobs, receive raises, are
promoted, or change their marital status. You can set up your system to store historical
records of the employee information. This means that when you enter or update
employee information, the system creates a historical record of the old information.
You can set up your system to store turnover records. Turnover records show
employee movement within your organization, such as when an employee changes
jobs, as well as movement resulting from new hires and terminations.

For employees who have multiple jobs within your organization, the system stores
history records for each job. The system stores this information in a separate table from
the employee history and turnover tables.

Working with employee history and turnover information includes:
= Working with records for employee master history

= Reviewing employee history reports

»  Working with records for multiple job history

= Correcting turnover records

You can track employee history and turnover for any of the information stored in the
Employee Master table (F060116). You can use history and turnover information to:

= Review the employee's job progression
= Review salary increases given at the same time a job change was made

= Analyze historical changes to employee information
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= Consider an employee for a promotion
= Consider an employee for another position

= Monitor employee movement within your company

5.2.1 What Is Employee Master History?

Employee master history includes the history records that the system creates when
you change information on the employee entry forms. You must specify the data items
(such as home company, tax ID number, and so on) for which you want to track
history. These data items must exist in the Employee Master table. Whenever you
change employee information, the system creates a separate history record for each
data item for which you are tracking history.

As you enter and revise information for the data items that you selected for history
tracking, the system temporarily stores history and turnover records in a data queue.
You use the history monitor feature to control when the system transfers the records in
the data queue to the permanent history and turnover tables. You activate the history
monitor when you want to transfer records to the history and turnover tables
immediately after you make a change. When the history monitor is not active, the
system stores the history records in the data queue until you activate the monitor. To
speed computer response time, you might choose to activate the monitor only at night,
when no users are working on the system.

The data queue has limited storage space. If you do not activate the monitor regularly,
the data queue can become too large and you will be unable to retrieve records.

The history records include the following information:

s The specific change

s The reason for the change (known as the change reason code)
s The date that the change becomes effective

s The system date when the change was made

s The user ID of the person who made the change

s The program ID that identifies where the change was made

5.2.2 What Is Employee Multiple Job History?

In some organizations, employees can have multiple jobs. Each employee has one
primary job. Any additional job that an employee might hold at the same time as the
primary is called a secondary job. For employees who have multiple jobs, the system
stores history records for each job.

5.2.3 Why Is the Change Reason Code Important?

When you revise employee information, the system prompts you for a change reason
code. The change reason code indicates whether the system should record the change
to the employee information as employee history only or as both employee history
and turnover. The system does not create a turnover record unless you enter a change
reason code. The system also stores the change reason code with the employee history
record.

When you enter job changes for an employee with multiple jobs, and the change
reason code and effective date are different for each job, the system creates a separate
record for each change in the Employee Multiple Job History table.
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You define change reason codes in the user defined code table 07/T. When you define
change reason codes, it is important to note that alphabetic codes have a negative
effect on turnover. Conversely, numeric codes have a positive effect on turnover.

5.2.4 Where Does the System Store History and Turnover Records?

The system stores history and turnover information in the following tables:

= Employee master and primary job history in the HR History table (F08042)

= Employee turnover information for employees' primary jobs in the Employee

Turnover Analysis table (F08045)

s Primary and secondary job history in the Employee Multiple Job History table

(FO60119).

When an employee has multiple jobs at one time, the system maintains turnover

information only for the primary job.

When an employee has multiple jobs at one time, the system maintains turnover
information only for the primary job. The following diagram shows how the system
tracks information from the current employee tables to the history and turnover tables.

Figure 5-1 How the System Tracks Information
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Work with Records for Employee Master
History

This chapter contains these topics:
= Section 6.1, "Working with Records for Employee Master History,"
= Section 6.2, "Reviewing Employee History,"

= Section 6.3, "Correcting Employee History."

6.1 Working with Records for Employee Master History

When current employee information changes, such as when an employee is promoted
or changes marital status, you must update the employee's record to reflect the change.
You can set up your system to create historical records of the information you changed
when you update employee records to reflect such changes.

Working with employee history records consists of the following tasks:
= Reviewing Employee History
»  Correcting Employee History

You can review historical information since the date you began tracking history. This
allows you to analyze an employee's qualifications and work record. For example, you
can:

= Review an employee's job progression
= Review salary increases given at the same time a job change was made
= Analyze historical changes to employee information

= Analyze an employee's job history to determine whether the employee is ready for
a promotion

You can correct history records if you made a mistake when you entered employee
information and the system stored that mistake in history records.

You might make a mistake and not want to maintain the record in history. You can
delete a history record if it is inaccurate and if you do not want to maintain it in the
history table.

To conserve computer disk space, you can transfer past years' history records to tape
or to an alternate backup system.
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6.1.1 Before You Begin

= Specify the employee data items for which you want to track turnover. See
Section 43.3, "Selecting Data for Tracking Purposes"

s Verify that the Human Resources constants are set to track turnover. See
Section 43.2, "Setting Up History and Turnover Constants"

= Verify that the history subsystem and monitor are set to run. See Section 43.5,
"Activating History and Turnover Tracking"

See Also:

» Enter Employee Information in the JD Edwards World U.S. Payroll I
Guide,

= Set Up Employee History and Turnover Tracking in the JD
Edwards World Human Resources Guide,

= Section 61.3, "Purge Employee History - All Data Items (P080860)"

6.2 Reviewing Employee History

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring
From Change Control & Monitoring (G07112), choose Employee History Inquiry

You can set up your constants so that the system creates history records for employees
whenever you change employee information. You might want to review this history
to:

= Analyze historical changes to employee information
= Consider an employee's work record for promotions or raises
= Consider an employee's work record for another position

To review the complete history records for an individual, from the oldest entry
through the most recent entry, you can use Employee History Inquiry. You can also
review all the history that is linked to a specific data item.

To review employee history
On Employee History Inquiry
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Figure 6—1 Employee History Inquiry screen
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1. Complete the following field:
= Employee Number

2. Complete any of the following optional fields:
= Asof Date
= Last Change
s Data Item
3. Press F4 to access the detail area.
4. Review the information.
Field Explanation
As of Date The date for which you want to review employee history and
employee turnover. Any history or turnover that has an
effective date after the date you enter in this field does not
appear on the form. If you do not enter a date, the system date
is the default date.
In the history or turnover purge programs, all data with an
effective date (data item EFTO) on or before this date will be
purged. You must enter this date.
Last Chg Only (Y) A code that defines whether the form displays only employee

history changes made through the date you indicate in the As
of Date field. Valid codes are:

Y - Yes, display only the history changes in effect through the
As of Date.

N - No, display all changes.
blank The same as N.

Note: Since changes are based on effective date, if two changes
were made on the same date, the form shows both changes.
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6.2.1 What You Should Know About

Topic Description

Reviewing history for a specific To review all of the history for an individual employee

date for one specific date, use Employee History Snapshot.
This form displays only the history that is in effect on the
date you specify.

Field-sensitive history On the employee entry form, you can use the Field

Sensitive History function to access history for a specific
field. You must position the cursor in the field for which
you want to review history.

For example, to review an employee's job history,
position the cursor in the Job Type field and choose the
Field Sensitive History function.

6.2.2 Processing Options
See Section 57.1, "Employee History Inquiry (P08042)"

6.3 Correcting Employee History

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Employee History

Each time you make an entry in an employee record, the system creates a record in the
corresponding history table. If you make a mistake when you enter employee
information and then correct the error, you must delete the incorrect record from the
corresponding history table to maintain an accurate history trail. When you delete a
record in the history table, you do not affect the information in the Employee Master
table.

If the only information you incorrectly entered was the change reason or the effective
date, you can correct that information in the history table. You do not need to delete
the entire record to correct those two fields.

Correcting the error in the history table allows you to maintain accurate history
records. If the history record you correct has a change reason, you must also correct the
corresponding turnover record.

To correct employee history
On Employee History
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Figure 6—-2 Employee History screen
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1. To locate the record, complete either or both of the following fields:
= Employee
= Data Item

2. If the entire record is incorrect and you do not want to maintain it in history,
choose the Delete option.

3. If you want to maintain the history record, complete the following optional field:
= Effective On

4. Press F4 to access the detail area.

5. Correct the information in the following optional field:

s Change reason

See Also:

»  Chapter 9, "Correct Turnover Records"
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Review Employee History Reports

This chapter contains these topics:

»  Section 7.1, "Reviewing Employee History Reports,"

= Section 7.2, "Reviewing the Employee History Log,"

= Section 7.3, "Reviewing the Salary History Analysis Report,"
»  Section 7.4, "Creating the Last History Change Workfile,"

= Section 7.5, "Reviewing the Last Change in History Report."

7.1 Reviewing Employee History Reports

To review and analyze employee history, you can print several reports. You can
review:

= The most recent changes that have been made to employee information
s The next-to-last change that was made to your employee history records
»  Historical salary information for specific employees

Reviewing history reports includes:

= Reviewing the Employee History Log

= Reviewing the Salary History Analysis Report

s Creating the Last History Change Workfile

= Reviewing the Last Change in History Report

7.2 Reviewing the Employee History Log

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring
From Change Control & Monitoring (G07112), choose Employee History Log

To review history for either a single data item or for all of the data items for which you
are tracking history, print the Employee History Log. The information that prints on
this report is the same information that you can review online using Employee History
Inquiry.
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Figure 7-1 All Employees by Home Business Unit report
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7.2.1 Processing Options
See Section 57.2, "All Employees by Home Business Unit (P080423)"

7.3 Reviewing the Salary History Analysis Report

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring
From Change Control & Monitoring (G07112), choose Salary History Analysis

Use the Salary History Analysis report to review salary changes for employees'
primary jobs. To use this report to analyze salary information, you must have set up
your system to track history for salary, hourly rate, and pay class.

For each employee, the report shows either an annual salary or an hourly rate,
depending on the employee's pay class. (The pay class indicates whether an employee
is paid on salary or by the hour.)
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Figure 7-2 Employee Salary History report - All Employees by Home Business Unit
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7.3.1 Processing Options
See Section 57.2, "All Employees by Home Business Unit (P080423)"

7.4 Creating the Last History Change Workfile

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring
From Change Control & Monitoring (G07112), choose Last History Change Workfile

Before you can print the Last Change in History report, you must create the Last
History Change workfile (T08042W). This workfile is a compilation of changes to data
items. The system uses this temporary workfile to create the Last Change in History
(World Writer) report. When you run the last history change, the system does not print
a report. You must print the report separately.

You must run this program individually for each data item that you want to view on
the Last Change in History report. For example, to review changes for all salary
records (data item SAL) as well as for all job records (data item JBCD):

= Verify that the processing options are set to add records to the workfile
= Run the Last History Change Workfile program for salary records
= Run the Last History Change Workfile program again for job records

You should check your message queue to verify that this program completed
successfully.

7.4.1 Processing Options
See Section 57.4, "Most Recent Change Work File Build (P0804500)"
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7.5 Reviewing the Last Change in History Report

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring

From Change Control & Monitoring (G07112), choose World Writer

You can print a World Writer report that lists changes to one or more data items in the
Employee Master table for which you are tracking history. This report displays the
information in a concise, easy-to-read format. Use this report to review historical

information for one or more specific data items.

The report shows the value entered in the data item before the most recent change to

that data item was entered. For example, assume that:

= You are tracking history for job ID.

= You hire an employee to fill the job of Accountant (job ID Acct-1).

= One year later, the employee receives a promotion to Senior Accountant (job ID

Acct-2).

= After three years with your organization, the employee receives a promotion to
Accounting Manager (job ID Acct-3). Accounting Manager is the employee's

current job.

When you print the report, it shows Acct-1 for the employee's job ID.

7.5.1 Before You Begin

»  Create the Last History Change Workfile. This workfile compiles the information

that prints on the report.

Figure 7-3 Using Work File T08042W report

Last Change In History
Using Work File TOB042W

Address Data History Effective Date User Program
Humber Item Data 0n Updated hui) ID

11/20/15

wn tn

wn tn

Wt tn W

0

318 SALY
320 SALY
321 SALY
329 SALY
330 SALY

- 1
- 03/05/17

7-4 JD Edwards World U.S. Payroll Il Guide




8

Work with Multiple Job History

This chapter contains these topics:

= Section 8.1, "Working With Multiple Job History,"

= Section 8.2, "Reviewing Multiple Job History for an Employee,"
»  Section 8.3, "Deleting Multiple Job History Records."

8.1 Working With Multiple Job History

If some employees in your company hold more than one job at one time, you enter
multiple jobs for those employees. When employees hold multiple jobs, the system
lists one job as the primary job and all others as secondary jobs. Each time you make
an entry for a multiple job the system creates a record in the Employee Multiple Job
History table (F060119).

The system adds a new record to multiple job history whenever you change any of the
following:

»  Home business unit
= Jobtype

= Jobstep

s Change reason

»  Effective date

When you make any other changes to multiple job information, the system writes over
the current record in multiple job history and does not create a new record.

To work with multiple job history, complete the following tasks:
= Reviewing Multiple Job History for an Employee
s Deleting Multiple Job History Records

8.2 Reviewing Multiple Job History for an Employee

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring

From Change Control & Monitoring (G07112), choose Employee Multiple Job
History
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Deleting Multiple Job History Records

You can review the history for your employees who hold more than one job at a time,
such as an art teacher who is also a baseball coach. You can review this information to:

s Determine which jobs the employee has held during the same period of time

= Review the employee's wage information for each job

To review multiple job history for an employee
On Employee Multiple Job History

Figure 8—1 Employee Multiple Job History screen
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1. Complete the following field:
= Address Number

2. To narrow the search, complete either of the following optional fields:
= Select From
s Select Through

3. Press F4 to access the detail area.

4. Review the information.

8.3 Deleting Multiple Job History Records

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Change Control & Monitoring

From Change Control & Monitoring (G07112), choose Employee Multiple Job
History
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You cannot correct the information in a record in an employee's multiple job history. If
you incorrectly enter multiple job information, you must delete the history record
unless the correction and the history have the same change reason and effective date.

When the correction has the same change reason and effective date as that of a
previous record, the system automatically deletes the previous record from the
Employee Multiple Job History table.

For example, assume that you need to correct the salary for an employee's primary job.
The salary that you need to correct was entered on 09/01/2014 with a change reason
of Annual Increase. When you correct the employee's salary, you enter 09/01 /2014 for
the effective date and Annual Increase as the change reason. The system deletes the
history record that contains the incorrect salary information.

When the change reason and effective date for the corrected information are different
than that for the incorrect record, you must delete the incorrect record on Employee
Multiple Jobs History.

When you enter corrections for an employee's primary job on Employee Entry, the
system does not delete the corresponding history record, regardless of the change
reason and effective date that you entered.

8.3.1 Before You Begin

= Enter the correct information on Employee Multiple Job Entry

To delete multiple job history
On Employee Multiple Job History

1. Complete the following field:
s Address Number
2. Locate the incorrect record and use the Delete function.

3. Use the Change action.
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9

Correct Turnover Records

This chapter contains the topic:

»  Section 9.1, "Correcting Turnover Records."

9.1 Correcting Turnover Records

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Employee Turnover

When employee assignment information changes, such as when an employee changes
jobs or moves to a new business unit within your organization, you must update the
employee's record to reflect the change. You can set up your system to create turnover
records of the information you changed when you update employee records. Turnover
records also show employee movement that results from new hires and terminations.

To track turnover for a change, you must enter a change reason and an effective date.
The system does not create a turnover record unless you enter a change reason code.
You can review turnover records to verify that there are no duplicate records, incorrect
change reason codes, or incorrect effective dates.

If you enter incorrect information when you update employee information, you must
re-enter the correct information. You should also correct the turnover record so that
you can accurately analyze turnover information.

You can only correct the effective date in the turnover data. If any other information in
the turnover record is incorrect, you should delete the entire record. When you correct
the information in employee entry, the system creates the correct turnover record.

When you re-enter the updated information, the system also creates duplicate history
records if you change any of the following additional data items:

= Change reason code
s Home company

»  Home business unit
= Job number

s Check route
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Correcting Turnover Records

To maintain the accuracy of your historical information, you should also delete the
duplicate employee history records.

See Also:

= Section 7.1, "Reviewing Employee History Reports."

To correct turnover records
On Employee Turnover

Figure 9-1 Employee Turnover screen
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1. To locate the incorrect record, complete the following field:
s Data Item

2. To narrow your search, complete either of the following optional fields:
s Turnover Data
s Change Reason

3. If the record is correct except for the date, correct the information in the following
field:

s Effective Date
4. Locate any incorrect records, choose the Delete Record function,

5. Use the Change action.
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Field

Explanation

Data Item

A data item, such as home business unit or home company, for
which you are tracking employee turnover. To specify the data
items for which you are tracking employee turnover, use user
defined code table 08 /TE.

JD Edwards World provides four codes. If necessary, you can
change the description of these codes. However, do not change
the four-letter code. For example, one of the codes provided is
HMCO (Home Company). You can change the Home Company
description, but do not change the letters HMCO.

Turnover Data

The data that is specific to the type of turnover being tracked.
For home business unit, this field would contain an individual
business unit name. For home company, it would contain a
company name. For jobs, it would contain a job type (data item
JBCD), followed by a job step (data item JBST). For check route
codes, the field would simply contain the code.

Form-specific information

This field is optional. You can use it to limit the information that
appears on the form. If you do not put a code in this field, all
turnover information for the data item appears.
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Wage Attachments

This part contains these chapters:

Chapter 10, "Overview to Wage Attachments"

Chapter 11, "Set Up Tables for Wage Attachments"
Chapter 12, "Set Up Deductions for Wage Attachments"
Chapter 13, "Enter Employee Wage Attachments"
Chapter 14, "Review Wage Attachment History"






10

Overview to Wage Attachments

This chapter contains these topics:
= Section 10.1, "Objectives,"
= Section 10.2, "About Wage Attachments."

10.1 Objectives

= To automate the process of calculating and deducting court-ordered payments
from employees' earnings and distributing those payments to payees

10.2 About Wage Attachments

The Family Support Act of 1988 places the responsibility for collecting and distributing
child support and other wage attachments on employers. In the Payroll system, you
set up wage attachments so that you can deduct court-ordered payments from an
employee's earnings.

Processing wage attachments includes:

= Setting up tables for wage attachments

= Setting up deductions for wage attachments
= Entering employee wage attachments

= Reviewing wage attachment history

Wage attachments include:

Item Description

Garnishments Court-ordered payroll deductions imposed for non-payment of
a personal debt or child support. By nature, these debts are
already in arrears.

Tax levies Court-ordered payroll deductions imposed for non-payment of
taxes.
Loans Payroll deductions for repayment of a loan that the employer

granted to the employee.

Wage assignments Court orders that require the employer to deduct a certain
amount from an employee's wages for an ongoing debt, such
as child support or maintenance. Child support deductions
have precedence over most other deductions.
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About Wage Attachments

If your organization has only a few employees with wage attachments, and those
wage attachments use only simple calculations such as a flat dollar amount or an
amount equal to a percentage of gross wages, you might not need to use the wage
attachment processing feature. Instead, you can set up and assign the wage attachment
deduction in the same way that you set up and assign any other type of deduction.

The Payroll system contains a comprehensive wage attachment processing feature that
you can use to:

s Track detailed wage attachment information, such as the wage attachment case
number

= Define specific calculation rules
» Handle multiple wage attachments for an employee

s Track detailed wage attachment history, including amounts deducted, deduction
dates, and payee information

Your organization can charge employees interest on loans and fees for administering
most types of wage attachments. In addition to the fees your organization charges, the
agency that collects the wage attachment might also charge an administrative fee.

Garnishment tables contain the federal or state wage ranges and calculation methods
for garnishments. Levy exemption tables contain the federal and state standard annual
exemption amounts used to determine wages exempt from the levy. You can also set
up additional amounts of exempt wages when an employee claims a disability. You
should set up these tables before you create the deductions for garnishments and
levies.

After you set up tables for wage attachments, but before you can enter wage
attachment information for employees, you must set up a deduction for each type of
wage attachment. Setting up a deduction for a wage attachment is similar to setting up
any other kind of deduction. You then can assign the deduction to an employee using
the employee DBA instructions.

The following terms are pertinent to wage attachments:

Term Description

Employee The debtor or obligor

Obligee The creditor, garnishor, or the person or organization to whom
the employee owes money

Company Your company, the employer, and the garnishee

Payee The person or organization that receives the payments and, in
turn, pays the obligee

You can review wage attachment information online for an employee, obligee, or
payee. You can also review detailed ledger records associated with wage attachments
for a specific employee.

To review wage attachment history for multiple employees, you can print the Wage
Attachment History report.
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Set Up Tables for Wage Attachments

This chapter contains these topics:

»  Section 11.1, "Setting Up Tables for Wage Attachments,"

»  Section 11.2, "Setting Up Garnishment Tables,"

= Section 11.3, "Setting Up Exemption Tables for Tax Levies."

11.1 Setting Up Tables for Wage Attachments

You set up tables for wage attachments to follow government guidelines for
calculating deductions amounts for garnishments and levies. Garnishment tables
contain the federal or state wage ranges and calculation methods for garnishments.
Levy exemption tables contain the federal and state standard annual exemption
amounts to determine wages exempt from the levy. You can also set up tables that
specify additional amounts of exempt wages for employees who claim disabilities. You
should set up these tables before you create the DBAs for garnishments and levies.

Setting up tables for wage attachments includes:
s Setting Up Garnishment Tables
»  Setting Up Exemption Tables for Tax Levies

The method that you use to calculate a garnishment for an employee is determined by
the court that imposes the garnishment. To help the courts determine reasonable
methods for calculating garnishments, the federal government, as well as some states,
issue guidelines for calculating garnishments. You can set up tables that define these
guidelines.

For employees who owe levies, government agencies set standard annual exemption
amounts. An employee's exemption amount is the amount of disposable wages that
the employee is allowed to keep after the tax levy payment is deducted. Employees are
allowed a personal exemption and an exemption based on their marital status.
Disabled employees are also allowed an additional exemption amount. You can set up
tables that define the government exemption amounts for levies.

11.1.1 What You Should Know About

Topic Description

Tax areas In the Payroll system, the terms tax area, tax authority,
and GeoCode are used interchangeably.
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Setting Up Garnishment Tables

11.2 Setting Up Garnishment Tables

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information
From Wage Attachment Information (G07113), choose Calculation Tables

The method that you use to calculate a garnishment for an employee is determined by
the court that imposes the garnishment. Garnishments for different employees can use
different calculation methods. Typical calculation methods include a flat dollar amount
or a percentage of the employee's disposable wages.

Using the government guidelines, you set up calculation tables that specify:
= The range of wage amounts that are subject to garnishments

s The methods that the system uses to calculate the garnishment for each wage
range

For federal guidelines, you must set up a garnishment table for each pay frequency
that you pay employees. You must also set up garnishment tables for any state taxing
authorities that have guidelines that supersede the federal guidelines.

Because the system allows you to associate only one calculation table with a DBA, you
must enter the same attachment table number for all garnishment tables. When the
system calculates a garnishment for an individual employee, it uses the employee's
pay frequency and tax area to determine the applicable garnishment table.

Caution: You cannot use the standard Calculation Tables program
(P069021) to set up a garnishment table.

To set up garnishment tables
On Calculation Tables
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Figure 11-1 Calculation Tables screen
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1. Complete the following fields:
= Attachment Table
s Description
s Tax Authority
s Pay Frequency
s Effective-From
»  Effective-Thru
2. To enter wage ranges, complete the following fields:
= From
s Thru
= Amount/Rate

s Garnishment Calculation Method (Mth)

Field Explanation

Attachment Table The number you assign to the garnishment calculation
table. When you set up the corresponding wage
attachment deduction, enter this number in the Table
Code field for the deduction. If you need to set up
multiple calculation tables for a wage attachment DBA,
use the same attachment table number for each of these
calculation tables.
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Setting Up Exemption Tables for Tax Levies

Field Explanation

Tax Authority 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.

From Enter the beginning range amount of disposable wage.
The system uses this amount, in conjunction with the
ending range amount of disposable wage, to determine
the method of calculation to use.

The system uses the check date to determine whether a
table is effective. The calculation table is effective only
for those garnishments that have check dates that are
within the range of the table's effective from and thru
dates.

Thru Enter the beginning range amount of disposable wage.
The system uses this amount, in conjunction with the
ending range amount of disposable wage, to determine
the method of calculation to use.

The system uses the check date to determine whether a
table is effective. The calculation table is effective only
for those garnishments that have check dates that are
within the range of the table's effective from and thru
dates.

Amt / 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 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 fold 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.

Mth The method used to calculate a garnishment
withholding amount for a disposable wage range.
Codes are:

A - Flat dollar amount
* — Net calculation method

If the disposable net wage is between the upper and
lower range, the amount is the difference between the
disposable net wage and the lower amount.

% — Percent

11.3 Setting Up Exemption Tables for Tax Levies

Government agencies set standard annual exemption amounts for employees who
owe tax levies. Some states set exemption amounts that supersede the federal
amounts. An employee's exemption amount is the amount of disposable wages that
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the employee is allowed to keep after the tax levy payment is deducted. Employees are
allowed a personal exemption and an exemption based on their marital status.
Disabled employees are also allowed an additional exemption amount. You can set up
tables that define the government exemption amounts for levies.

To simplify setting up levy deductions for employees, you can set up tables that define
these exemption amounts. For each employee who owes a levy, the system uses these
tables to calculate the amount of disposable wages that are exempt from the tax levy.

Setting up exemption tables for tax levies includes:
= Setting up standard annual exemption amounts

s Setting up additional exemption amounts

11.3.1 Example: Setting Up Exemption Levies

The following amounts are derived from the table for a single employee with one
personal exemption:

2,500.00 single + 2,300.00 one single exemption = 4,800.00 total annual exemption

The total annual exemption is divided by the number of pay periods per year. If the
employee is paid semi-monthly, 24 pay periods per year, the amount exempt from the
levy is 200.00.

11.3.2 Setting Up Standard Annual Exemption Amounts

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information
From Wage Attachment Information (G07113), choose Standard Annual Exemptions

You set up exemption tables based on the amounts provided by the federal and state
governments. Currently, the categories for exemptions are the same as those used for
federal tax exemptions.

To set up standard annual exemption amounts
On Standard Annual Exemption Amounts

Figure 11-2 Standard Annual Exemption Amounts screen
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Complete the following fields:
s Tax Area
s Date - From Effective

s Date - Thru Effective

= Amount - Personal Exemption

= Amount - Standard Deduction-Single

s Amount - Standard Deduction-Head of Household

=  Amount - Standard Deduction-Married-Separate

= Amount - Standard Deduction-Married-Joint

= Amount - Standard Deduction-Surviving Spouse

Field

Explanation

Personal Exemption

The Standard Personal Exemption Amount for the
calculation of Tax Levy exempt dollars for an individual.
Currently this exemption amount is the same as the
exemption amount for the calculation of Federal Income Tax.

- Single The standard annual wage amount exempt from levies, if the
employee's filing status is Single.

- Head of Household The standard annual wage amount exempt from levies, if the
employee's filing status is Head of Household.

- Married /Separate The standard annual wage amount exempt from levies, if the
employee's filing status is Married Filing Separately.

- Married /Joint The standard annual wage amount exempt from levies, if the

employee's filing status is Married Filing Jointly.

- Surviving Spouse

The standard annual wage amount exempt from levies, if the
employee's filing status is Surviving Spouse.

11.3.3 Setting Up Additional Exemption Amounts

Navigation

From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Additional Exemptions

When an employee or the employee's spouse meets certain conditions such as age or

disability, the employee might

have additional exemptions for tax levies. The federal

and state government provides the information you need to complete these tables.

To set up additional exemption amounts
On Additional Exemption Amounts
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Figure 11-3 Additional Exemption Amounts screen
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Complete the following fields:
»  Marital Status

= Disability Flag

= Pay Frequency

= Date - From Effective

»  Date - Thru Effective

= Amount - Personal Exemption

Field

Explanation

Marital Status

The employee's federal marital status from the 668-W
form. If you leave this field blank, the system uses
Marital Status from the employee master as the
default. The system uses this code to compute all tax
levy deductions.

Form-specific information

On Additional Exemption Amounts, the system does
not use the marital status from the employee master
as the default. You must enter the marital status if you
want the system to use it as an additional exemption
amount.

Disability Flag

A code recognized by the federal government that
indicates whether an employee has a disability that
can change the calculation of a Tax Levy.

Do not delete or change these codes.
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Set Up Deductions for Wage Attachments

This chapter contains these topics:

Section 12.1, "Setting Up Deductions for Wage Attachments,"
Section 12.2, "Setting Up a Garnishment Deduction,"

Section 12.3, "Setting Up a Loan Deduction,"

Section 12.4, "Setting Up a Fee or Interest Deduction,"
Section 12.5, "Setting Up a Tax Levy Deduction,"

Section 12.6, "Setting Up a Wage Assignment Deduction."

12.1 Setting Up Deductions for Wage Attachments

Before you can enter wage attachment information for employees, you must set up a
deduction for each type of wage attachment. Setting up a deduction for a wage
attachment is similar to setting up any other kind of deduction. Therefore, only the
unique considerations for each type of deduction are discussed here.

Setting up deductions for wage attachments includes:

Setting Up a Garnishment Deduction
Setting Up a Loan Deduction

Setting Up a Fee or Interest Deduction
Setting Up a Tax Levy Deduction

Setting Up a Wage Assignment Deduction

Wage attachment payments are deducted from an employee's disposable wages
(disposable earnings). An employee's disposable wage is the amount that remains
after all payments that are required by law have been deducted from the employee's
gross wages.

These required payments include:

Federal income tax

Social Security

Medicare

State income tax

State unemployment insurance

State disability insurance
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= State employee retirement systems
= Local and county taxes
= Any other applicable state requirements

Special considerations for a wage attachment deduction include:

ltem Description

Effect on disposable wage For a wage attachment that is required by law, you should
indicate that it is a mandatory deduction when you
specify its effect on disposable wage.

Calculate once per pay period Typically, you set up a wage attachment deduction to
calculate only once per pay period. Therefore, if an
employee receives a payment (such as a bonus) in
addition to a regular payment, the wage attachment
payment is deducted from only the regular payment.

Accounts payable integration If your Payroll system is integrated with the JD Edwards
World Accounts Payable system, you can set up a wage
attachment DBA to generate vouchers.

See Section 19.4, "Setting Up Voucher Information for
DBASs"

Declining balances When you set up a wage attachment deduction, set the
Declining Balance field to N (No). The system uses the
method of calculation to calculate the declining balance.

Amount due Because wage attachment balances typically vary by
employee, you should not enter an amount due for a
wage attachment DBA. Instead, you enter the amount
due when you assign wage attachments to individual
employees.

See Section 10.2, "About Wage Attachments."

Negative pay situations You can set up wage attachment deductions to adjust or
arrear in a negative pay situation. When an employee
does not earn enough in a pay period to pay the
deduction, the system can place the deduction in arrears.

See Section 48.5.8, "Setting Up a Deduction DBA to Adjust
Negative Pay"

You set up a garnishment deduction to deduct court-ordered payments for
non-payment of personal debts or overdue child support. The debts on which these
imposed payments are based are already past due.

You set up a loan deduction to deduct amounts for re-payment of a loan granted to an
employee by your organization.

In some cases, you might need to associate fees or interest with a wage attachment. For
example, your organization might charge interest on a loan to an employee or fees for
maintaining garnishments.

You set up a tax levy deduction to deduct court-ordered payments for back taxes that
the employee owes.

You set up a wage assignment deduction to deduct ongoing debts, including child
support and maintenance, from an employee's earnings,.

When you set up a wage attachment deduction, you must use specific codes for the
method of calculation and source of calculation. The following table illustrates the
codes required for each type of wage attachment.
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Setting Up a Garnishment Deduction

Attachment Codes

Garnishment

Source of calculation = any code 1 - 8

Method of calculation = G

Loan Source of calculation = R
Method of calculation = K
Fees Source of calculation = 0
Method of calculation = A
Interest Source of calculation = R
Method of Calculation = %
Tax levy Source of calculation = any code 1 - 8

Method of calculation = L

Wage assignment

Source of calculation = any code 1 - 8

Method of calculation = C

(for child support and maintenance)

12.2 Setting Up a Garnishment Deduction

See Also:

»  Section 48.2, "Setting Up Simple DBAs"

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup

You set up a garnishment deduction to deduct court-ordered payments for
non-payment of personal debts or overdue child support. The debts on which these
imposed payments are based are already overdue. Because each deduction must
match the court orders, you might need to set up separate deductions for different
employees.

12.2.1 Before You Begin

Set up the tables that the system uses to calculate garnishments. See Section 11.2,

"Setting Up Garnishment Tables."

To set up a garnishment deduction
On DBA Setup
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Setting Up a Loan Deduction

Figure 12-1 DBA Setup screen
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1. Enter a numeric code from 1 to 8 in the following field:
= Source of Calculation

2. Enter G in the following field:
s Method of Calculation

3. Enter the attachment table number for your garnishment tables in the following
field:

s Table Code

4. Complete the steps for setting up a simple deduction.

12.2.2 What You Should Know About

Topic Description

Choose the Garnishment Calculation Table function
to review the information you entered on your
garnishment tables.

Garnishment tables

See Also:

s Section 48.2

12.3 Setting Up a Loan Deduction

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup
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You set up a loan deduction to deduct amounts for repayment of a loan granted to an
employee by your organization. When you assign the loan deduction to an employee,
the system calculates the amount of the deduction based on the amount due.

You set up a loan deduction in the same way that you set up any other type of
deduction.

12.3.1 What You Should Know About

Topic Description

Codes for loan deductions When you set up a loan deduction, you must enter R
(Remaining Balance) for the source of calculation and K
(Employee Loan) for the method of calculation.

Declining balance When you set up the DBA, you must set the declining
balance field on DBA Additional Information to N
(No). When you use method K, the system
automatically controls the declining balance.

12.4 Setting Up a Fee or Interest Deduction

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup

In some cases, you might need to associate fees or interest with a wage attachment. For
example, your organization might charge employees:

= Interest on loans
= Administrative fees for maintaining garnishments

You set up deductions for fees and interest and base those deductions on the
deductions for which you are collecting the fees or interest. Fees do not apply to levies.

A fee or interest deduction must have a higher DBA number than the deduction on
which it is based. For example, you can base interest deduction 1122 on loan deduction
1108, and fee deduction 1120 on garnishment deduction 1104. You can base a fee or
interest deduction on only one deduction. Therefore, even when you charge the same
fee for garnishments as for wage assignments, you must set up two fee deductions.
Base one fee deduction on the garnishment deduction, and base the other fee on the
wage assignment deduction. You specify the based on deduction number in the basis
of calculation for the fee or interest deduction.

When you define a wage attachment for an employee, you assign the fee or interest
deduction number to the associated wage attachment.

To set up a fee or interest deduction
On DBA Setup

1. Complete the following field.
= DBA Code
2. Enter O (zero) or R in the following field:

m  Source of Calculation
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Setting Up a Tax Levy Deduction

3. Enter A or % in the following field:
s Method of Calculation
4. Complete the steps for setting up a simple deduction.

5. On Basis of Calculations, complete the following fields for the wage attachment
deduction for which you are collecting the fee:

s From Type
s Thru Type
See Also:

= Section 48.2, "Setting Up Simple DBAs"

12.5 Setting Up a Tax Levy Deduction

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup

You set up a tax levy deduction to deduct court-ordered payments for back taxes that
the employee owes.

You set up a tax levy deduction in the same way that you set up any other type of
deduction.

12.5.1 Before You Begin

= Set up exemption tables. See Section 11.3, "Setting Up Exemption Tables for Tax
Levies."

12.5.2 What You Should Know About

Topic Description

Codes for levy deductions When you set up a levy deduction, you must enter a
code from 1 to 8 for the source of calculation and L
(Levies) for the method of calculation.

Declining balance When you set up the DBA, you must set the
declining balance field on DBA Additional
Information to N (No). The wage attachment
program calculates the remaining balance for the
levy.

See Also:

»  Section 48.2, "Setting Up Simple DBAs"

12.6 Setting Up a Wage Assignment Deduction

Navigation
From Payroll Master (G07), enter 29
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Setting Up a Wage Assignment Deduction

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup

You set up a wage assignment deduction to deduct ongoing debts, including child
support and maintenance, from employees' earnings.

The courts typically rule that child support has priority over other types of wage
attachments. This means that if an employee did not earn enough in a pay period to
pay for all deductions, the child support deduction should be the last deduction to be
adjusted.

To give the child support deduction first priority, assign it a lower DBA number than
the numbers that you enter for other deductions. During payroll cycle processing, the
system adjusts (backs out) deductions in numerical order, beginning with the
highest-numbered deduction. For example, deduction 1001 would be adjusted (backed
out) before 1000.

You set up a wage assignment deduction in the same way that you set up any other
type of deduction.

12.6.1 What You Should Know About

Topic Description

Codes for wage assignment When you set up a wage assignment deduction, you

deductions must enter a code from 1 to 8 for the source of
calculation and C (Child Support) for the method of
calculation.
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Enter Employee Wage Attachments

This chapter contains these topics:

= Section 13.1, "Entering Employee Wage Attachments,"

= Section 13.2, "Assigning a DBA for a Wage Attachment,"

»  Section 13.3, "Entering a Wage Attachment for a Garnishment,"

»  Section 13.4, "Entering a Wage Attachment for a Loan,"

= Section 13.5, "Assigning Fees or Interest to a Wage Attachment,"

= Section 13.6, "Entering a Wage Attachment for a Tax Levy,"

= Section 13.7, "Entering a Wage Attachment for a Wage Assignment,”
»  Section 13.8, "Assigning Priorities to Wage Attachments,"

»  Section 13.9, "Entering Additional Information for a Wage Attachment."

13.1 Entering Employee Wage Attachments

You can enter a wage attachment for an employee to deduct a court-ordered payment
from the employee's earnings. You can also enter a wage attachment for an employee
when your organization grants a loan to the employee and charges interest for the
loan.

Entering wage attachments includes the following tasks:

= Assigning a DBA for a Wage Attachment

= Entering a Wage Attachment for a Garnishment

= Entering a Wage Attachment for a Loan

= Assigning Fees or Interest to a Wage Attachment

= Entering a Wage Attachment for a Tax Levy

= Entering a Wage Attachment for a Wage Assignment

= Assigning Priorities to Wage Attachments

= Entering Additional Information for a Wage Attachment

When you enter a wage attachment for an employee, you define the specific rules for
calculating that employee's wage attachment. For an employee who has multiple wage
attachments of the same type (two garnishments, for example), you can set priorities
for those wage attachments. You also can enter additional information for a wage
attachment, such as its file number and effective dates.
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Assigning a DBA for a Wage Attachment

You can enter a wage attachment for an employee in either of the following ways:

= Enter the deduction for the wage attachment in the employee's DBA instructions.
The system displays the wage attachment entry program, where you can enter the
unique information for this employee's wage attachment. The system prompts you
to enter only the information that applies to the type of wage attachment you are
entering.

= Enter the wage attachment information for an employee directly. The system adds
the wage attachment DBA to the DBA instructions for the employee.

You can choose the way that works best for you. If you have many employees with
wage attachments, entering the attachment information directly will probably be the
most efficient entry method.

13.1.1 Before You Begin

= Set up a deduction for each type of wage attachment. See Section 13.2, "Assigning
a DBA for a Wage Attachment."

= Enter obligees and payees into the Address Book system.

See:

= Entering Basic Address Book Information in the JD Edwards World
Common Foundation Guide.

13.2 Assigning a DBA for a Wage Attachment

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose DBA Instructions

You can assign a DBA to enter a wage attachment for an employee. When you assign a
DBA that has been set up for wage attachment purposes, the system displays the
additional forms you need to enter the wage attachment.

For any type of wage attachment, you can enter certain general information, such as
the case number, case date, and payee. If your Payroll system is integrated with
Accounts Payable and you have activated vouchering for DBAs, you can create an
A/P voucher for a wage attachment.

To enter general wage attachment information
On DBA Instructions
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Assigning a DBA for a Wage Attachment

Figure 13-1 DBA Instructions screen
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Complete the following fields:
Employee Number
Code

.
.
Complete the following optional fields:
= Start
Stop
Generate Voucher (GV)

Use the Add action.

Figure 13-2 Wage Attachment Window
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4. On Wage Attachment Window, complete the following optional field:

Specify Case/Loan Number

5. Choose the Continue function.
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Figure 13-3 Employee Wage Attachment Setup screen
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6. On Employee Wage Attachment Entry, review the information in the following
fields:

= Wage Attachment Number
=  Employee Number
s Deduction Number
s Case/Loan Number
7. Complete the following optional fields:
= Obligee Number
= Payee Number
»  Case Date
= A/P Voucher

Field Explanation

Wage Attach Control Number A control number used to group and identify all related
elements associated with a Wage Attachment (Garnishment,
Levy, Child Support or Loan). This number is assigned by the
system and is used to attach a specific deduction to its related
Wage Attachment information.

Case/Loan Number A number assigned to the Wage Attachment by the issuing
agency.
Case Date The date the agency issued the wage attachment.
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Entering a Wage Attachment for a Garnishment

Field

Explanation

Obligee No

The address number of the participant as defined in the
Participant Master table (F08901).

In Dependent/Beneficiary Assignment, enter the participant
number of the dependent/beneficiary who is being assigned to
the benefit plan.

In Qualifying Event Entry, enter the participant number of the
qualified beneficiary who has lost coverage and is eligible to
receive COBRA coverage.

Payee No

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 check.

A /P Voucher (Y,N)

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:

"' - Use Hierarchy to determine whether a voucher is created
by looking at the setup, union and/or DBA level.

N - No, do not generate a voucher
Y - Yes, generate a voucher
Form-specific information

To create an A /P voucher for a wage attachment, your Payroll
system must be integrated with the Accounts Payable system,
and you must set up vouchering for DBAs.

13.2.1 What You Should Know About

Topic

Description

Deleting a wage attachment

You cannot delete a wage attachment that has history
information.

Entering duplicate case numbers ~ When you add wage attachments, the system prevents

you from entering duplicate case numbers.

13.3 Entering a Wage Attachment for a Garnishment

Navigation

From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment

Entry

You must enter a garnishment wage attachment for an employee when a court orders
your organization to withhold payments for overdue child support or personal debt

from the employee's wages.
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Entering a Wage Attachment for a Garnishment

When you enter a garnishment wage attachment, you specify the total amount the
employee owes (the amount due) and the method the system should use to calculate
the payment. The court determines this method. For garnishments, the court often
directs you to use guidelines defined by the state or Federal government. In this case,
you can use the garnishment tables as the method of calculation.

To enter a wage attachment for a garnishment
On Employee Wage Attachment Entry

Figure 13-4 Employee Wage Attachment Entry screen
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1. Complete the following fields:
= Employee Number
s Deduction Number
= Amount Due
2. Complete the following optional fields:
s Case/Loan Number
= Obligee Number
= Payee Number
»  Case Date
= A/P Voucher
= Number of Periods
= Minimum Net Pay

3. To calculate the garnishment with a method other than the garnishment
calculation tables, complete the following fields:

= Amount

s Method
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Entering a Wage Attachment for a Garnishment

Field

Explanation

Amount Due

DBA setup

The total amount due for a Wage Attachment deduction.
For wage attachment setup, the amount due is stored in
a different table and it is not displayed in the DBA
instructions for employees.

This is a required field for Wage Attachments, except in
the case of Child Support deductions.

Form-specific information

The amount due is the total amount that the employee
was originally ordered to pay. Each pay period that the
wage attachment payment is deducted from the
employee's pay, the system reduces the amount due by
the amount of the deduction to reflect the current
amount that the employee owes.

No. of Periods

The number of periods for which a deduction or benefit
should be taken. The system automatically decreases this
number by one for each period taken.

You must enter a value in this field if you entered Y (Yes)
in the Use Number of Periods field (on the DBA
Additional Information window, accessed from the DBA
Setup form) when you set up the DBA.

Amount/Method-Amount

The amount to be withheld from the employee's
paycheck for a wage attachment.

You can enter either a flat dollar or percentage amount
based on one of the wage attachment methods. The
system can use this amount as a comparison based on
the method. The method determines whether the
amount or the percent is deducted.
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Field

Explanation

Amount/Method-Method

The method the system uses to calculate a wage
attachment deduction. Valid values are:

blank — For a garnishment, the system uses the
Garnishment Calculation Tables to calculate the
garnishment. For a levy, the system uses the Standard
Annual Exemption Amounts and Additional Exemption
Amounts tables to calculate the levy. (Use for
garnishment and levy:.)

1 - Lesser of the flat amount or percent of disposable
wage. (Use for child support.)

2 — Greater of the flat amount or percent of disposable
wage. (Use for child support.)

3 — Greater of flat amount or percent. The difference
becomes the arrearage deduction, if there is an arrearage
amount. (Use for child support.)

4 — Flat dollar amount. The difference between the new
disposable wage and the minimum net pay equals the
arrearage amount. (Use for child support.)

5 — Flat dollar amount, unless the amount is greater than
percent of wage, then use the secondary amount. (Use
for child support.)

6 — Flat dollar amount, unless the new disposable wage
is less than minimum net pay, then adjust amount until
minimum net reached. (Use for garnishment and levy.)

7 — Percent of disposable wage adjusted to minimum net.
(Use for garnishment and levy.)

8 — Lesser of % of gross or table amount. (Use for
garnishment.)

9 — State garn./levy calculation method. (Based on gross
income.)

0 — State garn./levy calculation method using a
percentage.

A — Flat dollar amount. (Use for garnishment, levy and
loans.)

% — Percentage of wages. (Use for garnishment, levy &
loans.)

D — Federal Garn./levy calculation method using a flat
dollar amount.

F — Federal garn./levy calculation method. (Based on
disposable income.)

P - Federal garn./levy calculation method using a
percentage.

S - State garn./levy calculation method using a flat
dollar amount.
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Entering a Wage Attachment for a Garnishment

Field

Explanation

Minimum Net Pay

The system uses this amount in conjunction with Wage
Attachment method 4 for Child Support, methods 6 & 7
for Garnishments, and methods %, 6 & 7 for Tax Levies
(UDC 07/GA).

The minimum net pay is the amount of disposable wage
that the employee must have left after the wage
attachment payment is deducted. It is not the amount
that the employee is allowed to take home. The
employee might have other (non-wage attachment)
deductions that reduce the minimum net pay amount.

For further explanation, please see the Wage Attachment
Method field (WACM).

Group Limit Code

A user defined code (07/GR) that groups together DBAs
that share common limitations. Use this field to group
together wage attachments for the split of available
wages.

When you enter a value in Split Deduction field for an
employee who has multiple families/organizations, you
must enter the same Group Limit Code. Only child
support, garnishments and levies should be linked with
a Group Limit Code.

Ded. Arrearage

The amount of the deduction that is being or has been
reduced because the employee did not receive wages
that could cover the payroll taxes and deductions
calculated within the payroll cycle.

Percent 1 The percent of disposable wage that can be used in the
calculation of a wage assignment, as specified in the
wage attachment setup.

Split Deduction Use this code to specify whether a child support, levy, or

garnishment wage attachment deduction amount is
divided equally or apportioned among all the
families/organizations to whom the employee is paying
the child support, levy or garnishment. This condition
occurs when there are multiple wage attachment
deductions for one employee, and the employee does not
earn enough wages to cover all of the payments. Instead
of making a payment to only one family/organization,
the system allocates/prorates, or divides the amount
equally to each of the child support, levy or garnishment
wage attachment numbers.

Y — Apportion the amount. If one payment was for 100
and another for 200, and the employee had only 150
available for the payments, the first family / organization
would get 50 and the second family/organization would
get 100.

1 - Divide the amount equally among the
families/organizations. If one payment was for 100 and
another for 200, and the employee had only 150 available
for the payments, each family/organization would get

N - Do not take other child support, levy, or
garnishment payments into consideration. To use the
split deduction feature, you must use a flat dollar
amount method. When you enter a value in the Split
Deduction field, you must enter the same code in the
Group Limit Code field.
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13.3.1 What You Should Know About

Topic Description

Disposable wage The new disposable wage is the employee's disposable
wage minus the wage attachment deduction.

Revising the original balance You can use the Unprotect Original Balance function
when you need to revise the original balance. When you
exit the form, the system automatically protects the
Original Balance field.

See Also:

= Section 13.3, "Entering a Wage Attachment for a Garnishment" for
information about setting up calculation tables for government
guidelines.

13.4 Entering a Wage Attachment for a Loan

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

When you enter a loan wage attachment for an employee, the system calculates the
amount of the deduction based on the amount due. If the employee does not earn
enough in a pay period to pay the wage attachment deduction, the system does not
calculate any fees or interest associated with the deduction.

To enter a wage attachment for a loan
On Employee Wage Attachment Entry
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Figure 13-5 Employee Wage Attachment Entry screen
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1. Complete the following fields:

= Wage Attachment Number

= Employee Number

s Deduction Number

s Case/Loan Number

s Amount Due

s Amount

s Method

= Obligee Number

= Payee Number

s Case Date
s A/P Voucher

= Minimum Net Pay

s Number of Periods

See Also:

Enter $ or % in the following field:

Complete the following optional fields:

= Section 48.1, "Setting Up Deductions, Benefits, and Accruals" for
information about entering deductions for individual employees.
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13.5 Assigning Fees or Interest to a Wage Attachment

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

Some outside agencies charge interest to employees on loans or fees for administering
wage attachments. Your organization might also charge interest on loans to employees
or attach fees to any wage attachment. You can assign these interest amounts or fees
when you enter the wage attachment. The system updates the employee's DBA
instructions with the fee or interest DBA code.

To assign fees or interest, complete the appropriate task:
= Assign fees or interest from an outside agency

= Assign fees or interest for your company

To assign fees or interest from an outside agency
On Employee Wage Attachment Entry

1. To enter a new wage attachment, complete the following fields:
= Wage Attachment Number
=  Employee Number
s Deduction Number
= Case/Loan Number
2. Complete the following optional fields:
= Obligee Number
= Payee Number
s Case Date
= A/P Voucher

3. Alternatively, to assign fees or interest to an existing attachment, locate the
appropriate wage attachment.

4. Choose the Fees and Interest function.

13.5.1 Assigning Fees or Interest from an Outside Agency

1. Complete a wage attachment or locate an existing wage attachment.

2. Choose the Fees and Interest function.

3. On Wage Attachment Fee and Interest Window, complete the following field:
= Deduction Number

4. Complete the following optional fields:
= Agency Fee
s Period Limit

= Monthly Limit
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s Quarterly Limit
= Annual Limit

5. Choose the Update File function.

13.5.2 Assigning Fees or Interest for Your Company

To assign fees or interest for your company
On Employee Wage Attachment Entry

1. Complete a wage attachment or locate an existing wage attachment.

2. Choose the Fees and Interest function.

Figure 13-6 Wage Attachment - Fee and Interest Window
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3. On Wage Attachment Fee and Interest Window, complete the following field:
= Deduction Number
4. Complete the following optional fields:
= Company Fee
s Period Limit
= Monthly Limit
s Quarterly Limit
= Annual Limit

5. Choose the Update File function.

Field Explanation

Deduction - Wage Attach 1 The deduction number to be used for withholding the
Administrative Fee from the employees paycheck.

Agency Fee The agency fee amount to be withheld from the employee's
paycheck. Each wage attachment must have a DBA of its
own setup for fees.

Form-specific information

If you leave this field blank, the system uses the amount
specified in DBA setup.
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Field

Explanation

Company Fee

The administrative fee amount to be withheld from the
employee's paycheck. Each type of wage attachment must
have its own DBA setup for fees.

Form-specific information

If you leave this field blank, the system uses the amount
specified in DBA setup.

Period Limit

The maximum amount that can be withheld or accrued in a
pay period for a deduction or a benefit. This amount is
expressed in dollars. This amount refers to the gross
pay/amount field. For an accrual, this amount is expressed
asa limit on hours.

Monthly Limit

The maximum amount that can be withheld or accrued in a
month for a deduction or a benefit. This amount is expressed
in dollars. This amount refers to the gross pay/amount field.
For an accrual, this amount is expressed as a limit on hours.

Note: For multiple wage assignments for child support, if
different monthly limits are needed (to be entered in the fold
of the DBA Instructions), then a different PDBA number
must be used for each child support wage assignment. If the
same PDBA number is used, the Group Limit Code feature
must be used, and by definition, all deductions linked by the
Group Limit Code must share common limitations.

Qtrly Limit

The maximum amount that can be withheld or accrued in a
quarter for a deduction or benefit. This amount is expressed
in dollars. This amount refers to the gross pay/amount field.
For an accrual, this amount is expressed as a limit on hours.

Annual Limit

The maximum amount that can be withheld or accrued in a
year for a deduction or a benefit. This amount is expressed in
dollars. This amount refers to the gross pay/amount field.
For an accrual, this amount is expressed as a limit on hours.

Note: For the Payroll system, this field can represent either
an initial annual limitation or a final limitation in a year:

» If the Annual (Level 1) field is not blank, this amount
represents the first level of the yearly limitation. The
value in Annual (Level 2) represents the final limitation.

= If an annual limit is specified on a DBA calculation
table, the annual limit from the table will take
precedence over annual limits defined at the master
DBA or employee levels.

13.5.3 What You Should Know About

Topic

Description

Company loans without fees or
interest

If your company does not attach fees or interest on a loan
to an employee, you can enter the loan as a deduction
with a declining balance instead of as a wage attachment.
This type of loan deduction does not appear on wage
attachment reports.

13.6 Entering a Wage Attachment for a Tax Levy

Navigation

From Payroll Master (G07), choose Employee Information
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From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

You enter a levy wage attachment when a court orders your organization to deduct
re-payments for overdue taxes from an employee's earnings.

When you enter a levy wage attachment, you specify the total amount that the
employee owes (the amount due) and the method the system uses to calculate the
payments. This method is determined by the court. For levy payments, the court
typically directs you to use the standard annual exemptions and additional
exemptions that the government defines. In this case, you can use exemption tables as
the method of calculation. If necessary, you can specify another method for calculating
the levy payments.

To enter a wage attachment for a tax levy
On Employee Wage Attachment Entry

Figure 13-7 Employee Wage Attachment Entry screen

Doscirrminnl Ernal ‘e'orid FRBSOaEeS

Fiakd ot Help B50182 Enp. Wags Attachesnt Entry Wage Attach Ma. I_-
Cinplery Emor Message

B"‘“r’ffF""'f"‘:"‘ Retion Codu 7

B Progear Enplayes Ho TE0E Mayeds, Ponald

0l P and Bkarg et W Dadesticm e r— T i

Lirreount D Wlmolow{ C1 . gt

Wil Acicdsional Inka Wing

VALl Mo WING AL TR pRRAT TN Tis. L

Wi ARAL R Firai i - s

Empovos [VEUA R Fooe/Roen Munber,  [LREO51G5C Cave Date | T

Adidness Book Window Ohligee M

Unprossct Original Baly  Favee Ho =545 Internal Hewenue Service

Deduchion/Banel Spag AP Voucher (Y. R). F

Employon VA bairug Amount Due 9,995 55 Ho. of Fericds

Chmar Sérdan Qriginsl Eslance. 12,862,448 HBn time bhid £ r
Hirdmun Rat Fay

Iad LEVY ERFIRAATION

maritsl Status Fin;'e 66&=¥ [eenpidons I 1
flsabilivg Fleg [ Emsloyee Age 1
FSeFees 8 Tae. Fhofst Do FEsAdd" | Jafa FOOWR Reu F1%2Ewmp. DBR Insti. 4

1. Complete the following fields:
= Wage Attachment Number
=  Employee Number
= Deduction Number
= Case/Loan Number
= Amount Due
2. Complete the following optional fields:
= Obligee Number
= Payee Number

s Case Date
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s A/P Voucher

3. To use the Standard Annual Exemption Amounts and Additional Exempt
Amounts tables to calculate the levy, complete the following fields:

= Marital Status
= Disability Flag
= 668-W Exemptions

4. To use a method other than the Standard Annual Exemption Amounts and the
Additional Exempt Amounts tables to calculate the levy, complete the following

fields:
=  Amount
s Method

Field Explanation

Disability Flag A code recognized by the federal government that
indicates whether an employee has a disability that can
change the calculation of a Tax Levy.

Do not delete or change these codes.

668-W Exemptions The number of exemptions claimed by the employee.
These exemptions are not those defined on the W-4. For
tax levies the employee must fill out form 668-W and
define their marital status and number of exemptions.

See Also:

= Section 11.3, "Setting Up Exemption Tables for Tax Levies"for
information about setting up tables that define government
guidelines.

13.7 Entering a Wage Attachment for a Wage Assignment

You enter a wage assignment when a court orders you to deduct ongoing payments
for child support or maintenance from an employee's earnings.

Entering a wage attachment for a wage assignment includes:

= Entering an ongoing wage assignment

= Entering a wage assignment with a split deduction

= Entering a wage assignment with agency arrearage information

Often, employees have wage attachments to pay their child support or maintenance
payments that are late or in arrears. In this case, the court might require that, in
addition to the amount that you must deduct for ongoing payments, you must deduct
payments for the amount in arrears. In the Payroll system, this amount is called the
agency arrearage.

The Payroll system recognizes two types of arrearage amounts:

Type Description

Agency arrearage An amount past due as stated by the court when it
issued the wage assignment.
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Type Description

Deduction arrearage The amount that the Payroll system could not deduct
from the employee's wages because the employee did
not earn enough to pay the wage assignment
deduction.

When you enter a wage assignment for an employee, you specify how to calculate the
deduction for ongoing payments. If the employee has an agency arrearage amount,
you must also specify how to calculate payments for agency arrearage amounts.

To specify how the system processes a deduction arrearage, you enter arrearage rules
in the wage assignment deduction.

Ongoing wage assignment payments always take precedence over arrearage
payments.
See Also:

= Section 48.5.8, "Setting Up a Deduction DBA to Adjust Negative
Pay" for information about working with deduction arrearage
amounts.

13.7.1 Entering an Ongoing Wage Assignment

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

You enter a wage assignment when a court orders you to deduct ongoing payments
for child support or maintenance from an employee's earnings. When the employee
has no agency arrearage, you enter ongoing wage assignment information only.

To enter an ongoing wage assignment
On Employee Wage Attachment Entry

1. Complete the following fields:
s Wage Attachment Number
=  Employee Number
s Deduction Number
s Case/Loan Number
s Method

2. Complete the following optional fields:
s Obligee Number
= Payee Number
s Case Date
s A/P Voucher

Enter Employee Wage Attachments 13-17



Entering a Wage Attachment for a Wage Assignment

3. Complete any of the following fields that apply to the wage attachment method

that you are using:
= Amountl

s Percent1

= Amount 2

s Percent 2

= Minimum Net Pay

Field

Explanation

Percent 1

The percent of disposable wage that can used in the calculation
of a wage assignment, as specified in the wage attachment
setup.

Amount 2

The amount to be withheld from the employees paycheck for a
wage assignment deduction. In some states the calculation of
wage assignment may be two tiered:

For Method 5
= If Amount 1 is greater than Percent 1 use Amount 2.
For Methods 1, 2, 3, or 4

s If the Secondary Deduction Flag equals 1 and the Number
of Periods equals zero (0), use Amount 2 for the
calculation.

s If the Secondary Deduction Flag equals 2 and the Number
of Periods equals zero (0), it uses Percent 2 in connection
with Amount 1 for the calculation.

Percent 2

The percent of disposable wage which may be used in the
calculation for a wage assignment deduction. In certain states
the calculation may be two tiered:

If the Secondary Deduction Flag equals 2 and the Number
of Periods equals zero (0), use Percent 2 field in
conjunction with Amount 1 for the calculation of the

deduction.
13.7.2 What You Should Know About
Topic Description
Entering a flat dollar deduction To enter an ongoing wage assignment that is a flat dollar

amount, enter 2 in the Method field, a dollar amount in
the Amount 1 field, and zero (0) in the Percent 1 field.

Entering a percentage deduction  To enter an ongoing wage assignment that is a percentage

of the employee's disposable wage, enter 2 in the Method
field, zero (0) in the Amount 1 field, and a percentage
amount in the Percent 1 field.

Entering minimum net pay

Enter a minimum net pay amount only if you enter 4 in
the Method field. The system calculates the agency
arrearage amount, which is the difference between the
disposable wage and the minimum net pay amount.
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Topic Description
Entering costs for wage To enter costs associated with a wage assignment, choose
assignments the Amount Due function to access Wage Attachment

Amount Window. When you enter a total deduction
amount in this window, the system transfers that amount
to the Amount Due field on Employee Wage Attachment
Entry.

13.7.3 Entering a Wage Assignment with a Split Deduction

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

Employees who have more than one family might have multiple wage assignments.
For employees with multiple wage assignments, you can use the split deduction
feature to specify how the system divides the amount among the families if the
employee does not earn enough to pay all deductions.

When you use the split deduction feature, you must enter each wage assignment
separately using the same deduction number and deduction percentage.

Example: Split a Wage Assignment Deduction between Families

George supports two families and has two wage assignments. The first wage
assignment is $300 per pay period, and the second is $200. However, the maximum
percentage of the employee's disposable wages that must go toward all wage
assignment is 65 percent. When George does not earn enough to pay both wage
assignments, the amount available must be divided proportionately between the wage
assignments.

This pay period, George has disposable wages of $500. The system uses the following
calculations to determine George's wage assignment deductions this pay period.

Amount Calculation

Amount available Disposable wage * percent = amount available for all wage
assignments
500 x .65 = 325

First wage assignment % First wage assignment / disposable wages = % of disposable

wages for first wage assignment
300 / 500 = 60%

Second wage assignment %  Second wage assignment / disposable wages = % of disposable
wages for second wage assignment

200 / 500 = 40%

First deduction Percent of disposable wages for first wage assignment *
amount due for first family = amount deducted for first wage
assignment
.60 * 325 =195
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Amount

Calculation

Second deduction

Percent of disposable wages for second wage assignment *
amount due for second family = amount deducted for second
wage assignment

40 %325 =130

To enter a wage assignment with a split deduction
On Employee Wage Attachment Entry

1. Complete the steps for entering an ongoing wage assignment.

2. Complete the following fields:

= Split Deduction

= Secondary Deduction Flag

s Group Limit Code

s Family Code

Field

Explanation

Split Deduction

Use this code to specify whether a child support, levy or
garnishment wage attachment deduction amount is divided
equally or apportioned among all the families/organizations to
whom the employee is paying the child support, levy or
garnishment. This condition occurs when there are multiple
wage attachment deductions for one employee, and the
employee does not earn enough wages to cover all of the
payments. Instead of making a payment to only one
family/organization, the system allocates/prorates or divides
the amount equally to each of the child support, levy or
garnishment wage attachment numbers.

Y — Apportion the amount. If one payment was for 100 and
another for 200, and the employee had only 150 available for
the payments, the first family/organization would get 50 and
the second family/organization would get 100.

1 - Divide the amount equally among the
families/organizations. If one payment was for 100 and
another for 200, and the employee had only 150 available for
the payments, each family/organization would get 75.

N - Do not take other child support, levy or garnishment
payments into consideration. To use the split deduction
feature, you must use a flat dollar amount method. When you
enter a value in the Split Deduction field, you must enter the
same code in the Group Limit Code field.
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Field Explanation

Sec Ded Flag A field that the system uses to calculate child support
deductions. You use this field to indicate whether the system
uses the values in the secondary Amount or Percent fields
when the number of periods is zero (0). This field applies when
you enter either 1, 2, 3, or 4 in the Method field.

N - Do not use the Amount 2 or Percent 2 field in the
calculation of the Child Support Deduction.

1 — When Number of Periods is zero (0), use Amount 2 in
conjunction with Percent 1.

2 — When Number of Periods is zero (0), use Percent 2 in
conjunction with Amount 1

If you enter 2 in Secondary Deduction Flag and 1 or 2 in the
Method field, the system uses the Percent 2 field and the
Amount 1 field to calculate the deduction amount after the
value in the Number of Periods field equals 0.

Group Limit Code A user defined code 07/GR that groups together DBAs that
share common limitations. Use this field to group together
wage assignments for the split of available wages. When you
enter a value in Split Deduction field for an employee who has
multiple families/organizations, you must enter the same
Group Limit Code. Only child support, garnishments and
levies should be linked with a Group Limit Code.

Family Code A code which specifies whether the employee (Obligor) is
single or supports another family. Valid values are:

S —Single, supporting oneself.
M - Married, supporting another family
H - Single, supporting another family.

See Also:

= Section 13.7.1, "Entering an Ongoing Wage Assignment."
13.7.4 Entering a Wage Assignment with Agency Arrearage Information

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

Often, employees must use wage attachments to pay their child support or
maintenance payments because their payments are late or in arrears. In this case, the
court might require that, in addition to the amount that you must withhold for current
payments, you must deduct payments for the amount in arrears. In the Payroll system,
this amount is called the agency arrearage.

When an employee is ordered to pay an arrearage amount, but does not have an
ongoing wage assignment, you enter a garnishment to deduct the arrearage payments.

When an employee has an ongoing wage assignment as well as an agency arrearage,
you can do one of the following:
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Option Description

Enter two wage attachments  Enter the following wage attachments:

= A wage assignment that calculates and tracks the current
wage assignment payments only

= A garnishment that tracks payments on the arrearage

Enter one wage attachment ~ Enter a wage assignment that calculates and tracks both the
ongoing payments and the arrearage payments

How you enter arrearage information for an employee depends on your organization's
historical reporting needs and the requirements of the court.

When you enter two wage attachments, the system stores a separate wage attachment
history for each. You can easily review how much the employee paid in arrearage
payments and how much in current wage assignment payments. When you enter a
single wage attachment to track both current payments and arrearage payments, the
system stores only the combined history for both amounts. When you enter a single
wage attachment, you have more flexibility in calculating arrearage payments.

Depending on the court requirements and the employee's situation, you can set up
wage assignments in four ways:

Setup Description

Combined amounts Use this setup when the court specifies a combined amount,
which includes the ongoing support payments and the
arrearage payments, for a specific number of periods.

The system includes the arrearage payments with the ongoing
wage assignment payments until the arrearage is paid off. The
ongoing wage assignment continues after the arrearage is paid
off.

Separate amounts Use this setup when the court specifies two amounts, one for
the arrearage payment and the other for the ongoing wage
assignment, to be deducted for a specific number of pay
periods. The ongoing wage assignment continues after the
arrearage is paid off.

You enter a separate arrearage amount that is paid off in the
number of periods that you specify.

Variable wages Use this setup when an employee's wages vary from one pay
period to the next, and the arrearage amount varies with the
wages.

The system compares a flat dollar amount to a percentage of
the employee's disposable wages. The greater of these amounts
is the current payment. The difference between these amounts
is the agency arrearage payment.

Minimum net pay Use this setup when the court allows the employee to take
home a minimum net pay amount.

You enter a minimum net pay amount for the employee. The
difference between this amount and the employee's disposable
wages is the agency arrearage payment.

To enter a wage assignment with arrearage information complete one of the following
tasks:

= Enter arrearage information for combined amounts

= Enter arrearage information for separate amounts
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13.7.4.1 What You Should Know About

Enter arrearage information for variable wages

Enter arrearage information with minimum net pay

Topic

Description

Sample data

The sample data shown in the following examples does
not exist in the demo data installed with your payroll

system.

See Also:

Section 13.7.1, "Entering an Ongoing Wage Assignment,”

Section 13.3, "Entering a Wage Attachment for a Garnishment" for

information about entering a garnishment for an arrearage
amount.

Entering Arrearage Information for Combined Amounts

To enter arrearage information for combined amounts

When you enter arrearage information for combined amounts, the system collects the
ongoing payment and the agency arrearage (the number in the Amount 1 field or the
percentage of disposable wages, depending on the method) for a set number of
periods. After that, the system collects just the child support payment (the number in
the Amount 2 field or the percentage of disposable wages, depending on the method).

On Employee Wage Attachment Entry

Figure 13-8 Employee Wage Attachment Entry screen
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1. Complete the steps for entering an ongoing wage assignment.
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2. Enter the number of periods that the arrearage amount must be deducted in the
following field:

= Number of Periods
3. Enter 1 or 2 in the following field:
= Method

4. Enter the total of the ongoing amount and the arrearage amount in the following
field:

s Amountl

5. Enter the percentage of the employee's disposable wage that must go toward the
total of the ongoing amount and the arrearage amount in the following field:

s Percent1

6. Enter the arrearage amount only in the following field:
= Amount2

7. Complete the following field:
= Secondary Deduction Flag

Field Explanation

No. of Periods The number of periods for which a deduction or benefit
should be taken. The system automatically decreases this
number by one for each period taken.

You must enter a value in this field if you entered Y (Yes)
in the Use Number of Periods field (on the DBA
Additional Information window, accessed from the DBA
Setup form) when you set up the DBA.

13.7.4.2 What You Should Know About

Topic Description

Agency arrearages On Employee Wage Attachment Entry, the agency
arrearage balance is for information only.

To track the agency arrearage separately from the current
wage assignment payments, set up the arrearage as a
garnishment deduction.

For an employee supporting multiple families, J]D Edwards
World recommends that you set up the agency arrearage as
a garnishment deduction. This causes the system to deduct
the ongoing wage assignment before the arrearage.

13.7.4.3 Entering Arrearage Information for Separate Amounts

To enter arrearage information for separate amounts

The courts might specify that the employee pay an arrearage amount separate from
the wage assignment from the ongoing wage assignment. When you enter arrearage
information for separate amounts, the system deducts the agency arrearage payment
in addition to the ongoing payment you entered in the Amount 1, Percent 1, and
Method fields. The system deducts the amount in the Agency Arrearage Amount field
for the number of periods specified.
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On Employee Wage Attachment Entry

Figure 13-9 Employee Wage Attachment Entry screen
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1. Complete the steps for entering an ongoing wage assignment.
Enter 1 or 2 in the following field:
= Method

Enter the value used to calculate the ongoing wage assignment amount in the
following field:

s Amountl

Enter the percentage of the employee's disposable wage used to calculate the
ongoing amount in the following field:

s Percent1
Complete the following fields:
s Agency Arrearage Amount

m Periods in Arrears

Field Explanation

Agency Arr. Amt The amount of a wage attachment arrearage to be withheld
from the employee's paycheck. This amount is determined by
the court. The system withholds this amount in addition to the
regular child support amount. If you enter an amount in this
field, you must also enter a value in the Periods in Arrears

field (WAWA).

Prds. in Arrears The number of periods for which the amount entered in the
Agency Arrearage Amount field will be withheld from the
employee's pay. You must enter a value in this field if you
entered an amount in the Agency Arrearage Amount field

(WAMA).
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13.7.5 Entering Arrearage Information for Variable Wages

To enter arrearage information for variable wages

You enter arrearage information for variable wages when an employee's income might
be different from one pay period to another. Typically, these are employees who earn a
commission or do not receive an hourly rate for the same number of hours each pay
period.

To calculate the arrearage information, the system deducts whichever is greater:
s The amount you enter in the Amount 1 field

»  The percentage of disposable wages that you enter in the Percent 1 field
The difference between these amounts is the agency arrearage deduction.

On Employee Wage Attachment Entry

Figure 13-10 Employee Wage Attachment Entry screen
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1. Complete the steps for entering an ongoing wage assignment.
2. Enter 3 in the following field:
= Method

3. Enter the value used to calculate the ongoing wage assignment amount in the
following field:

s Amountl

4. Enter the percentage of the employee's disposable wage used to calculate the
ongoing amount in the following field:

s Percent1
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13.7.6 Entering Arrearage Information with Minimum Net Pay

To enter arrearage information with minimum net pay

The court might allow the employee to take home a minimum net pay amount. When
you enter minimum net pay and arrearage information with the appropriate wage
assignment method, the system deducts the:

= Ongoing payment

= Agency arrearage payment, which is the difference between the new disposable
wage and the allowed minimum net pay

When the agency arrearage balance reaches zero, the system deducts only the ongoing
payment.

On Employee Wage Attachment Entry

Figure 13-11 Employee Wage Attachment Entry screen
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1. Complete the steps for entering an ongoing wage assignment.
2. Enter 4 in the following field:
= Method

3. Enter the value used to calculate the ongoing wage assignment amount in the
following field:

= Amountl
4. Complete the following fields:
= Minimum Net Pay

= Agency Arrearage Balance
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13.8 Assigning Priorities to Wage Attachments

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

Alternatively, you can access Employee Wage Attachment Entry from the DBA
Instructions form.

For an employee who has multiple wage attachments, you can indicate the priority of
these wage attachments to accommodate the requirements of the court.

To assign priorities to wage attachments
On Employee Wage Attachment Entry

1. To locate the wage attachment for which you need to enter a priority, complete the
following fields:

= Wage Attachment Number
=  Employee Number
s Deduction Number
2. Choose the Additional Information function.

3. On Wage Attachment Additional Information, complete the following field:

m  Priority
Field Explanation
Priority This priority is used to change the order of calculation of the

garnishment, levy, child support, or loan of an employee.
Calculations occur in ascending order (blanks before 1, 1 before
2, and so forth).

13.9 Entering Additional Information for a Wage Attachment

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information

From Wage Attachment Information (G07113), choose Employee Wage Attachment
Entry

In some cases, you might need to enter additional information for a wage attachment,
such as its file number or effective dates. For example, if an employee has a
garnishment that is effective for three months, you might need to enter the date on
which the system should start deducting the garnishment payments and the date on
which the garnishment deductions should stop.

The system does not prorate wage attachments payments. Therefore, the beginning
effective date (the start date) must coincide with a pay period start date. The system
deducts the wage attachment payments for each pay period in which the pay period
end date is less than or equal to the wage attachment stop date (ending effective date).
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To enter additional information for a wage attachment
On Employee Wage Attachment Entry

1. To locate the wage attachment, complete the following fields:

Wage Attachment Number

Employee Number

Deduction Number

2. Choose the Additional Information function.

3. On Wage Attachment Additional Information, complete one or more of the
following optional fields:

File Number
Date Received
Effect - From
Effect - Thru
Tax Area

Pay Frequency

Electronic Child Support Payments:

Medical Support Indicator

Non-Custodial Parent Name

Employment Termination Indicator

Field Explanation

File Number A number assigned to the Wage Attachment by the issuing
agency.

Tax Area 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

If you do not enter a tax area, the system uses the federal
garnishment tables.
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Field

Explanation

Pay Frequency

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

If you do not enter a pay frequency, the system uses the pay
frequency entered for the employee in the Employee Master
table.

Medical Support Indicator

A code which specifies whether the employer offers family
medical insurance coverage. If medical insurance coverage is
available, a 'Y' is placed in the field; if there is no coverage
available, an 'N' is placed in the field.

Y —Yes, medical insurance coverage is available.

N —No, medical insurance coverage is not available.

Non-Custodial Parent Name

This field is used for Electronic Child Support Payments. The
non-custodial parent's name element indicates the first seven
letters of the obligor's last name followed by the first three
letters of his/her first name. A comma must be used to
separate the last name from the first name of the non-custodial
parent when the last name is less than seven characters. This
field is not case-sensitive, i.e., mixed case letters are acceptable.
This field will be initially populated from the Given Name and
Surname fields in the Address Book file (F0111) but can be
changed by the user.

FIPS Code

This field is used for Electronic Child Support Payments. The
Federal Information Processing Standards (FIPS) code refers to
the FIPS code of the SDU receiving the transaction. It is 5
characters when indicating both the state and county codes. It
is 7 characters when indicating state, county and local codes.
Certain states may require the FIPS code for incoming
payments. This field will be populated by the user.

Employment Termination
Indicator

This field is used for Electronic Child Support Payments. The
employment termination indicator is used to notify the child
support enforcement agency that an individual's employment
has terminated. A 'Y'is placed in this field if the employee has
been terminated; otherwise the field is not used. The payment
amount field may contain zero when this field is used. This
field will be populated based upon the Date Terminated field
in the Employee Master file (F060116).
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Review Wage Attachment History

This chapter contains these topics:

= Section 14.1, "Reviewing Wage Attachment History,"

»  Section 14.2, "Reviewing Wage Attachment History Online,"

= Section 14.3, "Reviewing the Wage Attachment History Report,"
»  Section 14.4, "Changing Wage Attachment History."

14.1 Reviewing Wage Attachment History

You can review wage attachment history by employee, payee, or obligee. You can also
review detail ledger records associated with wage attachments for a specific employee.

To review wage attachment history for multiple employees, you can print the Wage
Attachment History report. Because the government requires that you have wage
attachment information available for seven years, you should save historical data for
future reference.

If necessary, you can make corrections to the wage attachment history.
Working with wage attachment history consists of the following tasks:
= Reviewing Wage Attachment History Online

= Reviewing the Wage Attachment History Report

s Changing Wage Attachment History

14.2 Reviewing Wage Attachment History Online

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information
From Wage Attachment Information (G07113), choose Wage Attachment Review

You can review general and historical information for wage attachments by employee,
payee, or obligee. You can also review detailed ledger records associated with wage
attachments for a specific employee.

You can correct wage attachment history. However, the system does not provide an
audit trail of the corrections and does not update all history tables. Consequently,
changes to wage attachment history might interfere with the validity of the history
integrity.
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To review wage attachment history online
On Wage Attachment Review

Figure 14-1 Wage Attachment Review screen
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1. Complete one or more of the following fields:
= Employee Number
= Payee Number
= Obligee Number

2. Chose the Wage Attachment Ledger option to review detail history about a
specific wage attachment.
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Figure 14-2 Detail Wage Attachment Ledger screen
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3. On Detail Wage Attachment Ledger, review the information.

4. To review voucher and payee information, choose the Help function on the
following field:

s Voucher Number

The system displays the Supplier Ledger Inquiry Window.

14.3 Reviewing the Wage Attachment History Report

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Wage Attachment Information
From Wage Attachment Information (G07113), choose Wage Attachment History

You can print the Wage Attachment History report to review wage attachment history
for multiple employees. This report shows all transactions for wage attachments.
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Figure 14-3 Wage Attachment History report - by Employee
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14.3.1 Processing Options
See Section 62.10, "Wage Attachment History Report by Payee (P06344)"

14.4 Changing Wage Attachment History

If an employee's detail wage attachment history contains an error or omission, you can
change the information.

Caution: ]JD Edwards World does not recommend changing wage
attachment history. When you correct wage attachment history, the
system does not provide an audit trail and will not update all history
tables. Consequently, changes to wage attachment history might
interfere with the validity of the history integrity.

To change wage attachment history
On Detail Wage Attachment Ledger

1. To locate the wage attachments you want to review, complete one or more of the
following fields:

= Employee Number
= Wage Number

2. Change the fields with inaccurate values.
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Rollovers

This part contains these chapters:
s Chapter 15, "Overview to Rollovers"
»  Chapter 16, "Enter Rollover Information for a DBA"

s Chapter 17, "Process Rollovers"
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Overview to Rollovers

This chapter contains these topics:
= Section 15.1, "Objectives,"
s Section 15.2, "About Rollovers."

15.1 Objectives

»  To carry forward the following information from one year to the next:

Pay type, deduction, benefit, and accrual (PDBA) balances

m  Accrual balances, such as sick and vacation
s Deduction amounts due and arrearages

= DBA numbers of periods

15.2 About Rollovers

You use rollover programs to carry forward PDBA balances at the end of the year and
create the beginning balances for the next year. You need to carry forward these
balances to correctly process payroll cycles in the new year.

To roll over PDBA balances, complete the following tasks:
s Enter rollover information for a DBA
m  Process rollovers

For PDBAs whose ending balances do not need to be calculated, the system rolls over
the accumulated total to the new year. No special DBA setup is necessary. For benefits
and accruals whose balances must first be calculated, you must set up rollover
information for the DBA. For example, when you need to subtract vacation taken from
vacation available before the balance can be rolled over. You must also set up rollover
information for all DBAs whose balances must be rolled over at a time other than the
end of the calendar year.

You can specify the following types of years for rollovers:
= Standard year - the calendar year, January through December
»  Fiscal year - your organization's fiscal year

= Anniversary year - Employee anniversary dates, such as birth date or hire date
when the rollover date (year-end date) varies for each employee

= User defined year - a user defined date
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The Payroll system maintains historical balances for the standard year for all PDBAs in
the following tables:

= Payroll Month PDBA Summary History (F06146)
s Calendar Month DBA Summary History (F06145)

The system maintains PDBA balances for a year that begins on a date other than
January 1 in the Fiscal/Anniversary Year History table (F06147).

See Also:

s The current payroll year-end processing guide for additional
information on the rollovers you run at standard year-end.
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Enter Rollover Information for a DBA

This chapter contains this topic:

»  Section 16.1, "Entering Rollover Information for a DBA."

16.1 Entering Rollover Information for a DBA

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup

Employees can earn or hold balances for some DBAs that the system must carry over,
or roll over, from one year to the next. When you set up the DBA, you must enter
rollover information so that the system can calculate the balance to roll over.

The system rolls over DBAs that have:

= Balances that are calculated using other PDBAs
= Aninception-to-date limit

= Anannual carryover limit

= A start date for a fiscal or anniversary year

You also enter rollover information so that the system can store fiscal and anniversary
history for the DBA.

For most types of DBAs, such as 401(k) benefits and medical deductions, the system
carries forward year-end balances when you run the standard year-end rollover
programs.

16.1.1 Example: Vacation Rollover

Your organization's vacation policy might state that;

= Employees accrue vacation time at the rate of four to ten hours per month based
on years of employment.

= Employees cannot carry forward vacation hours from one year to the next.

= Employees cannot accumulate more than 80 vacation hours within a calendar or
fiscal year.

To administer this vacation policy, you would set up:
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= Anaccrual (such as 8011, Vacation) that tracks the vacation time an employee
earns

= A pay type (such as 811, Vacation Pay) that tracks the vacation time an employee
takes

When you run the rollover program, the system subtracts the time taken from time
earned to calculate the balance to roll over.

When you set up accrual 8011, you must enter the following rollover information:
= Date Pay Starts as the fiscal/anniversary date.
s 80 as the inception-to-date limit.

s Pay type 811 as the related pay type (the pay type used to calculate the balance for
accrual 8011).

= 0 as the limit to carry forward. (You define this limit in the rollover calculation
table.).

16.1.2 Before You Begin

= Set up the pay types that you will use to calculate the balance for the DBA that
requires rollover information

To enter rollover information for a DBA
On DBA Setup

Figure 16-1 DBA Setup screen
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1. Complete the steps for setting up an accrual.

2. Press F19 to select the Rollover function.
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Figure 16-2 Rollover Setup Window
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3. On Rollover Setup Window, choose the Rollover Table function to define carryover
limits.

Figure 16-3 Calculation Tables screen
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4. On Calculation Tables, enter R in the following field:
= Table Type

5. Enter VR in the following field:
» Table Method

6. Enter the number of months of service from the original hire date in the following
fields:

= Lower Limit
s Upper Limit
7. Complete the following fields:
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s Table Code
s Amount/Rate

8. Use the Add action.

9. Exit to Rollover Setup Window.

10. On Rollover Setup Window, complete the following fields and press Enter:

= Benefit/Accrual Type

s Rollover Table

s Inception to Date Limit

= Fiscal/Anniversary Date

= PDBA

11. Return to DBA Setup.

12. On DBA Setup, choose the Limit function.

Figure 16-4 DBA Limit Window

13. On DBA Limit Window, accept the defaults or complete any of the following fields

and press Enter:

s Limit Method

s Calendar Month Method

= Fiscal/Anniversary Begin Date

Field Explanation

Table Type A code that defines the purpose of the table. Valid values are:
D — The system uses the table to calculate DBAs.
R — The system uses the table to determine limits for rolling
over sick and vacation accruals.

Table Code A numeric code that identifies this table in the Table file
(F069026).

Table Method A code that specifies the method the system uses to calculate

the DBA. For example, hours or dollars.
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Field

Explanation

Amt./Rate

The amount or rate the system uses to calculate a DBA. When
you enter 1, 2, 3,4, 5, or 6 as the method of calculation, you
must enter a value in this field to use in the calculation in
conjunction with the basis table.

Bnft/Accrl Type

A user defined code (07/SV) that specifies whether the benefit
or accrual type is sick, vacation, holiday, leave, or other. The
system uses this code to print sick and vacation accrual
balances on the payment stub.

Rollover Table

This is the identification number of the rollover table that the
system uses to limit the amount rolled over for an accrual.

For example, you can base the limit on an employee's months
of service. You can set up the table so that an employee with 0
thru 12 months can roll over up to 40 hours at year end and an
employee with 13 thru 999 can roll over up to 80 hours.

ITD Limit

The maximum amount of dollars or hours that an accrual can
have at any one time.

For example, your company might have a vacation policy that
allows an employee to rollover 40 hours each year but the
accrued balance cannot exceed a total of 300 hours at any one
time. The system calculates both the payroll cycle and year end
rollover up to the limit, taking into account the amounts that
have been used.

Note: If the system rolls over the accrual at the end of a
standard year, it applies the limit against payroll month
history. If it rolls the accrual over at the end of a fiscal or
anniversary year, it applies the limit against fiscal and
anniversary history.

Fiscal/ Anniv. Dt

A user defined code (07/AF) that specifies when the rollover
year begins. If blank, the system rolls the accrual over at the
end of the standard calendar year (December 31, XXXX).

To specify a fiscal year, enter the user defined code FISC. The
system will use the fiscal year setup for the employee's home
company.

To specify an anniversary year, enter any of the other codes in
the user defined code table. For instance, if you want the
rollover year to begin on the employee's date of birth, use code
DOB.

RELATED PDBAs

The number and description of the PDBA you want the system
to use to calculate the corresponding DBA. This number is the
beginning number in the range that is the basis of the
calculation.

Form-specific information

For rollover setup, this is the number and description of the
PDBA that the system uses to calculate a remaining balance;
for example, a pay type that will deduct from the current
balance. The remaining balance becomes the beginning balance
for the new year.
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Field

Explanation

Limit Method

Indicates which history file the system uses for DBA limits.
Valid values are:

blank — This is the default. The system applies monthly,
quarterly and annual limits to calendar month history. The
system stores fiscal and anniversary history by pay period
ending date.

1 — The system applies monthly, quarterly and annual limits to
payroll month history. Use this method for retirement plans
such as 401(k). The system stores fiscal and anniversary history
by check date.

2 — The system applies monthly and quarterly limits to
calendar month history. It applies annual limits to fiscal and
anniversary history. It stores fiscal and anniversary history by
pay period ending date.

3 — The system applies monthly and quarterly limits to payroll
month history. It applies annual limits to fiscal and anniversary
history. The system stores fiscal and anniversary history by
check date.

Calendar Mnth Method

This method determines how the system stores transition
months for calendar month history. Transition months occur
when the pay period crosses into another month. Valid codes
are:

blank — This is the default. If timecards exist for both months,
the system prorates DBAs to the pay period ending date and
the last day of the previous month.

1 - The system allocates DBAs to the pay period ending date.

16.1.3 What You Should Know About

Topic

Description

Entering an anniversary date
rollover

If you set up the DBA to roll over its balance on employee
anniversary dates, you must enter the appropriate date for
each employee to whom you assign this DBA. For example, if
you choose the date pay starts as the rollover date, verify that
you entered a date that pay starts for the employee on
Employee Entry.

Entering wage attachment

You do not need to enter additional rollover information for a

DBAs wage attachment DBA. Rollover programs do not affect wage
attachment balances.
Entering related PDBAs You cannot relate a pay type to multiple DBAs that are based

on different rollover years. For example, your organization
might use the following vacation accruals:

s One for office workers that rolls over balances at the end
of the standard year

= One for factory workers that rolls over balances on
employees' hire dates

To record employees' vacation time taken, you must use
separate pay types for each of these accruals.

Inception-to-date (ITD)
limits

During pre-payroll, the system applies the ITD limit to benefits
and accruals that do not have related DBAs. The benefits and
accruals can have related pay types.

At year end, the rollover process applies year-end limits first
and then ITD limits.
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See Also:
s Chapter 46, "Set Up Earnings Information"
»  Section 48.2, "Setting Up Simple DBAs"
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Process Rollovers

This chapter contains these topics:

»  Section 17.1, "Processing Rollovers,"

»  Section 17.2, "Processing Fiscal or Anniversary Rollovers During Pre-Payroll,"
= Section 17.3, "Processing Rollovers Between Payroll Cycles,"

= Section 17.4, "Reviewing Fiscal or Anniversary Rollover Reports."

17.1 Processing Rollovers
Processing rollovers includes:
s Processing Fiscal or Anniversary Rollovers During Pre-Payroll
= Processing Rollovers Between Payroll Cycles
= Reviewing Fiscal or Anniversary Rollover Reports

You use different versions of the same programs to process all types of rollovers. The
Payroll system provides different versions that you can use to process each type of
rollover. The rollover versions correspond to the following tables:

= Year End Payroll Month Rollover program version uses the Payroll Month PDBA
Summary History table (F06146)

= Year End Calendar Month Rollover program version uses the Calendar Month
DBA Summary History (F06145)

= Fiscal or Anniversary Rollover program version uses the Fiscal/ Anniversary Year
History (F06147)

Use the Year-End Calendar Month Rollover and Year-End Payroll Month Rollover
versions to process DBAs that roll over balances at the end of the standard year. You
should run these versions after you process the last payroll of the year. These
programs use the previous year's DBA balances to create beginning balances for the
new year.

Standard year balances are contained in two tables:
= Payroll Month PDBA Summary History table (F06146)
s Calendar Month DBA Summary History table (F06145)

In some cases, you might want to roll over DBA balances at times other than at the end
of the calendar year. For example, you might want to roll over vacation accrual
balances on employees' hire dates. Use the Fiscal or Anniversary Rollover version to
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process DBAs that are set up to roll over balances at times other than the end of the
standard year, as follows:

= If you have DBAs that roll over balances at the end of the fiscal year, you should
run the rollover program before you process the payroll cycle that includes the
tirst day of the new fiscal year.

For DBAs that roll over balances at the end of a fiscal year, the date on which you
run the rollover program is the same for all employees.

= If you have DBAs that roll over balances on anniversary dates, you should run the
rollover program at least once per pay period to ensure that each employee's
balance is rolled over at the appropriate time.

For DBAs that roll over balances on anniversary dates, the date on which you run
the rollover program varies for each employee. The rollover program rolls over
balances for only those employees whose anniversary dates are included in the
next payroll cycle.

Fiscal and anniversary balances are contained in only the Fiscal and Anniversary Year
History table (F06147).

You can set up your system to roll over fiscal and anniversary history by either pay
period ending date or check date. The rollover program uses the dates that you set up
in your master pay cycles to determine which employees' DBA balances to roll over.
When you process the rollover during pre-payroll, the program uses the master pay
cycle dates for the next payroll. When you process the rollover between payroll cycles,
you must use the processing options to specify the appropriate master pay cycle dates.

The system uses the following information to determine when to roll over the fiscal or
anniversary balances for a PDBA:

= When the beginning work date for the next payroll cycle is greater than the end of
the fiscal or anniversary year, the system rolls over fiscal and anniversary history
for DBAs that are stored by period ending date.

= When the check date for the next payroll cycle is greater than the end of the fiscal
or anniversary year, the system rolls over fiscal and anniversary history for DBAs
that are stored by check date.

17.1.1 Example: Timing Fiscal or Anniversary Rollovers by Pay Period End Date

Assume the following:

= You have set up a vacation accrual to roll over on the original hire date.
= Your fiscal and anniversary history is stored by pay period ending date.
= You have an employee whose original hire date is 03/05/16.

= Your 2017 master pay cycles for March include:

The beginning work date for the next payroll cycle, March 15, is greater than the end
of the employee's anniversary year, March 4. Therefore, the rollover must be
completed in the payroll cycle with the pay period ending date of March 14, 2017.
Therefore, the following happens:

s If you request the rollover program in pre-payroll, the system processes the
rollover for this employee in the payroll cycle with the pay period ending date of
March 14, 2017.
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= If you request the rollover program from the menu, you should process it after the
payroll cycle with the pay period ending date of March 14, 2017 and before you
begin the next payroll cycle.

17.1.2 Example: Timing Fiscal or Anniversary Rollovers by Check Date

Assume the following:

= You have set up a vacation accrual to roll over on the date pay starts.
= Your fiscal and anniversary history is stored by check date.

= Anemployee's date pay starts is 03/18/16.

= Your 2017 master pay cycles for March include:

Payroll Number Pay Period Ending Date Check Date
5 02/28/17 03/06/17
6 03/14/17 03/20/17

The check date for the next payroll cycle, March 20, is greater than the end of the
employee's anniversary year, March 17. Therefore, the rollover must be completed in
the pay period with the check date of 3/06/17. Therefore, the following happens:

= If you request the rollover program in pre-payroll, the system processes the
rollover for this employee in the payroll ending February 28, 2017.

=  If you request the rollover program from the menu, you should process it after the
payroll with the pay period ending date of February 28, 2017 and before you begin
the next payroll cycle.

17.1.3 Before You Begin

= Set up your DBAs with rollover information. See Section 16.1, "Entering Rollover
Information for a DBA."

17.1.4 What You Should Know About

Topic Description

Reviewing history information You can use online review programs to review benefit
and accrual history and year-to-date balances for fiscal
and anniversary history.

See Review Transaction History in the JD Edwards World
Time Accounting Guide for information about fiscal and
anniversary history.

See Reviewing Other Payroll History in the JD Edwards
World U.S. Payroll I Guide for information about benefit
and accrual history.
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Topic Description

Storing pay cycles that cross years ~ When a pay cycle crosses into the next year and its
history is stored by pay period end date (PPED), the
system prorates the amount to both years during
pre-payroll processing.

The system creates two records in the DBA Transaction
Detail table (F0609):

= Rollover amount for the current year

= Rollover amount for the next year

17.2 Processing Fiscal or Anniversary Rollovers During Pre-Payroll

Navigation
From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Pre-Payroll Processing

You can set up a rollover program version to run during pre-payroll processing, for the
following reasons:

= To simplify rollover processing
= To ensure that the system rolls over all DBA balances at the appropriate times

Running this program during pre-payroll could increase pre-payroll processing time.
Therefore, you might prefer to process rollovers between payroll cycles.

When you run the rollover program during pre-payroll, the system processes only
those employees included in the payroll. If there are any errors, you can re-run
pre-payroll. You cannot process standard year-end rollovers during pre-payroll. You
must roll these over between payroll cycles at year end.

Each time you run the rollover program during pre-payroll processing, the system
creates the Fiscal or Anniversary Rollover report. It also creates the Fiscal or
Anniversary Rollover Error report if errors occur during rollover processing.

To process fiscal or anniversary rollovers during pre-payroll
On the First Pre-Payroll Processing form

1. Complete the following field:
= Payroll ID

2. On the second Pre-Payroll Processing form, enter a version in the following field:
»  Fiscal and Anniversary Rollover

3. Complete the steps to process pre-payroll.

See Also:

»  Processing Pre-payroll for Changes Only in the |D Edwards World
U.S. Payroll I Guide.

17.2.1 Processing Options

See Section 17.4, "Reviewing Fiscal or Anniversary Rollover Reports."
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17.3 Processing Rollovers Between Payroll Cycles

Navigation
From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Fiscal or Year-End Rollover

You can run the rollover program between payroll cycles for standard, fiscal, or
anniversary rollovers. For example, if you process pre-payroll for a large group of
employees, it might be too time-consuming to run the fiscal or anniversary rollover
program during pre-payroll. When you run the rollover program from a menu
selection between payroll cycles, you can select specific employees to process and run
the program in either proof or update mode.

When you process fiscal or anniversary rollovers between payroll cycles, you use a
processing option to specify the master pay cycle the system uses to determine which
employees' balances to roll over. Each time you run the rollover program, the system
creates a rollover report. It also creates an error report if errors occurred during
rollover processing.

See Also:

s The current Year-End Processing Guide.

17.3.1 Data Selection for Fiscal or Year-End Rollovers

You should set the data selection values for the rollover version to correspond to the
data selection values for the pre-payroll version. This ensures that you process the
same employees for both payroll and rollover.

17.4 Reviewing Fiscal or Anniversary Rollover Reports

When you run the Fiscal or Anniversary Rollover version, the system creates the
following reports:

Report Description

Fiscal or Anniversary Rollover report  This report lists the employees whose DBA balances
rolled over.

Fiscal or Anniversary Rollover Error =~ The system creates this report only when it is unable
report to roll over a DBA balance for one or more employees.

After you process fiscal and anniversary rollovers, you should review the rollover
reports to verify that the appropriate balances rolled over correctly. You must correct
the errors listed on the error report before the system can roll over these employees'
balances.

The Fiscal or Anniversary Rollover Error report might contain the following error

codes:

Code Description

4239 Invalid date for the DBA's fiscal or anniversary date type.

4240 The system could not calculate the employee's months of
service.

4241 The system could not find the rollover limit.
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Code Description
4242 The rollover amount is negative.
4243 You must enter a valid check date and pay cycle code in the

processing options.

4244 The pay cycle for both the prior and the next pay periods must
exist in master pay cycles.

To see a detailed cause and resolution explanation of an error message, enter the
4-digit message number on the Data Dictionary form.

17.4.1 What You Should Know About

Topic Description
Reviewing payments and the The Payroll Register and employee payment stubs
Payroll Register display PDBA balances from both the Payroll Month

PDBA Summary History table (F06146) and the

Fiscal/ Anniversary Year History table (F06147). The
YTD balances for PDBAs that roll over balances on
fiscal and anniversary dates might not correspond to
the YTD balances for PDBAs that roll over at the end of
the standard year.

For example, after you roll over an employee's
anniversary balance, the YTD amount for an employee's
vacation time earned that is stored in the F06146 table
might not equal the amount for vacation time earned
that is stored in the F06147 table.

Employee history If an employee has history from the same PDBA in
more than one company, the report contains a separate
line for the detail information for each company. The
system totals the balances for each company and rolls
one total balance into one record for the employee's
home company.

Figure 17-1 Fiscal/Anniversary Rollover report

06330 Dage
sary Rollover D - .
{Run during Pre-Payroll) Bayroll ID
Pay Period
< FROM > < 0 =
Employse Mo Date  PIBER Description B Bagin Balance ¥TD Datz POER Pricr Year Begin Balance 2Amc Lost
7500 MeDougle, Cathy
08/17/17 8012 Vacation H 20.00 08/17/17 8012 20.00 20.00

Figure 17-2 Fiscal/Anniversary Rollover Error Report

083%02E JO Edwards World Bage - - 1
Fiscal/Bnniversary Rollover Error Beport Datz - .. 1418717
Emploves Juj=hy
Fumber Ham= Code  Description Date Tz Error Messags
4504 Micchall, Gaorgs 8012 FA Vacation 00007 423% Fiscal/Rrniv. date for EE is missing
See Also:

»  |D Edwards World Technical Foundation Guide for information about
using the Data Dictionary.
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This part contains these chapters:

»  Chapter 18, "Overview to Accounts Payable Integration”
»  Chapter 19, "Set Up A/P Integration"

»  Chapter 20, "Work with Vouchers"
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Overview to Accounts Payable Integration

This chapter contains these topics:
= Section 18.1, "Objectives,"

»  Section 18.2, "About Accounts Payable Integration."

18.1 Objectives

= To use the Payroll system to create vouchers for payroll taxes and other payroll
liability amounts

18.2 About Accounts Payable Integration

If you have the JD Edwards World Accounts Payable system, you can integrate your
payroll processing with the Accounts Payable system. This enables you to use payroll
information to create vouchers for payroll taxes and other payroll liability amounts.
You can set up payees for any tax type or DBA. When you integrate the two systems,
the Payroll system can create vouchers for these payees for employee withholdings
and company-paid benefits and taxes.

With an integrated Payroll system, you can:

= Review voucher information

s Create vouchers during the final update step of the payroll cycle
= Post vouchers to the general ledger

Accounts payable integration includes:

= Setting up A/P integration

= Working with vouchers

After you set up your Payroll system to integrate with the Accounts Payable system,
the Payroll system creates vouchers during the payroll cycle. The Accounts Payable
system uses the vouchers to print payments to the payees. You should review these
vouchers to ensure that they are correct and then post the vouchers to the general
ledger.

18.2.1 When Are Vouchers Created?

If you have set up your Payroll system for A/P integration, the system creates pro
forma vouchers during the journal entries step of the payroll cycle. The system creates
the actual vouchers in the Accounts Payable system when you process the final
update.
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You must process interim checks through a regular payroll cycle to create vouchers for
the DBAs and taxes included in the interim check. The system does not create
vouchers for interim checks that you process through the interactive interim check
update.

18.2.2 How Does Payroll Summarize Transactions for Vouchers?

You can choose from several methods for summarizing detailed transactions for
vouchers. If you do not specify otherwise, the system creates:

= One DBA voucher per payee
= One tax voucher per payee and corporate tax ID

In some cases, you might need to separate vouchers by employee, union or group,
DBA, or tax type. You can set up payee voucher rules to accommodate these needs.
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Set Up A/P Integration

This chapter contains these topics:

Section 19.1, "Setting Up A/P Integration,"

Section 19.2, "Setting Up Payroll Company Constants,"

Section 19.3, "Setting Up Voucher Information for Tax Transactions,"
Section 19.4, "Setting Up Voucher Information for DBAs,"

Section 19.5, "Setting Up Payee Voucher Rules."

19.1 Setting Up A/P Integration

You set up your Payroll system for A /P integration so that you can use payroll
information to create vouchers for payroll taxes and other payroll liability amounts.
You can set up payees for any tax type or DBA. The Payroll system creates vouchers
for these payees for employee withholdings and company-paid benefits and taxes.

Integrating the Payroll and Accounts Payable systems saves time and helps reduce
keying errors.

Setting up A/P integration includes:

Setting Up Payroll Company Constants

Setting Up Voucher Information for Tax Transactions
Setting Up Voucher Information for DBAs

Setting Up Payee Voucher Rules

19.1.1 Before You Begin

If your system security allows Payroll users to enter suppliers (payees), set up the
payees for the Payroll vouchers. See Section 54.8, "Setting Up Tax Area/Payee
Cross-Reference"

If your system security prevents Payroll users from entering suppliers, ask
someone who has access to the Accounts Payable system to set up the payees for
Payroll.

See:

= Entering Suppliers in the JD Edwards World Accounts Payable Guide.

For each company with employees whose payments will create vouchers, set up
AAIs in the Accounts Payable system for the offset accounts.
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See:

»  Setting Up AAIs for A1099s in the JD Edwards World Accounts
Payable Guide.

19.1.2 What You Should Know About

Topic Description

Payees A payee is a person or organization that receives payments
from your organization for taxes or payroll liabilities. The
Accounts Payable system refers to a payee as a supplier.

Voucher due dates When you set up payees for payroll vouchers, you must
specify the payment terms. The system uses this
information to calculate the due date for vouchers. See
Entering Suppliers in the |D Edwards World Accounts Payable
Guide.

19.2 Setting Up Payroll Company Constants

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants
From Payroll General Constants (G0741), choose Payroll Company Constants

To use your Payroll system to create vouchers for payroll taxes and other payroll
liability amounts, you must activate A /P integration in the company constants for
company 00000. You can activate A/P integration for taxes, DBAs, or both.

See Also:

= Section 39.2.2, "Setting Up the Default Company" for information
about setting up Company 00000.

To set up payroll company constants
On Payroll Company Constants
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Figure 19-1 Payroll Company Constants screen
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1. Locate company 00000.
2. Complete the following field:
= A/P Integration

Field Explanation

A/P Integration 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

19.3 Setting Up Voucher Information for Tax Transactions

You must set up vouchering to use your Payroll system to create vouchers for tax
transactions. After you activate A /P integration for taxes, the system creates vouchers
for those tax types.

To set up voucher information for tax transactions, complete the following tasks:
= Set up vouchering for tax transactions
= Enter tax payees by company (optional)

You can specify a payee at the tax type level or the company level, as follows:
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= When all or most of the companies in your organization remit payment for a tax to
the same taxing authority, it is more efficient to enter the payee at the tax type
level.

= If one or more of the companies in your organization remits a tax to a different
taxing authority, you can enter a payee at the company level to override this payee
for individual companies.

= When all or most of the companies in your organization remit payment for a tax to
different taxing authorities, you must enter payees at the company level.

For example, in a multi-company organization in which all but two of the companies
remit federal taxes to the same institution, you can enter that institution as the default
payee. For the two companies that remit their federal taxes to other institutions, you
can enter individual payees for those companies to override the default.

19.3.1 What You Should Know About

Topic Description

Specifying payees for vouchers If you do not specify a payee at either the tax type level or
the company level, the Payroll Journal Proof/Edit for
Vouchers report prints an error message.

Reviewing payment remarks The system stores the corporate tax ID in the voucher.
This ID prints on the voucher payment as a payment
remark.

19.3.2 Setting Up Vouchering for Tax Transactions

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Taxes and Insurance
From Taxes and Insurance (G0744), choose Tax Area Information

To use your Payroll system to create vouchers for tax transactions, you must activate
vouchering for tax types. The system creates vouchers only for the tax types with
active vouchering. For federal A and all state and local taxes, specify a payee. You
must activate vouchering for other types of federal taxes, but do not need to specify a

payee.
To use your Payroll system to create vouchers for tax transactions, you must activate

vouchering for tax types. The system creates vouchers only for the tax types with
active vouchering, as follows:

s For U.S. Payroll, you must also specify a payee for Federal A and all state and local
taxes. You do not need to specify a payee for other federal tax types.

Typically, you enter a payee at the tax type level when all or most of the companies in
your organization remit a tax to the same taxing authority. You can override this payee
at the company level, if necessary.

To activate vouchering for tax transactions
On Tax Area Information
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Figure 19-2 Tax Area Information screen
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1. Complete the following fields to locate a tax type:
n  Tax Area
s TaxType

2. Complete the following field:
= A/P Voucher

3. Complete the following optional field:

= Payee
Field Explanation
Tax Area 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.
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Field Explanation

Tax Type A user defined code (07/TX) that identifies the type of payroll
tax being processed.

Refer to the associated user defined code records for the
current descriptions of these codes.

The values and meanings associated with this user defined
code are pre-set by JD Edwards World. You should not alter the
values and meanings.

Form-specific information
For Canadian provincial tax types:

Set up tax type CF for every tax area even if there is no
provincial tax because wage history is maintained by province.

For U.S. state tax types:

Set up tax type C, Federal Unemployment Insurance (FUI) for
each state, because the FUI rate might vary from state to state.
Use the 2 character statutory code for the state.

You must have the tax type Z, weeks worked, whenever you
have tax type H, state unemployment. Some states require
weeks worked to be reported with state unemployment.

For U.S. local tax areas:

Local tax areas use all 9 digits of the GeoCode tax area. You
should define a 3 character statutory code.

For U.S. Earned Income Credit (EIC)

For Tax Type B, the EIC prints on the check, advice, or pay slip.
The system subtracts this tax amount from the total deductions
at the bottom of the pay stub.

A/P Voucher (Y/N) The Yes or No Entry field is a common single character entry
field for simple yes or no responses on prompt forms.

Form-specific information

Indicates whether the system creates a voucher for this payroll
tax in the Accounts Payable system.

19.3.3 Entering Tax Payees by Company

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Taxes and Insurance
From Taxes and Insurance (G0744), choose Tax Area/Payee Cross-Reference

After you activate vouchering for tax types, you can enter tax payees at the company
level. Entering payees at the company level is optional. You do so only in one of the
following circumstances:

= You did not enter a payee at the tax type level.
= You entered a payee for the tax type that differs from the payee for the company.

The payees you enter at the company level override the payee you enter at the tax type
level. You can enter multiple companies and assign one payee per company for each
tax type and tax area.
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To enter tax payees by company
On Tax Area/Payee Cross Reference

Figure 19-3 Tax Area/Payer Cross-Reference screen
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1. Complete the following fields to locate a tax type:
n  Tax Area
s Tax Type

2. Complete the following fields:
s Company Number

= Payee Number

19.4 Setting Up Voucher Information for DBAs

To use your Payroll system to create vouchers for DBAs, you must set up voucher
information and assign payees for the DBAs. The system creates vouchers only for the
DBAs with active vouchering.

To set up voucher information for DBAs, complete the following tasks:
= Set up vouchering for DBAs

= Enter voucher information for group plans

= Enter voucher information for individual employees

You must activate vouchering when you set up a DBA. Then, when you assign the
DBA to a group plan or an individual employee, you must specify whether the system
will create a voucher for the DBA for that group plan or employee.

Because you enter voucher information at the group plan or employee level, you can
assign the same DBA to multiple group plans and create vouchers even when the
payees for those plans vary. You can also choose to create vouchers for some plans and
not for others.
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You can specify payees for vouchers at the DBA, group, or employee level.

Entering the payee at the DBA level is more efficient when all or most of the
companies in your organization remit payment for a DBA to the same institution. If
necessary, you can override this payee for individual groups, such as unions, or
employees by entering a payee at the group or employee level.

When you remit payments for a DBA for all or most of the groups or employees in
your organization to different institutions, you must enter payees at the group or
employee level.

19.4.1 What You Should Know About

Topic Description

Entering payees If you do not specify a payee at some level (DBA, group
plan, or employee), the Payroll Journal Proof/Edit for
Vouchers report prints an error message.

Reviewing payment remarks For a wage attachment, the system stores the wage
attachment case number and employee name in the
voucher. This information prints on the voucher payment
as a payment remark.

For other types of DBAs, the voucher contains no payment
remark.

Reviewing voucher information  You can use Detail Wage Attachment Ledger to review the
for wage attachments voucher number and voucher date for a wage attachment.

See Section 14.2, "Reviewing Wage Attachment History
Online."

19.4.2 Setting Up Vouchering for DBAs

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose DBA Setup

To use your Payroll system to create vouchers for DBAs, you must set up vouchering
for the DBAs. The system creates vouchers only for the DBAs with active vouchering.
You must set up vouchering at the DBA level before you can enter voucher
information for group plans or individual employees.

When you set up vouchering for a DBA, you can specify a payee in the DBA setup.
Typically, you enter a payee at the DBA level when all or most of the groups, such as
unions, or employees in your organization remit payment for the DBA to the same
institution. You can override this payee at the group or employee level, if necessary.

If you enter all payees at the group plan or employee level, you do not need to enter a
payee in the DBA setup.

To set up vouchering for DBAs

On DBA Setup

1. Complete the following field to locate a DBA for which you need to create
vouchers:
= DBA Code
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2, Complete the following field:
= A/P Voucher

3. Complete the following optional field:
= Payee Address Number

19.4.3 Entering Voucher Information for Group Plans

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose Group Plan DBA Setup

After you set up vouchering for a DBA, you can enter voucher information when you
include the DBA in a group plan. You can include a DBA, such as a union dues
deduction, in multiple group plans.

Because you might need to create vouchers for some group plans and not others, you
can choose to deactivate vouchering for the DBA at the group level.

For a DBA that is assigned to multiple group plans, the payee might vary between
groups. Therefore, you can enter payees for the DBA at the group plan level. The
payee you enter for a group plan overrides the payee entered at the DBA level.

You enter a payee for a group plan only in one of the following circumstances:

= You did not enter a payee at the DBA level

= You entered a payee in the setup for the DBA that differs from the payee for this
group plan

To enter voucher information for group plans
On Group Plan DBA Setup
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Figure 19-4 Group Plan DBA Setup screen
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1. Complete the following field to locate the group plan for which you need to create
vouchers:

s Group Plan

2. Complete the following field:
s Generate Voucher (GV)

3. Complete the following optional field:
= Payee

Field Explanation

GV 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

19.4.4 Entering Voucher Information for Individual Employees

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose DBA Instructions

After you activate vouchering for a DBA, you can specify the employees for whom
you want to create vouchers. You enter voucher information when you assign the DBA
to an employee. Because you enter voucher information at the employee level, you can
assign the same DBA to multiple employees and create vouchers even when the
payees for those employees vary. You also can choose to create vouchers for some
employees and not for others.
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When you enter voucher information for an employee, you can also enter a payee for
the voucher. The payee you enter for an employee overrides the payee entered at the
group plan and DBA levels.

You enter a payee for an employee only in one of the following circumstances:
= You did not enter a payee at the DBA level
= You entered a payee at the DBA level that differs from the payee for this employee

= You entered a payee for an employee at the group plan level that differs from the
payee for this employee

To enter voucher information for individual employees
On Employee DBA Instructions

1. Complete the following field to locate the employee for which you need to create
vouchers:

=  Employee Number
2. Complete the following field:
= Generate Voucher
3. Complete the following optional field:

s DPayee

19.5 Setting Up Payee Voucher Rules

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Pay/Deductions/Benefits
From Pay/Deductions/Benefits (G0742), choose Payee Voucher Rules

You use payee voucher rules to specify how the Payroll system summarizes detailed
transactions into vouchers during the journal entries step of the payroll cycle.

Payee voucher rules for DBAs include:

Rule Description

Voucher Rule 00 One voucher per payee. This is the default rule.

Use this rule to summarize all DBA transactions,
regardless of DBA, employee number, or group plan.
When the system summarizes transactions, different
general ledger account numbers result in separate pay
items on the same voucher. The account might be for
different companies.

Voucher Rule 01 One voucher per employee.

Use this rule for a payee for a wage attachment that
you entered at the employee level.

This rule is particularly useful for wage attachments,
because a voucher for a wage attachment includes a
payment remark with the case number from the court
and the employee's last name. The Accounts Payable
system prints the remark for each voucher, even when
multiple vouchers are included in one payment.
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Rule Description

Voucher Rule 02 One voucher per payee for each DBA.
Voucher Rule 03 One voucher per payee/EE/DBA

Voucher Rule 04 One voucher per payee for each group plan.

Use this rule for a payee that you entered at the group
plan level.

Payee voucher rules for taxes include:

Rule

Description

Voucher Rule 00

One voucher per payee. This is the default rule. Use
this rule to summarize all tax transactions, regardless
of tax type or employee number. When the system
summarizes transactions, it creates separate pay items
fro different general ledger account numbers on the
same voucher.

Voucher Rule 01

One voucher per payee by employee.

Voucher Rule 02

One voucher per payee by tax type.

To summarize all of your vouchers according to rule 00, do not set up any payee

voucher rules. The system creates:

= One DBA voucher per payee

= One tax voucher for each of the payee's corporate tax IDs

To use a rule other than rule 00 for a payee, you must specify both a DBA rule and a
tax rule for the payee. When you specify only one rule for a payee (either a DBA or a
tax rule), the system enters the default value of zero for the other rule.

To set up payee voucher rules

On Payee Voucher Rules
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Figure 19-5 Payee Voucher Rules screen
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1. Complete the following fields:
= Number
= DBAs Voucher Rules (VR)
»  Taxes Voucher Rules (VR)
2. Review the information in the following fields:
= Payment Terms (Pym Trm)

s G/L Offset

Field Explanation

Payee Voucher Rule Payee Voucher Rules determine the level of summarization for
a payee. This specific rule tells the system how to summarize
voucher information for a DBA. For example, the rule indicates
whether the system should create one voucher for a payee or
create a separate voucher for each DBA owed to a payee.

The Payee Voucher Rules are predefined and should not be
changed.
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Field

Explanation

Pymt Trm

A code that specifies the terms of payment, including the
percentage of discount available if the invoice is paid within a
certain amount of time. A blank code usually indicates the
most frequently used payment term. You define the
specifications for each type of payment term on the Payment
Terms Revisions form. For example:

blank — Net 15

1-1/10net 30

2-2/10 net 30

N - Net 30

P - Fixed day of 25th

Z —Net 90

This code prints on customer invoices.
Form-specific information

The payment terms information is stored in the Accounts
Payable system. You cannot change it in the Payroll system.

G/L Offset

The table of Automatic Accounting Instruction accounts that
allows you to predefine classes of automatic offset accounts for
Accounts Payable, Accounts Receivable, and other systems.

G/L offsets might be assigned as follows:

= blank or 1210- Trade Accounts Receivable

= RETN or 1220 - Retainages Receivable

= EMP or 1230 - Employee Accounts Receivable

= JIB or 1240 - JIB Receivable (See A/R Class Code - ARC)
= blank or 4110 - Trade Accounts Payable

= RETN or 4120 - Retainage Payable

= OTHR or 4230 - Other Accounts Payable (See A/R Class
code - APC)

If you leave this field blank during data entry, the system uses
the default value from the Customer Master Information table
(F0301) or the Supplier Master Information table (F0401). The
post program uses the G/L Offset class to create automatic
offset entries.

Note: Do not use code 9999. It is reserved for the post program
and indicates that offsets should not be created.

Form-specific information

This field indicates the account that the system offsets when
you post vouchers to the general ledger. This information is
stored in the Accounts Payable AAls. You cannot change it in
the Payroll system.

19.5.1 What You Should Know About

Topic

Description

Deleting payee voucher rules

Choose the Delete option to delete the voucher rules for a
payee. Deleting payee voucher rules does not delete the
payee from the Accounts Payable system.
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Topic Description

Reviewing payee voucher rules To review existing payee voucher rules for all payees,
leave the Skip to Payee field blank on the Payee Voucher
Rules form.

To locate a specific payee, enter the payee's address
number in the Skip to Payee field.

Determining the voucher due date The system uses the payment terms to determine the
voucher due date.
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Work with Vouchers

This chapter contains these topics:

Section 20.1, "Working with Vouchers,"

Section 20.2, "Reviewing Pro Forma Vouchers by Payee,"

Section 20.3, "Reviewing Pro Forma Vouchers by Employee,"

Section 20.4, "Reviewing the Payroll Journal Proof/Edit for Vouchers Report,"
Section 20.5, "Reviewing the Payroll Voucher Journals,"

Section 20.6, "Reviewing the Wage Attachment Voucher Report,"

Section 20.7, "Revising Voucher Information for a Tax Type,"

Section 20.8, "Revising Voucher Information for a DBA,"

Section 20.9, "Reviewing Actual Voucher Reports,"

Section 20.10, "Posting Payroll Vouchers to the General Ledger."

20.1 Working with Vouchers

After you set up your Payroll system to integrate with the Accounts Payable system,
the system creates vouchers during the payroll cycle. When you integrate the Payroll
and Accounts Payable systems, you do not need to make a separate request for
vouchers for payroll payees.

Working with vouchers includes:

Reviewing Pro Forma Vouchers by Payee

Reviewing Pro Forma Vouchers by Employee

Reviewing the Payroll Journal Proof/Edit for Vouchers Report
Reviewing the Payroll Voucher Journals

Reviewing the Wage Attachment Voucher Report

Revising Voucher Information for a Tax Type

Revising Voucher Information for a DBA

Reviewing Actual Voucher Reports

Posting Payroll Vouchers to the General Ledger

During pre-payroll processing, the system uses the information you entered when you
set up A/P integration to determine which DBAs require vouchers and who the
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payees are for those vouchers. It stores this information in the DBA Transaction Detail
table (F0609).

During the journal entries step of the payroll cycle, the system uses the information
that you entered when you set up accounts payable integration to determine which tax
transactions require vouchers and who the payees are for the vouchers.

The system creates pro forma vouchers for both the DBA and tax transactions and
stores them in a batch. The system also creates pro forma journal entries for other
types of Payroll transactions and stores them in a separate batch. Each batch has a
unique batch number and batch type. For vouchers, you can choose to have the system
create one batch for DBA vouchers and a separate batch for tax vouchers. This allows
you to post journal entries for DBA vouchers separately from those for tax vouchers.

The batch of pro forma journal entries for other Payroll transactions contains
document types T1 thru T6. The Pay Period Journal Batch Proof report lists these
document types. The batches of pro forma voucher entries contain document type T7.
The Pay Period Journal Batch Proof/Edit for Vouchers report lists this document type.

During the journal entries step, the system creates the debits to the liability accounts as
one-sided entries. The system creates the offsetting credit when you post the vouchers
to the general ledger.

Before you process the final update, you should review pro forma voucher
information to verify that the information is correct.

During final update, the system creates the actual vouchers for voucher journal entries
and stores them in the Accounts Payable Ledger table (F0411). It creates these actual
vouchers only if the pro forma vouchers had no errors. After you process the final
update, you can no longer review pro forma vouchers.

Caution: If the batch of pro forma vouchers contains any errors
when you process final update, the system deletes the batch without
creating the actual vouchers.

The system does not post vouchers automatically. You must manually post the
vouchers to the general ledger.

The data on the sample forms might not match the sample data installed on your
Payroll System.

20.1.1 Before You Begin

= Process a payroll cycle that includes vouchers.

See Also:

»  Processing Pro Forma Journal Entries in the [D Edwards World ULS.
Payroll I Guide for information about creating pro forma vouchers
during payroll cycle processing.

20.2 Reviewing Pro Forma Vouchers by Payee

Navigation
From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Review Vouchers by Payee
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The system creates pro forma vouchers for DBA transactions during pre-payroll and
pro forma vouchers for tax transactions during the journal entries step. Before you
process the final update, you should review this information online to verify that it is
correct. After you process final update, you can no longer review these pro forma
vouchers online.

To review pro forma vouchers by payee
On Review Vouchers by Payee

Figure 20-1 Review Vouchers by Payee screen
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1. To limit the vouchers that appear, complete the following optional field and press
Enter:

= Payee Number

2. Choose the Review Voucher option.
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Figure 20-2 Review Vouchers by Payee screen
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3. On the second Review Vouchers by Payee form, to limit the vouchers that appear
complete the following optional field:

= Payroll ID

4. DPress F4 to access the detail area.

Figure 20-3 Review Vouchers by Payee screen (Detail area)
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5. Review the information in the following fields:

= Batch Number
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s Voucher Control

6. Choose the Review Employees option.

Figure 20-4 Review Voucher Detail by Payee screen
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7. On the Review Voucher Detail by Payee form, choose the Detail function to review
additional information.

8. To view the journal entries associated with a voucher, choose the Journal Line
Entries function.

Figure 20-5 Review Journal Line Entries screen
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9. On Review Journal Line Entries, access the detail area to review additional
information.
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20.2.1 What You Should Know About

Topic

Description

Reviewing batches of vouchers

After you process the journal entries step of the payroll
cycle, you can use the payroll journal batch review
feature to review batch status for pro forma vouchers.

See Reviewing Batches of Payroll Journal Entries in the
JD Edwards World U.S. Payroll I Guide.

Reviewing vouchers with negative
amounts

Vouchers that have negative amounts usually result
from voided checks. For a negative tax voucher, the
system creates reversing entries in the Accounts
Payable system. For a negative DBA voucher, you must
manually enter reversing entries in the Accounts
Payable system.

Vouchers that have negative amounts usually result
from voided checks. For a negative tax voucher, the
system creates reversing entries in the Accounts
Payable system. For a negative DBA voucher, you must
manually enter reversing entries in the Accounts
Payable system.

20.3 Reviewing Pro Forma Vouchers by Employee

Navigation

From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Review Vouchers by Employee

The system creates pro forma vouchers for DBA transactions during pre-payroll and
pro forma vouchers for tax transactions during the journal entries step. Before you
process final update, you should review this information online to verify that it is
correct. After you process final update, you can no longer review these pro forma

vouchers online.

To review pro forma vouchers by employee
On Review Vouchers by Employee
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Figure 20-6 Review Vouchers by Employee screen
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1. Complete the following field:
= Employee
2. To limit the vouchers that appear, complete the following optional field:
= Company
3. Access the detail area to view additional information.

Figure 20-7 Review Vouchers by Employee screen (Detail area)
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Reviewing the Payroll Journal Proof/Edit for Vouchers Report

20.3.1 What You Should Know About

Topic Description

Reviewing batches of vouchers After you process the journal entries step of the payroll
cycle, you can use the payroll journal batch review
feature to review batch status for pro forma vouchers.

See Reviewing Batches of Payroll Journal Entries in the in
the JD Edwards World U.S. Payroll I Guide.

Reviewing vouchers with negative Vouchers that have negative amounts usually result from

amounts voided checks. For a negative tax voucher, the system
creates reversing entries in the Accounts Payable system.
For a negative DBA voucher, you must manually enter
reversing entries in the Accounts Payable system.

Vouchers that have negative amounts usually result from
voided checks. For a negative tax voucher, the system
creates reversing entries in the Accounts Payable system.
For a negative DBA voucher, you must manually enter
reversing entries in the Accounts Payable system.

20.4 Reviewing the Payroll Journal Proof/Edit for Vouchers Report

When you process the payroll journal entries step of the payroll cycle, the system
prints the Payroll Journal Proof/Edit for Vouchers report. This report lists Payroll
voucher entries for the T7 document type.

If you did not specify a payee for any tax type or DBA, this report contains a payee not
specified message. When this error appears, the system does not create the pro forma
voucher for that tax type or DBA. You must enter a payee for the tax type or DBA and
then complete the steps for revising voucher information.

Figure 20-8 Payroll Journal Proof/Edit for Vouchers report

08228 JD Edwards World Bags - 1
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Company Total . . . . SeT.E0

See Also:

= Section 20.7, "Revising Voucher Information for a Tax Type."

20.5 Reviewing the Payroll Voucher Journals

You can request the following reports during the reports only step of the payroll cycle:

Report Description
Payroll Voucher Journal You can use this report to verify information about tax
Summary vouchers.
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Reviewing the Wage Attachment Voucher Report

Report Description

Payroll Voucher Journal Detail You can use this report to verify information about DBA
vouchers.

You should review these journals before you process the final update to verify the
accuracy of the pro forma vouchers. The system prints the reports during the final
update. At that time, these journals include the document numbers and pay items.

Figure 20-9 Payroll Voucher Journal Summary - Summary by Tax Type and Account
Number report
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Provider/Trustes . . . . . . . (000GE49 Internal Revenue Service
Batch Mumber . . . . . . . . . 0E0e3214

Payroll ID . . . . . . . . . . 682

Figure 20-10 Payroll Voucher Journal Detail report

08433 JD Edwards World Page No. . . 2
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See Also:

= Section 40, "Set Up Payroll Cycle Reports"for information about
printing reports before final update.

20.6 Reviewing the Wage Attachment Voucher Report

If you have set up your Payroll system to create vouchers for wage attachment DBAs,

you can review the Wage Attachment Voucher report. This report lists all the amounts
for wage attachments that were calculated in a payroll cycle. Listings with unspecified
payees are for loans.

You can print this report during the print payroll cycle reports step of the payroll cycle.
The system does not print it automatically.
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Revising Voucher Information for a Tax Type

Figure 20-11 Wage Attachment Report

03055 JD Edwards World Page - . . .
Wage Rttachment Report Date -
Vers - . . . 882

Pay
Elgha Case Number Caze Dt Ded. Amc Ooligee Hame Period Wags Act

47€-43-22€9 Ebbot, Dominigue 6002062038 0e/20/17
261-55-4789 ougle, Cathy 750003/17 2

E0.00 08/15/17 1z
80.00 08/15/17 10

20.7 Revising Voucher Information for a Tax Type

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Taxes and Insurance
From Taxes and Insurance (G0744), choose Tax Area Information

Occasionally, you might need to revise payroll voucher information. For example, you
might need to change the payee for a voucher or set up vouchering in the DBA
instructions for an employee. You might also need to change the information for a
payee that has been entered in the Accounts Payable system.

If you revise voucher information while you are processing a payroll cycle, you must
typically rerun some steps in the cycle to ensure that the system creates the
appropriate vouchers. The steps you must rerun vary depending on whether the
voucher information that you revise is for a tax type or for a DBA.

If you revise voucher information for a tax type while you are processing a payroll

cycle, you do not need to reset the payroll ID. Instead, you rerun the journal entries
step of the payroll cycle, which re-creates the Payroll Journal workfile (F06395). To

reduce processing time you can choose to run A/P integration only.

To revise voucher information for a tax type
On Tax Area Information
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Revising Voucher Information for a DBA

Figure 20-12 Tax Area Information screen
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1. Tolocate the tax area, complete the following fields:
s Tax Area
s TaxType
2. Make the necessary revisions to the voucher information.
3. On Pay Cycle Processing (G0713) choose Payroll Journal Entries.

4. On the first Payroll Journal Entries form, complete the steps for creating the pro
forma journal entry workfile.

20.7.1 What You Should Know About

Topic Description
Revising supplier information If the supplier information is incorrect, revise it in the
Accounts Payable system and not on Tax Area
Information.
See Also:

= Section 19.1, "Setting Up A/P Integration,"

»  Creating the Workfile for Pro Forma Journal Entries in the in the
JD Edwards World U.S. Payroll I Guide.

20.8 Revising Voucher Information for a DBA

Occasionally, you might need to revise payroll voucher information. For example, you
might need to change the payee for a voucher or set up vouchering in the DBA
instructions for an employee. You might also need to change the information for a
payee that has been entered in the Accounts Payable system.
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Revising Voucher Information for a DBA

You must use different DBA forms depending on the type of correction you need to
make. Use the following form that contains the information that needs to be revised:

DBA Setup
Group Plan DBA Setup
DBA Instructions

If you revise voucher information for a DBA while you are processing a payroll cycle,
you must reset the payroll ID and rerun a full pre-payroll processing. You cannot run a
pre-payroll only for the changes.

To revise voucher information for a DBA
On the appropriate DBA form

1.

Make the necessary revisions to the voucher information for the DBA, group, or
employee.

2. On Pay Cycle Processing (G0713) choose Pay Cycle Review /Reset.

3. On Pay Cycle Review /Reset, complete the steps for resetting the payroll ID for the
payroll cycle.

4. On Pay Cycle Processing (G0713) choose Pre-Payroll Processing.

5. On the first Pre-Payroll Processing form, complete the steps for running a full
pre-payroll processing.

6. On Pay Cycle Processing (G0713) choose Payroll Journal Entries.

7. On the first Payroll Journal Entries form, complete the following field:
s Pre-Payroll ID

8. On the second Payroll Journal Entries form, enter N in the following field:
= Run Accounts Payable Integration Only

9. Complete the steps for creating the pro forma journal entry workfile.

Field Explanation

Accounts Payable Integration The Yes or No Entry field is a single-character entry field for a

yes or no response. The default is No.
Form-specific information

This code will rerun A /P integration without rerunning pay
period journals.

Valid codes are:
N — Run pay period journals and accounts payable integration.

Y — Run accounts payable integration only.

See Also:

s Choosing an Existing Payroll ID in the in the JD Edwards World
U.S. Payroll I Guide,

= Resetting the Payroll ID in the in the JD Edwards World U.S.
Payroll I Guide,

»  Creating the Workfile for Pro Forma Journal Entries in the in the
JD Edwards World U.S. Payroll I Guide.
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Reviewing Actual Voucher Reports

20.9 Reviewing Actual Voucher Reports

When you process the final update for a payroll cycle that includes vouchers, the
Payroll system provides several reports that you can print to verify voucher
information before you post the vouchers to the general ledger. You can also review
reports that indicate whether the vouchers posted correctly.

During final update, the system automatically prints the following reports:
= Payroll Voucher Edit report

= Payroll Voucher Journal Detail report

= Payroll Voucher Journal Summary report

You should also have printed the detail and summary journals during the print payroll
cycle reports step of the payroll cycle. When the system prints these reports during
final update, they include document numbers and pay items. You can use this
information to verify voucher information before you post vouchers to the general
ledger.

Use the Payroll Voucher Edit Report to determine whether any voucher-related errors
occurred when the system created the actual vouchers during final update. This report
lists payment items that are in error and conditions that require a warning. If no errors
occurred, the system prints the message informing you there are no errors.

If you set up Enhanced Subledger Accounting, you can view these values on the
report.

See:

s Work with Enhanced Subledger Accounting in the General
Accounting Guide I for more information.

This report prints two types of messages:

Messages Description

Error messages The system does not create a voucher for the pay item. You
must manually enter the pay items into the Accounts Payable
system.

When all pay items in a batch are in error, the system deletes
the batch and its batch header record. In this case, the batch
does not appear on the Payroll Journal Batch Review report.

Warning messages The system creates a voucher for the pay item. You should
review the voucher to determine whether you need to revise
the pay items in the Accounts Payable system.

Figure 20-13 Payroll Voucher Edit Report
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Posting Payroll Vouchers to the General Ledger

20.9.1 What You Should Know About

Topic Description

Reviewing actual vouchers online  After you process the final update, you can review
actual vouchers online using the payroll journal batch
review feature and its associated options. This feature
uses the multi-company format.

See Reviewing Batches of Payroll Journal Entries in the
JD Edwards World U.S. Payroll I Guide.

Reviewing messages You can use the Data Dictionary to view a detailed
description of an error or warning message. Use the
four-digit error message number to locate the error in
the Data Dictionary.

See the JD Edwards World Technical Foundation Guide for
information about using the Data Dictionary.

See Also:

= Reviewing the Payroll Voucher Journal Detail Report in the in the
JD Edwards World U.S. Payroll I Guide.

20.10 Posting Payroll Vouchers to the General Ledger

Navigation
From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Post Vouchers to G/L

After you process the final update step of a payroll cycle that includes vouchers, you
must post the journal entries for the vouchers (T7 document types) to the general
ledger. Although you can set your payroll company constants to automatically post
the journal entries for other types of payroll transactions (T1 through T6 document
types), the system does not automatically post journal entries for vouchers.

When you post journal entries for vouchers, the system creates an offset entry in the
form of a credit to the appropriate A/P account. This entry has a document type of AE
(automatic entry).

If you delete an actual payroll voucher from the Accounts Payable system, the system
reopens the batch. You must repost the batch in the payroll system to create the
reversing T7 entry.

When you post vouchers, the system prints the following reports:

Report Description

Posting Edit report Use the Posting Edit Report to determine whether the vouchers
posted. When no errors occur during posting, the report
contains a message that no errors were found and the system

will post the batch.
General Ledger Post Payroll ~ Use the General Ledger Post Payroll Vouchers report to review
Vouchers report posted vouchers. This report lists the following document
types:

s T7 - the Payroll voucher entries

s AE - the offsetting credit entries to the accounts payable
liability account that the system creates during posting
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Posting Payroll Vouchers to the General Ledger

20.10.1 Before You Begin

= For the home company of each employee for whom the system creates a voucher,
verify that you the business unit and object account to be used for the offset are set
up in the Accounts Payable system.

See:

s Understand AAIs for A/P in the |D Edwards World Accounts
Payable Guide.

= Review any warning messages that appear on the Voucher Edit report. Use the
Accounts Payable system to make any necessary corrections. See Section 20.9,
"Reviewing Actual Voucher Reports."

Figure 20-14 General Ledger Post - Payroll Vouchers Posting Edit Report
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Figure 20-15 General Ledger Post - Payroll Vouchers report
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Intercompany Settlements

This part contains these chapters:
»  Chapter 21, "Overview to Intercompany Settlements"

»  Chapter 22, "Set Up Intercompany Settlements in Payroll"






21

Overview to Intercompany Settlements

This chapter contains these topics:
= Section 21.1, "Objectives,"

»  Section 21.2, "About Intercompany Settlements."

21.1 Objectives

= To keep Payroll journal entries in balance by the companies in your organization

21.2 About Intercompany Settlements

You use intercompany settlements if your organization consists of multiple companies
and if your employees sometimes work in companies other than their home
companies. When an employee works in a company other than the home company,
you typically expense the labor to the other company and the associated liabilities to
the home company. This situation creates journal entries that are out of balance by
company.

To keep the payroll journal entries for each company in balance by document type,
you can set up your system to generate intercompany settlements. Intercompany
settlements create offsetting journal entries that ensure that each company's net
balance equals zero, that is, its debits equal its credits.

21.2.1 How Do You Generate Intercompany Settlements?

To generate intercompany settlements for payroll transactions, your Payroll system
must be integrated with the JD Edwards World General Accounting system. You can
set up either of these systems to generate intercompany settlements for payroll
transactions. You can choose the method that works best for your environment.

When you use the General Accounting system to generate intercompany settlements,
the system processes all balancing journal entries through a single hub (main)
company. The hub company is the same for all employees. You can designate the hub
company in the intercompany constants for the General Accounting system. If you do
not designate a hub company, the post program uses the first company it encounters
as the hub company. Therefore, the hub company might not be the employee's home
company.

When you use the Payroll system to generate intercompany settlements for payroll
transactions, the system creates the balancing entries before journal entries are posted
to the general ledger. The Payroll system ignores the intercompany constants for the
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About Intercompany Settlements

General Accounting system and designates the employee's home company as the hub
(main) company for processing balancing entries.

Intercompany settlements in the Payroll system apply to document types T1, T2, T3,
T4, and Té6. They do not apply to document types T5 and T7.

See Also:

= Setting Up Intercompany Settlements in the JD Edwards World
General Accounting I Guide
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Set Up Intercompany Settlements in Payroli

This chapter contains these topics:

»  Section 22.1, "Setting Up Intercompany Settlements in Payroll,"

»  Section 22.2, "Verifying Your Chart of Accounts,"

= Section 22.3, "Setting Up AAlIs for Intercompany Settlements,"

= Section 22.4, "Setting Up Intercompany Settlements for a Payroll ID."

22.1 Setting Up Intercompany Settlements in Payroll

You use intercompany settlements if your organization consists of multiple companies
and if your employees sometimes work in companies other than their home
companies. When an employee works in a company other than the home company, the
home company typically charges the other company for the employee's labor
expenses.

Setting up intercompany settlements in Payroll includes:
s Verifying Your Chart of Accounts

s Setting Up AAIs for Intercompany Settlements

»  Setting Up Intercompany Settlements for a Payroll ID

Before you can set up Automatic Accounting Instructions (AAls) for intercompany
settlements, you should verify that your organization's chart of accounts contains
intercompany settlement accounts.

You set up the accounting rules for intercompany settlements in the Payroll system.
After you set up AAls for intercompany settlements, you should create a payroll ID
that generates intercompany settlements in Payroll rather than in the General
Accounting system.

22.1.1 Example: Intercompany Settlements Using Document Type T2

An employee whose home company is company 1 works in company 50, business unit
501. The employee's gross wages are 1000.00. All liabilities are posted to the home
company.

When you have not set up intercompany settlements in Payroll, the journal entries for
the employee are:

» In balance by document type across all companies

= Out of balance by company
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Setting Up Intercompany Settlements in Payroll

s Out of balance by document type within a company

The type T2 (labor distribution) journal entries for the employee are:

Figure 22-1 Employee's Type T2 Journal Entries When Intercompany Settlements Have

Not Been Set Up
JT Account Description DR CR
T2 Loy 1.4205 Wages Payahle 1000
Company | Total oo 1000
T2 LD 5018115 Lahor Expense | 1000
Comparsy 50 Total 1aaa ]
Grand Total 1aaa 1000
Item Entries
Company 1 Wages Payable (AW) 1.4205
Debit 00
Credit 1000.00
Company 50 Labor Expense (LD) 501.8115
Debit 1000.00
Credit 00
Grand Total Debit 1000.00
Credit 1000.00

When you have set up intercompany settlements in Payroll, the entries for the
employee are:

= In balance by company
= In balance by document type within a company

The type T2 (labor distribution) journal entries for the employee are:
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Verifying Your Chart of Accounts

Figure 22-2 Employee's Type T2 Journal Entries When Intercompany Settlements Have

Been Set Up
JT Account Description DR CR
T2 LW 1.4205 Wages Payable 1000
T2 Iz 1.1291 00050 Intercorapany 1aaa
Company | Total 1aaa 1000
T2 LD 5012115 Lahor Expense | 1000
T2 Iz 50.1291 00001 Intercormpany 1000
Compary 50 Total 1000 10000
Grand Taotal 2000 2000
Item Entries
Company 1 Wages Payable (AW) 1.4205 - Credit 1000.00
Intercompany (IC) 1.1291.0050 - Debit 1000.00
Company 50 Labor Expense (LD) 501.8115 - Debit 1000.00
Intercompany (IC) 1.1291.0050 - Credit 1000.00
Grand Total Debit 2000.00
Credit 2000.00

22.1.2 Before You Begin

= Set up intercompany accounts in your chart of accounts.

See:

»  Create a Chart of Accounts in the General Accounting I Guide.

See Also:

= Appendix D, "Intercompany Settlement Examples"

22.2 Verifying Your Chart of Accounts

Before you can set up AAls for intercompany settlements, you should verify that your
organization's chart of accounts contains intercompany accounts.

All intercompany accounts must use the same object number. The subsidiary (third
part of the account number) can represent the company from which or to which
intercompany amounts are due.

For example, the following table shows intercompany accounts for companies 1, 7, and
50, where 1291 is the object account for intercompany settlements:

Company 1 Company 7 Company 50
1.1291.00007 7.1291.00001 50.1291.00001
1.1291.00050 7.1291.00050 50.1291.00007
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Setting Up AAls for Intercompany Settlements

You (or someone in your accounting department) must use the General Accounting
system to set up the accounts. Typically, you verify your chart of accounts from the
General Accounting system. If you do not have access to the General Accounting
system, you can verify your chart of accounts from the AAI tables in the Payroll
system. To verify your chart of accounts from the AAI tables, choose the Help function
for the business unit, object, or subsidiary fields.

22.3 Setting Up AAls for Intercompany Settlements

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Auto Accounting Instructions
From Auto Accounting Instructions (G0743), choose D1/Cr-Accruals/Clearings

You use this AAI table to set up the AAls for generating intercompany settlements.
You define journal types for intercompany settlements so that the system tracks
intercompany transactions for each company in your organization. You should set up
intercompany settlements for Company 00000 only.

To set up AAls for intercompany settlements
On DR/CR -Accruals/Clearings

Figure 22-3 DR/CR - Accruals/Clearings screen

Look Hel ot
ORACLE Jo Eawards World
Clocurminl o ‘e'oarkd FBSCNT o Suppes
o 7 [} ¥ S IT
Figld Sarriisam Hels oEsaN P e
L Eirod Mocsago
anch Aetion Codas £
Company iy ] 1.0, Eduards & Company
il e ;
L e Kk kip to B, Usik
Cliai Saipe|
e Emplogan Saiia . BEatributisn Recount
Bus. Unit Type JT Bepsription Bus. Unit (i1 | fish
| [ Aooreed wages [ R I
T [ FF Burden Clsaring [ A CEEEI |
| r-'. Burdan Claarirg | T FEEE] |
I_ Flat Bedn Clesr Eid
I 6 Intercomgany Se 1291 £
| I
—
— - [
[ | I |
| [ I
— [ [
- J [
Fa=Hare Detadl Fh=Rzcaunt Hastas FésRore Kegs

1. Locate company 00000.

2. Complete the following field:
s Object

3. Enter IC in the following field:
= Journal Type
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Setting Up Intercompany Settlements for a Payroll ID

4. Complete the following field:
= Subsidiary

5. Complete the following optional field:
= Subledger

22.3.1 What You Should Know About

Topic Description

Search criteria In the AAI table, the IC journal type is the only search
criteria.

Business unit values When you set up AAls for intercompany settlements,

you do not enter a business unit. When the system
creates journal entries for intercompany accounts, it
enters the company in which the journal entry is
created as the business unit.

Subsidiary and subledger values To track intercompany amounts between companies,
enter *CO as the subsidiary. If you do not use the
company number for the subsidiary, the system enters
the company number in the Subledger field, using
subledger type A.

22.4 Setting Up Intercompany Settlements for a Payroll ID

Navigation
From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Pre-Payroll Processing

After you set up intercompany settlements in AAls, you should set up intercompany
settlements for a payroll ID. When you use this payroll ID to process a payroll cycle,
the Payroll system, rather than the General Accounting system, generates
intercompany settlements before posting them to the general ledger.

Use this payroll ID to process payroll for employees who worked in companies other
than their home companies. When you process this payroll ID, the system
automatically creates balancing journal entries for intercompany settlements.

To set up intercompany settlements for a payroll ID
On the first Pre-Payroll Processing form

1. Enter an existing ID in the following field:
= Payroll ID

2. On the second Pre-Payroll Processing form, choose the Additional Parameters
function.

3. On Additional Pay Cycle Parameters, complete the following field:

= Intercompany Settlements
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Field

Explanation

Intercompany Settlements

A code that determines which system generates intercompany
settlements. Valid values are:

1 - The Payroll system generates intercompany settlements
before posting them to the General Ledger.

0 — The General Accounting system, not the Payroll system,
generates intercompany settlements. This is the default.
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Part Vii

Step Progression

This part contains these chapters:
s Chapter 23, "Overview to Step Progression”
»  Chapter 24, "Enter Step Progression Information"

s Chapter 25, "Work with Step Progression History"






23

Overview to Step Progression

This chapter contains these topics:
= Section 23.1, "Objectives,"

»  Section 23.2, "About Step Progression."

23.1 Objectives

= To automate the process of moving employees through levels within job types and
job steps

23.2 About Step Progression

Your organization might use job steps to define levels within a job type or pay rate. For
example, you might have a job type electrician that contains four job steps:

= Apprentice 1
= Apprentice 2
= Journeyman
= Master electrician

To simplify the process of tracking job steps to employees, you can set up your Payroll
system to move an employee through predefined steps in a job or pay rate. After the
employee has worked a specified number of hours or days in one job type or step, the
system promotes the employee to the next job type or step.

You can review the step progression history for employees and correct it if necessary.
Step progression includes:
= Entering step progression information

= Working with step progression history
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Enter Step Progression Information

This chapter contains these topics:

= Section 24.1, "Entering Step Progression Information,"

= Section 24.2, "Setting Up Step Progression in the Payroll Company Constants,"
»  Section 24.3, "Entering Pay Rates for Step Progression,"

»  Section 24.4, "Entering Time Limits for Job Steps,"

»  Section 24.5, "Entering Step Progression Information for an Employee,"

»  Section 24.6, "Creating a Payroll ID that Uses Step Progression.”

24.1 Entering Step Progression Information

Your organization might use job steps or pay grade steps to define levels within a job
type or pay rate. For example, you might have a job type electrician that contains four
job steps:

s Apprentice 1

= Apprentice 2

= Journeyman electrician
= Master electrician

To simplify the process of tracking job and pay grade steps for employees, you can set
up your Payroll system to automatically move an employee through predefined steps
in a job or pay rate. After the employee has worked a specified number of hours or
days in one job step, the system automatically promotes the employee to the next job
step.

To activate the automatic step progression feature, you must enter step progression
information for company 00000. You must also enter separate pay rates for each job
step within a job type, and set up a progression table that specifies how long an
employee remains in each step. You can set up a different progression table for each
union or business unit in your organization.

To include an employee in automatic step progression processing, you must enter the
employee classification for step progression. You must also enter certain job and pay
information for the employee.

You must create a payroll ID that runs the Step Progression program so the system can
update employees' step progression history.

Entering step progression information includes:
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»  Setting Up Step Progression in the Payroll Company Constants
= Entering Pay Rates for Step Progression

= Entering Time Limits for Job Steps

= Entering Step Progression Information for an Employee

s Creating a Payroll ID that Uses Step Progression

24.1.1 What You Should Know About

Topic Description

Automatic processing You must initiate automatic step progression during the
pre-payroll step in the payroll cycle.

Job types and steps For automatic step progression, the job types and steps
you enter on the Pay Rate Tables, Progression Table,
Employee Entry, and Employee Basic Data forms must
be identical.

24.2 Setting Up Step Progression in the Payroll Company Constants

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants
From Payroll General Constants (G0741), choose Payroll Company Constants

To simplify the process of tracking job and pay grade steps to employees, you can set
up your Payroll system to automatically move an employee through predefined steps
in a job or pay rate. After the employee has worked a specified number of hours or
days in one job step, the system promotes the employee to the next job step.

Before you can enter step progression information, you must activate automatic step
progression in your company constants. When you activate automatic step
progression, you specify how the system will update step progression history.

To set up step progression in the company constants
On Payroll Company Constants
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Figure 24-1 Payroll Company Constants screen
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1. Locate company 00000.

2. Complete the following field:

= Step Progression Process

See Also:

»  Section 39.2.2, "Setting Up the Default Company"

Field

Explanation

Step Progression Process

A code that specifies whether the system updates Step

Progression History tables and the level of detail in which the
update occurs. Valid values, based on the information in the
Employee Master table (F060116) are:

1 - Update using Union, Job Type, and Job Step

2 — Update using Home Business Unit, Union, Job Type, and
Job Step

N - Do not update the Step Progression History tables

For the system to apply step progression, you must also do the

following:

Enter S in the Employee Class field on Employee Entry.

Enter Y in the Step Progression field on Additional
Parameters in pre-payroll processing.

Navigation

From Payroll Master (G07), enter 29

24.3 Entering Pay Rates for Step Progression

From Payroll Setup (G074), choose Group Constants
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Entering Time Limits for Job Steps

From Group Constants (G0745), choose Pay Rate Tables

You can associate pay rates with job steps so that employees within the same job type
can be paid different rates. To use the automatic step progression feature, you must
enter separate pay rates for each job step within a job type, or for each job type only. If
you have already set up your Pay Rate Table, verify that it contains an entry for each
job step or job type.

To enter pay rates for step progression
On Pay Rate Tables

Figure 24-2 Pay Rate Tables screen

W 089121 Pay fate Fabln = - S o =S
loch Helo o
ORACLE Jo edwards World
Doscurmianl Ernal ‘eeoarid FBSOEGS
- T % 20
Fiak! Srrarisar Haln AEaLH Pay Bate Tahlas
Cinpleny Emor Message Wage Decision Mo F—
Chspley Funcicns Retisn Cads |‘.'
F-«'r-:ul_;rum Unien Coda Lasbarer
gt e SO s oL
z o Business Unift
:m'?ﬁ,:’n'_ln’ﬂ.""""‘ Shiie Cede r Ny TRITT
sty Prieous AL
Z :" T | s o Dutas - From: | |[178L/0001  Theu: [ESF3LieT
Drvigadinyr it Racond " “ '_
Claar Soraan e to Job Tyoe
¥ Jods Haurly - o o Duwertime Rates

0 Tupt Stes Eate Fagular Deubile Tripln Hualdday

F 51 . %000 S A0 I 7

' AT T

IE 1 - q00 23800 | [

CE__E aon_ [ | |

r I I

r [ I

[ — r [ [

IE | | I I I

Opt:  OeDelete FadsDevall FBsGroup Ples DER Setep  FlO=Ksxt  F2d=Rors 4

Complete the steps for setting up pay rates.

See Also:

m  Section 46.2, "Setting Up Pay Types"

24.4 Entering Time Limits for Job Steps

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Step Progression Information
From Step Progression Information (G07114), choose Progression Table

To use the automatic step progression feature, you must complete the progression
table to define the number of units (in hours or days) that an employee must work to
progress through each job step. The pre-payroll and interim check entry programs
read the progression table and step progression history to determine an employee's
time and grade status. When an employee completes the specified number of hours or
days in one job step, the system updates the employee's record to the next job step.
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Entering Time Limits for Job Steps

The step progression feature does not change the hourly rates entered for employees
on Employee Entry. Instead, it indicates the hourly rate to use on the pay rates table for
timecards.

You should enter time limits for job steps after you enter the pay rates for step
progression. The job types and steps you enter in the progression table must match
those you entered on the pay rates table.

24.4.1 Before You Begin

= Add a code to the user defined code table 07/IP to define the pay types to include
when calculating hours or days for step progression

= Define a range of pay types in the Worker's Compensation table that use the pay
types you set up for step progression, for example, STP

To enter time limits for job steps
On Progression Table

Figure 24-3 Progression Table screen
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1. Complete the following optional fields:
= Union Code
= Business Unit
2. Complete the following fields:
= Date- Beginning Effective
= Date - Ending Effective
3. To specify units for the current job type or step, complete the following fields:
= Job Type
s Accumulator Code (AC)
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Entering Time Limits for Job Steps

n  Units - Total
= Step Progression Method (M)
= Based From Date
s Insured Pay Table Number (TC)
4. If you are using job steps, complete the following field:
= Job Step

5. To specify information about the next job type or step, complete the following
fields:

= Job Type at Next Level
s Carry Over Flag (CF)
= Movement Flag (AM)
6. Complete the following optional field:
= Job Step at Next Level

Field Explanation

AC A code that specifies whether the total number of units entered
represents units worked in a designated job type or in a job
type and step combination. Valid codes are:

1 — The units entered represent the total number of units that
the employee must work within the designated job type and
step combination before advancing to the next job type and
step.

2 — The units entered represent the total number of units that
the employee must work within the designated job type before
advancing to the next job type.

If you enter a code in this field, leave the Date field blank.

Units The total number of units (Hours/Days) an employee must
work in a job.

M A code that specifies the method the system uses to calculate
step progression units. Valid codes are:
H -Hours
D - Days

TC A code that identifies a table of pay, deduction, and benefit

types that define the basis for various payroll calculations.
These tables are used in several different processes, such as
defining insured pay types for workers compensation and
identifying pay types to be included in automatic timecard
generation, step progression processing, and retroactive pay
processing.

Step progression processing uses valid pay types from the
Workers Compensation Table. You can add a code to the user
defined code list (07/1P), then use that code to define a range
of pay types in the Workers Compensation Table (for example,
STP for Step Progression). The Step Progression table uses the
range of defined pay types to determine when an employee
has met the step progression requirements and automatically
moves to the next step.
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Entering Step Progression Information for an Employee

Field Explanation

CF A code that specifies whether the total accumulated units
(number of hours per day) or only the excess units (number of
hours per day that exceed the required amount) are to be
carried over to the employee's next job type/step combination
in the Step Progression History table.

Enter one of the following:

N - Do not carry the accumulated units into the next job type
or step, only the excess.

Example: If an employee has a total of 520 hours and moves to
the next job type or step, the new accumulated hours are 20.

Y — Carry all accumulated units into the next job type or step

Example: If an employee has a total of 520 hours and moves to
the next job type or step, the new accumulated hours are 520.

AM A code that specifies whether an employee's move to the next
job type or step is done automatically or manually.

Valid values are:

Y — The system automatically moves employees to the next job
type or job step (default)

N - You must manually move employees to the next job type
or job step

24.4.2 What You Should Know About

Topic Description

Entering progression information = Depending on how you set up company 00000, the
progression table might have a Union Code field, a
Business Unit field, or both.

Reaching the last job step When an employee reaches the last job step, the
employee's salary level does not change.

24.5 Entering Step Progression Information for an Employee

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Additional EE Data & Reports
From Additional Employee Data & Reports (G07111), choose Basic Employee Data

To include an employee in automatic step progression processing, you must enter the
employee classification for step progression. You must also enter specific job and pay
information for the employee. This information includes a job type and job step that
match one of the job types and job steps you entered when you set up time limits.

To enter step progression information for an employee
On Basic Employee Data
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Creating a Payroll ID that Uses Step Progression

Figure 24-4 Basic Employee Data screen
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1. Complete the steps for entering basic employee data.

2. Complete the following field:

= Employee Class

3. Complete the following optional field:

= JobType
4. If you use job steps, complete the following field:
= Job Step
Field Explanation
Employee Class A code that represents the employee's classification status.
Valid values are:
Y — Contract labor (non-employee)
N — Regular employee
S — Employee to be included in step progression process
See Also:

»  Entering Basic Employee Data in the D Edwards World U.S. Payroll
I Guide.

24.6 Creating a Payroll ID that Uses Step Progression

Navigation

From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Pre-Payroll Processing
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Creating a Payroll ID that Uses Step Progression

To update employees' step progression history, you should create a payroll ID that
runs the Step Progression program. This payroll ID should include employees whose
employee classification specifies that they are included in automatic step progression.
When you process this payroll ID, the system automatically updates job type and job
step information for those employees who have worked the number of hours or days
required to be promoted to the next step.

Updating step progression information during payroll cycle processing ensures that all
employees' step progression history is updated automatically.

To create a payroll ID that uses step progression
On Pre-Payroll Processing

1. Complete the steps for creating a new payroll ID.

2. For U.S. payroll, choose the Additional Parameters function.

3. Choose the Additional Parameters function.

4. On Additional Pay Cycle Parameters, complete the following field:
m  Process Step Progression History

5. For Canadian payroll, access the Pay Cycle Information tab on the Pre-Payroll
Processing form.

6. Choose the Pay Cycle Information tab on the Pre-Payroll Processing form.
7. On the Pay Cycle Information tab, complete the following field:

m  Process Step Progression History

Field Explanation

Process Step Prog. History A code that specifies whether to execute the Step Progression
program during payroll cycle processing. Valid values are:

Y — Execute step progression
N - Do not execute step progression (default)

Note: Executing step progression increases payroll cycle
processing time.

24.6.1 What You Should Know About

Topic Description

Modifying an existing payroll ID  Instead of creating a new payroll ID, you can modify an
existing ID to process step progression history.

See Also:
s Creating a New Payroll ID in the D Edwards World U.S. Payroll 1
Guide.
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Work with Step Progression History

This chapter contains these topics:

= Section 25.1, "Working with Step Progression History,"

= Section 25.2, "Reviewing Step Progression History by Job,"

»  Section 25.3, "Correcting Step Progression History for an Employee,"

= Section 25.4, "Reviewing Step Progression History."

25.1 Working with Step Progression History

If you are using the automatic step progression feature, you can review the step
progression history that the system creates for employees and correct it if necessary.

Working with step progression history includes:

= Reviewing Step Progression History by Job

»  Correcting Step Progression History for an Employee
s Reviewing Step Progression History

To correct step progression history, you manually change the accumulated units that
the system entered for the employee.

To verify step progression history, you can review the job type, job step, and
accumulated units for employees. You can review this information for individual
employees or for all the employees in a particular job type, business unit, or union.
You can also use the Progression History Report to verify step progression
information.

The system stores two different types of step progression tables:
= Active tables - current tables
= Posted tables - previous or old step progression tables

The system stores posted step progression tables as a history of the previous job steps
and job types that an employee has had within the company.

25.2 Reviewing Step Progression History by Job

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Step Progression Information
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Correcting Step Progression History for an Employee

From Step Progression Information (G07114), choose Job Progression Inquiry

To verify step progression information, you can review the job type, job step, and
accumulated units for all the employees in a particular job type, business unit, or
group. Depending on how you set up company 00000, the progression might include
information on union code, business unit, or both. You can review both active and
posted information.

To review step progression history by job
On Job Progression Inquiry

Figure 25-1 Job Progression Inquiry screen
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1. To locate the information you want to review, complete any of the following fields:
= Job Type
= Job Step
s Union Code
= Business Unit
= Dates
= Skip to Employee

2. Review the records that meet your search criteria.

25.3 Correcting Step Progression History for an Employee

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Step Progression Information

From Step Progression Information (G07114), choose Employee Progression Inquiry
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Correcting Step Progression History for an Employee

Occasionally, you might need to correct the step progression information that the
system automatically enters for an employee. For example, if you unintentionally
entered 880 hours instead of 80 on an employee's timecard, the system might move the
employee into the next job step before the employee has actually worked the required
number of hours. You might also need to correct the accumulated units for an
employee if you manually change the employee's job type or job step.

Correcting the timecard by entering negative hours does not correct the employee's
step progression history, so you must manually correct the accumulated units that the
system entered in the step progression history for the employee. After you correct an
employee's accumulated units, you should review the employee master information
for this employee to verify that the job type and step information is correct.

For employees with multiple jobs, you can correct step progression history for the
employee's primary job only. When you correct accumulated units, the system does
not warn you if you enter a value greater than the maximum number of hours
approved for the position.

To maintain payroll history integrity, you should correct accumulated units only. Do
not change any other step progression information for the employee.

To correct step progression history for an employee
On Employee Progression Inquiry

Figure 25-2 Employee Progression Inquiry screen
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1. Complete the following fields to locate the appropriate record:
=  Employee Number
= Job Type
= Job Step
s Union Code

s Business Unit

Work with Step Progression History 25-3



Reviewing Step Progression History

2. Change the value in one of the following fields:
s Accumulated Units - Type
s Accumulated Units - Type/Step

Field Explanation

Accumulated Units - Type The total number of units (hours or days) that the employee
has worked in a job type and step combination.

NOTE: Units appear in this field only if you entered a 1 in the
AC (Accumulator Code) field on the Progression Table form.

Accumulated Units - The total number of units (hours or days) that the employee
Type/Step has worked in a job type.

Note: Units appear in this field only if you entered a 2 in the
AC (Accumulator Code) field on the Progression Table form.

25.4 Reviewing Step Progression History

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Step Progression Information
From Step Progression Information (G07114), choose Progression History Report

Use the Progression History report to review detailed step progression history for
employees. You can review active records, posted (historical) records, or both.

Figure 25-3 Step Progression History Report - All

OEd0s J0 Edwards World Bags - . . . z
Step Progression History Report - RIL Dat= - . . . 7/02/17
Union Code . . . . 7000 Laborer
Buginess Unit. . .
Job Twpe . . . . . EM-3 Clerk
Job Step . . . L L 1 Lavel I
e - - . . .Employes. . . . . . Current Date L TUnit Beguire  Accumulate  Remaining If
Mumbar Hams Type Step Effect © Type Units Units Units F
75 a3 1 -3 2 03/01/15 08,31/ H Hours 1e0.00 5.00- F
7 a3 2 03701715 08/31/17 H Hours 320.00 312.00 R

25-4 JD Edwards World U.S. Payroll Il Guide



Part VIii

Payroll History Integrity

This part contains these chapters:

»  Chapter 26, "Overview to Payroll History Integrity"

»  Chapter 27, "Verify the Integrity of Payroll Summary History"
»  Chapter 28, "Verify the Integrity of Payroll Detail History"

»  Chapter 29, "Revise Payroll History Manually"

s Chapter 30, "Update Available Leave"

»  Chapter 31, "Repost Payroll History"
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Overview to Payroll History Integrity

This chapter contains these topics:
= Section 26.1, "Objectives,"

= Section 26.2, "About Payroll History Integrity."

26.1 Objectives

»  To verify the integrity of payroll history

s To delete unwanted history records from the system

26.2 About Payroll History Integrity

After you process a payroll, you should verify the integrity of your payroll history.
This history is used for:

= Government reports
= Year-end forms
= Internal reporting purposes

To verify the integrity of your payroll history, run reports that identify discrepancies
between your detail history tables and the corresponding summary history tables.
Integrity reports locate missing, inaccurate or incomplete information in the summary
tables. You should run them monthly, quarterly, and before you begin year-end
processing.

Working with payroll history integrity includes:

=  Verifying the integrity of payroll summary history

= Verifying the integrity of payroll detail history

= Revising payroll history manually

= Updating available leave

= Reposting payroll history

You should review each error listed on your payroll history integrity reports and
determine what action, if any, you must take to correct it. Depending on the error, you
must either update the appropriate constants tables or make changes to the history
tables. The Payroll system provides several revision programs that you can use to
manually correct payroll history. Other types of errors might not require manual
corrections. The system corrects some errors automatically when you run the integrity
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reports in update mode. The Payroll system includes error code tables that can help
you research integrity errors.

In rare instances, you might encounter a history integrity problem that you cannot
correct by running an integrity report in update mode or by entering a correction on
an online review form. In these instances, you can run a repost to correct the problem.
During a repost, the system uses the information in a detail history table to recalculate
the totals in the corresponding summary history table. The repost program overwrites
existing information in the summary table.

Caution: Before you run a repost, contact JD Edwards World for
customer support.

26.2.1 What Are the Types of Payroll History?
The two basic types of payroll history are:

s Detail history
= Summary history

Each time you run the final update step of the payroll cycle, the system creates payroll
history records and stores them in the history tables. Detail history records contain
each tax type, pay type, and DBA that the system calculated for each payment. The
system stores these records in detail history tables.

After the system stores records in the detail history tables, it totals and summarizes the
information in these tables and creates summary history records. The system then
writes the summary history records to the corresponding summary history tables. The
system uses the summary history tables to retrieve tax and earnings information for
government reports and year-end forms. Using summary history tables to report tax
and earnings information reduces processing time.

The following list identifies the detail history tables and their corresponding summary

tables.

History Table Summary Tables

Pay and Taxes by Check (F06166) = Taxation Summary History (F06136)

DBA Detail History (F0619) = Calendar Month DBA Summary History (F06145)

= Payroll Month PDBA Summary History (F06146)
= Tax Area Transaction Summary History (F06148)
= Fiscal/Anniversary Year History (F06147)

Payroll Transaction History Detail =  Payroll Month PDBA Summary History (F06146)

(F0618) s Workers Compensation Summary History (F0627)
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Verify the Integrity of Payroll Summary History

This chapter contains these topics:

= Section 27.1, "Verifying the Integrity of Payroll Summary History,"
= Section 27.2, "Reviewing the Tax History Integrity Report,"

»  Section 27.3, "Reviewing the PDBA Integrity Report,"

»  Section 27.4, "Reviewing the DBA Integrity Report,"

»  Section 27.5, "Correcting Integrity Errors Manually,"

»  Section 27.6, "Correcting Integrity Errors Automatically,"

»  Section 27.7, "Verifying That Integrity Errors Have Been Corrected."

27.1 Verifying the Integrity of Payroll Summary History

You should regularly verify the integrity of your payroll summary history to ensure
that the correct information prints on your quarterly tax reports and employees'
year-end forms. To verify payroll summary history integrity, run reports that locate
missing, inaccurate, or incomplete information in the summary history tables.

Verifying the integrity of payroll summary history includes:
= Reviewing the Tax History Integrity Report

= Reviewing the PDBA Integrity Report

= Reviewing the DBA Integrity Report

s Correcting Integrity Errors Manually

s Correcting Integrity Errors Automatically

s Verifying That Integrity Errors Have Been Corrected

To complete these tasks, you must run each integrity report at least three times:
1. Identify the errors

2. Correct the errors

3. Produce clean reports

The following table lists the payroll summary history integrity reports and their
corresponding summary history tables.

History Integrity Report Summary History Tables

Tax History Integrity Report Taxation Summary History table (F06136)
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History Integrity Report Summary History Tables

Tax History Integrity Report Taxation Summary History table (F06136 for U.S.
Payroll)

PDBA Integrity Report Payroll Month PDBA Summary History table (F06146)

DBA Integrity Report Calendar Month DBA Summary History table (F06145)

To identify integrity errors, run the integrity reports in proof mode. When you run an
integrity report in proof mode, it identifies possible errors without changing any
information in your history tables. You should run integrity reports in proof mode so
that you can research errors and enter any manual corrections before you begin
updating the table.

Integrity reports identify three types of information:

s Errors that are not really errors. For example, zero Federal tax withheld might be a
valid condition for a low-wage earner or a tax exempt employee.

= Errors that you must correct manually.
= Errors that the program corrects when you run the report in update mode.

To help you determine the action you must take to correct integrity errors, you can
review an explanation of each error code that prints on the integrity reports.

To correct integrity errors, run the integrity reports in update mode or use history
revision forms to enter manual corrections. When you run an integrity report in
update mode, the system corrects information in the summary history table and prints
a report listing the errors that it could not correct. You should investigate all errors and
rerun the integrity reports until all valid errors are corrected.

You should run payroll history integrity reports during the final update step of each
payroll cycle. The versions of these reports that you run during final update should be
set up to run in proof mode. You should also run these reports monthly, quarterly, and
before you begin year-end processing.

27.1.1 Before You Begin

= On the Corporate Tax IDs form, remove any dashes or spaces from the tax ID for
the Federal A (U.S.) tax area. If this tax area contains punctuation or spaces, you
will not be able to print year-end forms for employees. See Section 54.4, "Setting
Up Corporate Tax IDs"

See Also:

= Section 28.3, "Reviewing the Final Update Integrity Reports" for
information about printing integrity reports during final update.

27.2 Reviewing the Tax History Integrity Report

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose Taxation History
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Use the Tax History Integrity Report to identify errors in your Taxation Summary
History (F06136) table. You use the information in this table to produce governmental,
year-end forms for employees. When you keep this table free of errors, you simplify

the year-end processing tasks.

27.2.1 Before You Begin

= Enter the appropriate tax earnings limitations and rates in the processing options.

Without these figures, the system cannot identify certain errors.

Figure 27-1 Tax History Integrity Report

JO Edwards World
Tax History Integrity Beporc
U.5. Payroll Yearend Comgany

I.D. doesn’t exist

Erployee Hame Tax Rrea TIT

F 40707 18

2000¢ Z00-0€-2006 West, Victoria C. 11

Dage - 11
Tate - 7/18/17

Variance Amount

27.2.2 Data Selection for Taxation History Integrity Report

Specify the last two digits of the current year in the data selection.

If all companies within your organization have the same paymaster, do not include

home company in your selection criteria.

27.2.3 Data Sequence Taxation History Integrity Report

Do not change the data sequence of the report.

27.2.4 Reviewing Error Codes for the Taxation History Integrity Report
The following list briefly explains the error codes (07/IX) that might show on the Tax

History Integrity report.

Code Description
0101 - Taxable Wage less than The amount of taxable wage [Gross less (Excludable + Excess)]
tax is less than the amount of tax withheld or paid on the same

earnings.

Manually determine whether taxable wages should be less
than tax. For example, the amount might include a refunded
tax or voided check from a prior year. If there is an error, you
can leave it alone, repost the Tax Ledger table (F06166), or
manually adjust the Taxation History table using the Pay &
Taxes by Month form on the Integrity, Rollover, & Repost menu
(G072471).

0102 - Sign mismatch on
gross/tax

A mismatch exists between the taxable wages and tax. Either
the taxable is positive and the tax negative, or taxable is
negative and the tax positive.

Manually determine why there is a sign mismatch between the
two numbers and decide which is correct. For example,
someone might have manually keyed the tax as a negative
number. You can leave the mismatch alone, repost the Tax
Ledger table (F06166), or manually adjust the Taxation History
table using the Pay & Taxes by Month form on the Integrity,
Rollover, & Repost menu (G072471).
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Code

Description

0103 - Sign mismatch on
earnings

A mismatch exists between the various wages fields in the
Taxation History table. One or more of the wage fields is
positive and the other negative.

Manually determine why there is a sign mismatch between the
earnings fields and decide which is correct. For example, you
might have manually keyed the wage as a negative number.
You can leave the mismatch alone, repost the Tax Ledger table
(F06166), or manually adjust the Taxation History table using
the Pay & Taxes by Month form on the Integrity, Rollover, &
Repost menu (G072471).

0104 - Mismatch on Social
Security (OASDI) amount

A difference exists between the Federal /D wage or tax amount
and the Federal/E wage or tax amount. The employee portion
differs from the employer portion.

Manually determine why there is a mismatch between the
Federal /D record and the Federal/E record and decide which
is correct. For example, an interim check might have an
override of the employee tax, but not the employer tax. Or, a
pay type, deduction, or benefit might be set up as exempt from
one tax type but not the other. You can leave the mismatch
alone, repost the Tax Ledger table (F06166), or manually adjust
the Taxation History table using the Pay & Taxes by Month
form on the Integrity, Rollover, & Repost menu (G072471).

0105 - Mismatch on Medicare

A difference exists between the Federal /P wage or tax amount
and the Federal/Q wage or tax amount. The employee portion
differs from the employer portion.

Manually determine why there is a mismatch between the
Federal /P record and the Federal/Q record and decide which
is correct. For example, an interim check might have an
override of the employee tax, but not the employer tax. Or, a
pay type, deduction, or benefit might be set up as exempt from
one tax type but not the other. You can leave the mismatch
alone, repost the Tax Ledger table (F06166), or manually adjust
the Taxation History table using the Pay & Taxes by Month
form on the Integrity, Rollover, & Repost menu (G072471).

0106 - Mismatch on Tier I

A difference exists between the Federal /R wage or tax amount
and the Federal /S wage or tax amount. The employee portion
differs from the employer portion.

Manually determine why there is a mismatch between the
Federal /R record and the Federal/S record and decide which
is correct. For example, an interim check might have an
override of the employee tax, but not the employer tax. Or, a
pay type, deduction, or benefit might be set up as exempt from
one tax type but not the other. You can leave the mismatch
alone, repost the Tax Ledger table (F06166), or manually adjust
the Taxation History table using the Pay & Taxes by Month
form on the Integrity, Rollover, & Repost menu (G072471).

0107 - Tax Area not on Record

There is no tax area on the Taxation History record.

Manually delete this erroneous transaction from the Taxation
Summary History table. If this record is included in a W-2
Workfile Build, the program will end abnormally with an array
index error.
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Code

Description

0108 - State Wages greater
than Federal

The total of the wages for State/C (FUI) records is greater than
the Federal /C wages.

Manually review the transactions and each State/C record, and
determine if these totals should balance to the Federal/C
balance. For example, if an employee lives in one state and
works in another, both state records are updated with total
gross wages. You must manually adjust the discrepancy
through the Pay & Taxes by Month form on the Integrity,
Rollover, & Repost menu (G072471).

0109 - Invalid Tax ID Number

The corporate tax ID number on the tax areas with tax types of
F through N (State or Local) is blank. For these types of taxes,
the tax ID must be numeric and from 2 to 9 characters in
length.

Verify that the corporate tax ID is set up on the Corporate Tax
IDs form located on the Taxes and Insurance menu (G0744).
Then, rerun the Tax History Integrity Report in update mode.

0110 - Employee Number is
invalid

The employee number does not exist or has been deleted from
the Employee Master table (F060116).

Manually add the employee back into the master file. Then,
run the Tax History Integrity Report in update mode.

0111 - Tax Area doesn't exist

The tax area code on the record does not exist in the Tax Area
Constant table (F069016).

Manually add the tax area to the Tax Area Information form
located on the Taxes and Insurance menu (G0744). Then, run
the Tax History Integrity Report in update mode.

0112 - Tax ID doesn't exist

The corporate tax ID on the record does not exist in the
Corporate Tax ID table (F069086).

Manually add the corporate tax ID on the Corporate Tax IDs
form located on the Taxes and Insurance menu (G0744). Then,
run the Tax History Integrity Report in update mode.

0113 - Tax ID doesn't match

The corporate tax ID on the record does not match the
corporate tax ID in the Corporate Tax ID table (F069086).

Verify that the tax ID on the Corporate Tax IDs form located on
the Taxes and Insurance menu (G0744) is correct. This ID might
have changed, but history records exist with the prior number.
If the tax ID is incorrect, change it, then run the Tax History
Integrity Report in update mode.

W-2s will not print correctly if the Federal A Corporate Tax ID
in the Taxation Summary field contains punctuation or spaces.

0114 - School District Code
Missing

A school district code is not present in the school district
taxation history record.

At the current time, checking for this error has been
deactivated.

0115 - Uncollected Taxes

There are uncollected payroll taxes for the tax area and type.
This condition, which is most common in an environment
where employees earn tips, could occur if you have requested
the system to arrear taxes and it adjusted the tax to have net
pay equal zero.

Determine whether you should be arrearing taxes. If so, this
error simply lets you know that uncollected taxes exist and that
these amounts will be printed on the W-2 if the tax types are
FICA or Medicare (Box 12).
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Code

Description

0116 - Mismatch on Social
Security tax

This error displays if either:

The Social Security tax that you enter does not match the
percent the employee actually had withheld.

The Social Security tax that you enter does not match the
percent the employer actually withheld.

You must enter two rates, one for the employee and one for
employer.

Use Processing Option 3 to enter the rates.

0120 - Social Security over or
under withheld

The amount of Social Security was either over or
under-withheld.

To correct the over withheld or under withheld tax, enter an
interim check for the correction amount. The system changes
the tax withheld to match the FICA taxable wage. Alternately,
you can report the amount on the employee's W-2, and the
employee will be responsible for recording the over payment
or under payment on the 1040 tax return.

0121 - Medicare over or under
withheld

The amount of Medicare withheld exceeds the annual
maximum defined by the IRS.

To correct the over withheld or under withheld tax, enter an
interim check for the adjustment amount and the system will
correct the tax. Alternately, you can report the amount on the
employee's W-2, and the employee will be responsible for
recording the overpayment on the 1040 tax return.

0122 - Tier I Over withheld

The amount of Tier I withheld exceeds the annual maximum
specified by the IRS or does not equal taxable wage x rate.

To correct the over withheld or under withheld tax, enter an
interim check for the adjustment amount. The system will
correct the tax. Alternately, you can report the amount on the
employee's W-2, and the employee will be responsible for
recording the overpayment on the 1040 tax return.

0123 - Tier II Overwithheld

The amount of Tier II withheld exceeds the annual maximum
specified by the IRS or does not equal taxable wage x rate.

To correct the over-withheld or under-withheld tax, enter an
interim check for the adjustment amount and the system will
correct the tax. Alternately, you can report the amount on the
employee's W-2, and the employee will be responsible for
recording the overpayment on the 1040 tax return.

0131 - Record contains no
dollars ($)

All of the amounts in the Taxation Summary History table are
blank (zero dollars).

Manually delete each of these records from the file using the
Pay & Taxes by Month form on the Integrity, Rollover, &
Repost menu (G072471).

0140 - State Taxable Wage,
NO TAX

There are taxable wages for the employee but there was no tax
withheld. This might have occurred because of reciprocal
agreements between states or because the employee has
claimed enough exemptions to cause no tax to be calculated.

In the current software, the system cannot identify which states
should or should not have tax amounts. You must determine
which records are valid and which are not. If you decide that
the transactions are invalid, you must manually delete the
records using the Pay & Taxes by Month form on the Integrity,
Rollover, & Repost menu (G072471).
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Code

Description

0141 - Tax in non-taxing state

The state listed is a non-taxing state, as defined by user defined
code table 07/TA, but tax has been withheld due to an interim
check tax override.

Manually remove the tax amount from the non-taxing state
record or enter in a tax refund through the interim check
facility. If you manually adjust the record, you should add the
adjusted amount to another state that does have state income
tax withheld.

0150 - Negative Gross Wage
Amount

The gross wage amount contains a negative value.

Manually determine whether a negative balance is justified for
the tax area or type. If it is not, either adjust the balance using
the Pay & Taxes by Month form on the Integrity, Rollover, &
Repost menu (G072471), or repost the detail transactions to the
summary file. In either case, rerun the Tax History Integrity
Report to verify that no other problems exist.

0152 - Negative Excludable
Wage Amount

The excludable wage amount contains a negative value.

Manually determine whether a negative balance is justified for
the tax area or type. If it is not, either adjust the balance using
the Pay & Taxes by Month form on the Integrity, Rollover, &
Repost menu (G072471) or repost the detail transactions to the
summary file. In either case, you should rerun the Tax History
Integrity Report to verify that no other problems exist.

0154 - Negative
Paid-In-Excess Wage Amount

The Paid-In-Excess Wage amount contains a negative value.

Manually determine whether a negative balance is justified for
the tax area or type. If it is not, either adjust the balance using
the Pay & Taxes by Month form on the Integrity, Rollover, &
Repost menu (G072471) or repost the detail transactions to the
summary file. In either case, you should rerun the Tax History
Integrity Report to verify that no other problems exist.

0156 - Negative Tax Paid
Amount

The tax withheld /paid amount contains a negative value.

Manually determine whether a negative balance is justified for
the tax area or type. If it is not, either adjust the balance using
the Pay & Taxes by Month form on the Integrity, Rollover, &
Repost menu (G072471) or repost the detail transactions to the
summary file. In either case, you should rerun the Tax History
Integrity Report to verify that no other problems exist.

0199 - History Record Deleted

This error indicates that the program deleted the taxation
history record from the file.

None.

0250 - No Federal Tax taken

There are federal taxable wages for the employee but there was
no tax withheld. This might have occurred because the
employee has claimed enough exemptions to cause no tax to be
calculated.

If you determine that the federal transactions are invalid, you
must manually change the records using the Pay & Taxes by
Month form on the Integrity, Rollover, & Repost menu
(G072471).

0251 - Work State, County,
City mismatch tax area

The tax area on the Taxation Summary record does not match
the work state, work county, or work city fields on the same
record.

Manually determine that the tax area in the Taxation Summary
History record matches the Tax Area Constant table (F069016).
If it is correct, run this report again in update mode to correct
the Work State, Work County, and Work City fields.
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Code Description

0252 - Invalid Statutory Code The statutory code on the Taxation Summary record does not
match the statutory code in the Tax Area Constants table
(F069016).

Verify that the statutory code on the Tax Area Constants form
located on the Taxes and Insurance menu (G0744), is correct. If
not, correct it and then run the Tax History Integrity Report in
update mode.

0253 - Invalid Century Field = The Century field in the Taxation Summary record is blank.

Run the Tax History Integrity Report in update mode to correct
the Century field in the Taxation Summary record.

999 - Invalid The error code is not set up in user defined code table 07/IX.

Review ASIs to make sure that all changes were made to
include new errors.

27.2.5 Processing Options
See Section 60.1, "Tax History Integrity Report (P067011)"

27.2.6 Data Selection for Taxation History Integrity Report

Specify the last two digits of the current year in the data selection.

If all companies within your organization have the same paymaster, do not include
home company in your selection criteria.

27.2.7 Data Sequence Taxation History Integrity Report

Do not change the data sequence of the report.

27.3 Reviewing the PDBA Integrity Report

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose Payroll Month PDBAs

Use the PDBA Integrity Report to identify errors in your Payroll Month PDBAs
Summary History table (F06146). This table contains the adjustment amounts that you
might need to add to taxable wages or report in other detail boxes on the year-end
forms. These amounts might include 401(k) contributions, moving expenses, group
term life insurance premiums, and so on. When you keep this table free of errors, you
simplify the year-end processing tasks.
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Figure 27-2 File Integrity Report
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27.3.1 Data Selection for PDBA History Integrity Report

Specify the last two digits of the current year in the data selection.

27.3.2 Data Sequence for PDBA History Integrity Report

Do not change the data sequence of the report.

27.3.3 Reviewing Error Codes for PDBA History Integrity
The following list briefly explains the error codes (07/IT) that might show on the

PDBA Integrity report.

Code Description

0101 - Employee Number is

The employee number does not exist in the Employee Master

invalid table (F060116).

Manually add the employee back into the master file and rerun
the Transaction History Integrity Report.

0102 - Pay, Deduction or
Benefit Type doesn't exist

The Pay, Deduction, Benefit, or Accrual number does not exist
in the Transaction Parameter table (F069116).

Manually add the pay, deduction, benefit, or accrual number
using the DBA Setup screen or the Pay Type Setup form
located on the Pay/Deductions/Benefits Setup menu (G0742).
Then, rerun the Transaction History Integrity Report.
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Code Description

0103 - Tax ID doesn't exist The corporate tax ID on the record does not exist in the
Corporate Tax ID table (F069086).

Manually add the corporate tax ID on the Corporate Tax IDs
form located on the Taxes and Insurance menu (G0744). Then,
rerun the Transaction History Integrity Report.

0104 - Tax ID doesn't match The corporate tax ID on the record does not match the
corporate tax ID in the Corporate Tax ID table (F069086).

Verify that the tax ID on the corporate tax IDs screen located on
the Taxes and Insurance menu (G0744) is correct. If not, correct
it and rerun the Transaction History Integrity Report.

W-2s will not print correctly if the Federal A Corporate Tax ID
contains punctuation or spaces.

0105 - Amount Due invalid There is an amount due on the DBA, but the Transaction
Parameter table record for the DBA states that an amount due
should not occur on the transaction.

Either change the Amount Due field to allow amounts due or
manually adjust the amount due to zero. To adjust the amount
manually, use the Additional function from the DBA Setup
form located on the Pay/Deductions/Benefits Setup menu

(G0742).
0106 - Number Periods There is a value in the Number of Periods field on the DBA,
invalid but the Transaction Parameter table record for the DBA states

that using Number of Periods is not allowed.

Either change the Number of Periods field to allow periods or
manually adjust the periods to zero. To adjust the periods
manually, use the Additional function from the DBA Setup
form located on the Pay/Deductions/Benefits Setup menu
(G0742).

27.3.4 Processing Options
See Section 60.2, "PDBA Integrity Report (P067021)"

27.3.5 Data Selection for PDBA History Integrity Report

Specify the last two digits of the current year in the data selection.

27.3.6 Data Sequence for PDBA History Integrity Report

Do not change the data sequence of the report.

27.4 Reviewing the DBA Integrity Report

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose Calendar Month PDBAs

Use the DBA Integrity Report to identify errors in your Calendar Month DBA
Summary History table (F06145). When you keep this table free of errors, you simplify
the year-end processing tasks.
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Figure 27-3 Transaction History Integrity report
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27.4.1 Data Selection for Transaction History Integrity Report

Specify the last two digits of the current year in the data selection.

27.4.2 Data Sequence for Transaction History Integrity Report

Do not change the data sequence of the report.

27.4.3 Reviewing Error Codes for DBA History Integrity

The following list briefly explains the error codes that might print on the DBA
Integrity report. These codes are defined in user defined codes table 07/ID.

Code Description

0101 - Employee Number doesn't exist The employee number does not exist in the
Employee Master table (F060116).

Manually add the employee back into the master
table and run the Calendar Month DBA Integrity

Report in update mode.

0102 - DBA Type doesn't exist

The Deduction, Benefit, or Accrual number does not

exist in the Transaction Parameter table (F069116).

Manually add the DBA number using the DBA Setup
form located on the Pay/Deductions/Benefits Setup
menu (G0742). Then, run the Calendar Month DBA

Integrity Report in update mode.

0103 - Tax ID doesn't exist

the Corporate Tax ID table (F069086).

The corporate tax ID on the record does not exist in

Manually add the corporate tax ID on the Corporate
Tax IDs form located on the Taxes and Insurance
menu (G0744). Then, run the Calendar Month DBA
Integrity Report in update mode.

Verify the Integrity of Payroll Summary History 27-11




Correcting Integrity Errors Manually

Code Description

0104 - Tax ID doesn't match The corporate tax ID on the record does not match
the corporate tax ID in the Corporate Tax ID table
(F069086).

Verify that the tax ID on the corporate tax IDs screen
located on the Taxes and Insurance menu (G0744) is
correct. If not, correct it and run the Calendar Month
DBA Integrity Report in update mode.

Note: W-2 forms will not print correctly if the Federal
A Corporate Tax ID contains punctuation or spaces.

27.4.4 Processing Options
See Section 60.3, "Calendar Month DBA Integrity (F06145) (P067031)"

27.4.5 Data Selection for Transaction History Integrity Report

Specify the last two digits of the current year in the data selection.

27.4.6 Data Sequence for Transaction History Integrity Report

Do not change the data sequence of the report.

27.5 Correcting Integrity Errors Manually

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose an option under the Revise
History Files heading

You can use the following programs to correct integrity errors manually:
= Pay and Taxes by Month

= Pay and Taxes by Check

= PDBAs by Payroll Month

= DBAs by Calendar Month

After you run an integrity report in proof mode, you must research each error on the
report. The Payroll system provides error code tables that describe each type of payroll
history integrity error. Use these error code tables to determine the action, if any, that
you must perform to correct each error. You must correct these errors so that your
quarterly reports (U.S. only) and year-end forms will be accurate.

Some integrity errors require that you make manual corrections to the appropriate
history or constants tables before you run the report in update mode. You might need
to manually revise history records, tax area constants, or corporate tax IDs. For
example, you might need to:

m Delete a record that contains zero dollars

s Enter a tax ID number

27-12 JD Edwards World U.S. Payroll || Guide
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For each error that prints on the report, determine the action, if any, that you must
perform to correct it. Some entries on the report might not be errors for your setup. For
example, taxation error 0250 - No Federal Tax Taken might print for an employee who
is a low wage earner and does not need to have any Federal tax withheld. Review the
user defined code lists 07/1X, 07/IT, and 07/ID to determine the action you need to
take for each error.

After you revise payroll history manually, the summary totals do not equal the detail
totals.

Caution: The system does not create an audit trail of the changes
you make when you revise payroll history manually. Therefore, you
should assign these programs the highest possible level of system
security.

See Also:

»  Chapter 29, "Revise Payroll History Manually" for information
about correcting errors manually.

27.6 Correcting Integrity Errors Automatically

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose the report you want to correct

After you review an integrity report and make any manual corrections, run the report
in update mode to update the summary history table with the corrected information.
For example, you might have entered a new tax ID or corrected an existing one. When
you run the report in update mode, the system updates all history records with the
new tax ID.

When you run the report in update mode, the system also corrects the errors it can
correct and prints a report listing the errors it cannot correct.

The following list shows the errors you can correct by running each integrity report in
update mode. These errors require manual corrections to your system setup before
you run the report in update mode.

Report Errors

Tax History Integrity Report = 0109 - Invalid Tax ID number
= 0112 - Tax ID does not exist
= 0113 - Tax ID does not match
= 0251 - Work State, County, City mismatch tax area
= 0252 - Invalid Statutory Code
= 0253 - Invalid Century Field

PDBA Integrity Report s 0103 - Tax ID does not exist
s 0104 - Tax ID does not match
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Report Errors

DBA Integrity Report = 0103 - Tax ID does not exist
s 0104 - Tax ID does not match

Each time you run an integrity report in update mode, the system creates a backup
table of the summary history table as of the previous run. Therefore, if you run a
report in update mode and receive unexpected results, you can restore your data to the
way it was before the update. The system re-creates this table each time you run the
integrity procedure. JD Edwards World recommends that you call customer support
for help in restoring the backup.

27.6.1 Before You Begin

= Set the processing options to print the report and update the table.

27.7 Verifying That Integrity Errors Have Been Corrected

After you run the report in update mode, run it a third time, in proof mode, to ensure
that all errors have been corrected. You should investigate all errors and rerun the
integrity report until all valid errors are corrected. When the system finds no errors, it
prints only the cover page.
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Verify the Integrity of Payroll Detail History

This chapter contains these topics:
»  Section 28.1, "Verifying the Integrity of Payroll Detail History,"
= Section 28.2, "Reviewing the Payroll History Audit Report,"

= Section 28.3, "Reviewing the Final Update Integrity Reports."

28.1 Verifying the Integrity of Payroll Detail History

To verify the integrity of the payroll detail history, run integrity reports to identify
discrepancies between your detail history tables and the corresponding summary
history tables.

To verify the integrity of payroll detail history, complete the following tasks:
= Reviewing the Payroll History Audit Report
= Reviewing the Final Update Integrity Reports

28.2 Reviewing the Payroll History Audit Report

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose Payroll History Audit Report

To ensure that the system includes the correct amounts on your quarterly tax reports,
you should run the Payroll History Audit Report each month. You should investigate
and correct any variances that appear on this report before you print your tax reports.

Use this report in conjunction with the summary history integrity reports to ensure the
integrity of your data. This report:

= Compares detail history information to summary history information
= Does not make any corrections
= Prints information for one month at a time

Refer to user defined code 07/ER for a list of the error codes that might print on the
report.
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Reviewing the Final Update Integrity Reports

Figure 28-1 Payroll History Audit Report
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28.2.1 Processing Options
See Section 60.4, "Payroll History Audit Report (P06703)"

28.3 Reviewing the Final Update Integrity Reports

Navigation
From Payroll Master (G07), choose Pay Cycle Processing

From Pay Cycle Processing (G0713), choose Pay Cycle Final Update

When you process the final update step of the payroll cycle, you can print integrity
reports that identify discrepancies between the Paycheck Workfile (F063501) and the
history tables that the system updates during final update.

During final update, you can also print the Tax History Integrity report and the PDBA
Integrity report. Use these reports to verify the integrity of payroll summary history.

28.3.1 Processing Options

See Section 60.5, "Final Update Integrity Report (P06705)"

See Also:
= Section 27.3, "Reviewing the PDBA Integrity Report,"
= Section 27.2, "Reviewing the Tax History Integrity Report."
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Revise Payroll History Manually

This chapter contains these topics:

= Section 29.1, "Revising Taxation History,"

»  Section 29.2, "Revising Payroll Month PDBA History,"
»  Section 29.3, "Revising Calendar Month DBA History."

When an integrity report reveals errors in payroll history, you might need to manually
correct the error before you run the report in update mode. The Payroll system
provides several revision programs you can use to manually correct payroll history.
You should correct this history because the system uses it to calculate the totals that
print on your tax reports and year-end forms. User defined code tables 07/IX, 07/1T,
and 07/1D list the error codes that print on each integrity report.

Caution: When you revise payroll history manually:

= The system does not update the General Accounting system. You
must manually enter the appropriate journal entries.

s The system does not create an audit trail of the changes you enter
when you revise payroll history manually.

s The summary totals will not equal the detail totals.

Therefore, these programs should have the highest possible level of
system security.

See Also:

= Section 27.2, "Reviewing the Tax History Integrity Report,"
Section 27.3, "Reviewing the PDBA Integrity Report," and
Section 27.4, "Reviewing the DBA Integrity Report," for
information on integrity reports and explanations of the error
codes that might show on each integrity report.

» Entering Basic Journal Entries (P09101) in the JD Edwards World
General Accounting I Guide.

29.1 Revising Taxation History

Navigation
From Payroll Master (G07), enter 27
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Revising Taxation History

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose Pay and Taxes by Month or
Pay and Taxes by Check

When your Tax History Integrity report indicates an error in taxation history, you
might need to revise pay and tax amounts for an employee to correct the error.

You can:
= Revise pay and tax amounts by month
= Revise pay and tax amounts by check

To revise an employee's monthly pay and tax information, use Pay and Taxes by
Month. This program updates the Taxation Summary History table (F06136).

To revise the pay and tax amounts for a specific check, use Pay and Taxes by Check.
This program updates the Tax Ledger Table (F06166).

29.1.1 Revising Pay and Tax Amounts by Month

To revise pay and tax amounts by month
On Pay & Taxes by Month

Figure 29-1 Pay & Taxes by Month screen

ORACLE o Edwards World

oA ) I % 2 0 . 3
.FIE":!‘E?':H'W"‘QF S Pay & Tazes by Banih Yaar! 1._' Historg Tups! r
Cangley Eror Message Segndard Tax Historg
Dispteny Funcioes Retion Coda i
E""‘m“'?"'" fddress Munber TEH) Hebougle, Cathy
LmA‘n?I'.;?q'_d_ Tax Ares / Type FEDERS f [ FED Income Tau
I::NWIE . Comgami Nunber o Redsl FinanfDdsarlb C= (Mg}
Ciear Scronn

Tax Id

Penih Gross Pay Eucludsble In Excess T Bagunt
lan [ z.oae.55 [P | I 176, o
Fab | I | i

yr f
g
May
dun
Jul 124,01
Ry
ftp
et
Beas

Pac

—_— ———— ™}

I I
O 2,429,105 i 9 L6325
RArreadags:
Fi5=Tax Args Tedex FlEsCorp. Tax Id's RollsMext/Frev Becord F24=Hare &4

1. To locate the employee, complete the following fields:
= Address Number
s Tax Area/Type

2. Enter any necessary corrections.
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Revising Payroll Month PDBA History

29.1.2 What You Should Know About

Topic Description

Corporate tax IDs

Choose the Corporate Tax IDs function to correct a
corporate tax ID.

For W-2 (U.S.) and reporting purposes, corporate tax
IDs must not contain dashes or spaces.

Maximum amount taxes

You can adjust a tax type with a maximum amount

such as FICA or Medicare. The system reads the
history when it processes the next payroll and adjusts
the check accordingly.

29.1.3 Revising Pay and Tax Amounts by Check

To revise pay and tax amounts by check
On Pay & Taxes by Check

Figure 29-2 Pay & Taxes by Check screen
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1. To locate the employee information, complete the following fields:

s Address Number/SSN
s Check Control Number

2. Enter any necessary corrections.

29.2 Revising Payroll Month PDBA History

Navigation
From Payroll Master (G07), enter 27
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Revising Calendar Month DBA History

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Updates

From Data Integrity/Global Updates (G0731), choose PDBAs by Payroll Month

When your PDBA Integrity report indicates an error in the Payroll Month PDBAs
Summary History table (F06146), you might need to revise the monthly history for a
pay type, deduction, benefit, or accrual. You can access PDBA history by year, history
type, company, and tax ID.

As an alternative to entering data manually, you can use the Transaction History
Revisions Z File program (P069951Z) to import an extensive amount of data into your
system. See Appendix K, "Import Mass Data into Payroll" for more information.

To revise payroll month PDBA history
On PDBAs by Payroll Month

Figure 29-3 PDBAs by Payroll Month screen
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1. To locate the employee information, complete the following fields:

s Address Number/SSN

= PDBA Code
= TaxID
= Company

2. Enter any necessary corrections.

29.3 Revising Calendar Month DBA History

Navigation
From Payroll Master (G07), enter 27
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Revising Calendar Month DBA History

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global

Updates

From Data Integrity/Global Updates (G0731), choose PDBAs by Calendar Month

When your DBA Integrity report indicates an error in transaction history, you might
need to revise an employee's DBAs for a calendar month. You can access DBA history
by year, history type, company, and tax ID.

To revise calendar month DBA history

On DBAs by Calendar Month

Figure 29-4 DBAs by Calendar Month screen
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1. To locate the employee information, complete the following fields:
= Address Number/SSN

= PDBA Code
= TaxID
= Company

2. Enter any necessary corrections.

29.3.1 What You Should Know About

Topic

Description

Alternate report

You can also use the Historical Payroll Register Report to
review transaction history for integrity purposes.

See Reviewing the Historical Payroll Register in the JD
Edwards World U.S. Payroll I Guide.
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Update Available Leave

This chapter contains the topic:

= Section 30.1, "Updating Available Leave."

30.1 Updating Available Leave

Navigation
From Payroll Master (G07), choose Governmental Reports

From Governmental Reports (G0724), choose Year End Processing
From Other Year End Processing (G07247), choose Integrity, Rollover & Repost
From Integrity, Rollover & Repost (G072471), choose Stock Leave Accrual Balances

Some organizations such as public schools provide employees with established hours
of leave at the beginning of each contract, fiscal, or calendar year. These organizations
might have more than one source of leave, often called leave banks.

You can update the available leave for all or selected employees. You can update the
leave information for up to ten leave banks at one time. If you have more than ten
leave banks, you can run the update as often as necessary.

You specify the number of hours to update and the DBA associated with the leave in
the processing options. If all employees do not receive the same number of hours from
the bank or do not earn leave from the same banks, you must run the update for each
group of employees with the same criteria.

When you run this program, the system updates the Payroll Month PDBA Summary
History table (F06146). If you work on a fiscal year, the system also updates the
Fiscal/ Anniversary History table (F06147).

If your organization allows employees to carry over leave from a previous year, the
system adds the new amounts to any unused balance. The system maintains both the
unused and the new amounts.

30.1.1 Before You Begin
= Set up each leave DBA that you include in the update

= Assign the leave DBAs to employees
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See Also:

s Reviewing Available Leave Information in the JD Edwards World
U.S. Payroll I Guide,

= Reviewing the Available Leave Report in the |D Edwards World
U.S. Payroll I Guide.

30.1.2 What You Should Know About

Topic Description

Using fiscal or anniversary DBAs If you use fiscal or anniversary DBAs, you must set up
the DBAs as fiscal date with the date as the last day of the
fiscal year.

30.1.3 Processing Options
See Section 60.6, "Stock Leave Banks (P063904)" S

30.1.4 Data Selection for Updating Available Leave

Select the employee or groups whose leave you want to update.
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Repost Payroll History

This chapter contains these topics:

= Section 31.1, "Reposting Payroll History,"

= Section 31.2, "Reposting the Tax Ledger to the Tax Summary,"

= Section 31.3, "Reposting Pay Types to the Payroll Month,"

= Section 31.4, "Reposting DBAs to the Payroll Month,"

»  Section 31.5, "Reposting DBAs to the Calendar Month,"

= Section 31.6, "Reposting DBAs to the Fiscal and Anniversary History Summary,"
= Section 31.7, "Reposting the Workers Compensation Summary,"

= Section 31.8, "Reposting Payroll History."

31.1 Reposting Payroll History

In rare instances, you might encounter a history integrity problem that you cannot
correct by running an integrity report in update mode or by revising payroll history
manually. For example:

s During final update, a machine failure or power outage might prevent the system
from updating the summary history tables.

= While revising pay and tax amounts by month, you might have entered an
incorrect gross pay amount.

In these instances, you can usually repost to correct the problem. A repost program
retrieves the information in a detail history table by payment date and recalculates the
totals in the corresponding summary history table. The system retrieves the
information from the history detail during a repost. If you revised or corrected the
history summary and want to keep the changes, you should not run a repost. Except
for maximum amount taxes such as FICA and Medicare, the repost will not include
the revisions you made to summary history.

Reposting payroll history includes:

= Reposting the Tax Ledger to the Tax Summary

= Reposting Pay Types to the Payroll Month

= Reposting DBAs to the Payroll Month

= Reposting DBAs to the Calendar Month

= Reposting DBAs to the Fiscal and Anniversary History Summary
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Reposting the Tax Ledger to the Tax Summary

= Reposting the Workers Compensation Summary

= Reposting Payroll History

31.1.1 Before You Begin

= Back up all summary tables that you need to repost

s Contact JD Edwards World for customer support

31.2 Reposting the Tax Ledger to the Tax Summary

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Update

From Data Integrity/Global Updates (G0731), choose Tax Ledger to Tax Summary

Repost the tax ledger to the tax summary if your Taxation Summary History table
(FO6136) contains corrupt data. This report repost totals the tax transactions stored in
the Tax Ledger table (F06166) by year, home company, tax type, tax area, tax ID, and
employee number. It then posts these totals as one summary transaction to the
Taxation Summary History table. The summary transaction includes the following
totals by month for each year processed:

= Gross pay

= Excludable gross

= Pay in excess of annual limit for tax calculation
s Taxes withheld

The repost summarizes by check date. It overwrites existing totals in the summary
table.

31.2.1 Processing Options
See Section 60.7, "Repost Tax Ledger to Tax Summary F06136 (P06166)"

31.3 Reposting Pay Types to the Payroll Month

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Update

From Data Integrity/Global Updates (G0731), choose Pay Types to Payroll Month

Repost pay types to payroll month if your Payroll Month PDBA Summary History
table (F06146) contains corrupt data. This repost totals the pay type transactions stored
in the Payroll Transaction History table (F0618) and posts monthly totals for gross pay
and hours to the Payroll Month PDBAs Summary History table.

The repost summarizes by check date. It overwrites existing totals in the summary
table.
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Reposting DBAs to the Fiscal and Anniversary History Summary

31.3.1 Processing Options
See Section 60.8, "Repost Pay Types to Payroll Month F06146 (P06146A)"

31.4 Reposting DBAs to the Payroll Month

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Update

From Data Integrity/Global Updates (G0731), choose DBAs to Payroll Month

Repost DBAs to the payroll month if the information in your Payroll Month PDBA
Summary History table (F06146) does not correspond to the detail information in the
DBA Detail History table (F0619). For each employee, this repost calculates monthly
totals for each DBA type. It then posts these totals to the Payroll Month PDBAs
Summary History table.

The repost summarizes by check date. It overwrites existing totals in the summary
table.

31.4.1 Processing Options
See Section 60.9, "Repost DBAs to Payroll Month F06146 (P06146)"

31.5 Reposting DBAs to the Calendar Month

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Update

From Data Integrity/Global Updates (G0731), choose DBAs to Calendar Month

Repost DBAs to the calendar month if the information in your Calendar Month DBA
History table (F06145) does not correspond to the detail information in the DBA Detail
History table (F0619). For each employee, this repost calculates monthly totals for each
DBA type. It then posts these totals to the Calendar Month DBA History table.

The repost summarizes by check date. It overwrites existing totals in the summary
table.

31.5.1 Processing Options
See Section 60.10, "Repost DBAs to Calendar Month F06145 (P06145)"

31.6 Reposting DBAs to the Fiscal and Anniversary History Summary

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Update
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Reposting the Workers Compensation Summary

From Data Integrity/Global Updates (G0731), choose DBAs to Fiscal and
Anniversary

Repost DBAs to the fiscal or anniversary summary history if the information in your
Fiscal and Anniversary History Summary table (F06147) does not correspond to the
information in the DBA Detail History table (F0619) and the Payroll Transaction
History table (F0618). For each employee, this repost calculates the year-to-date (YID)
amount for only those DBAs that you have set up for fiscal or anniversary rollover. It
then posts these YTD amounts to the Fiscal and Anniversary History Summary table.

The system uses the DBA limit method you entered when you set up your DBAs to
determine whether the summary history is stored by payment date or pay period
ending date. If the system needs pay types to calculate the year-end balance, the repost
automatically reposts the required pay types.

The repost overwrites existing YTD amounts for each employee and DBA. It does not
overwrite prior year and beginning balances.

31.6.1 Processing Options
See Section 60.11, "Repost DBAs to Fiscal and Anniversary (P06147A)"

See Also:

= Section 48.3, "Setting Up Typical DBAs" for information about
entering DBA limit amounts.

31.7 Reposting the Workers Compensation Summary

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Data Integrity/Global
Update

From Data Integrity/Global Updates (G0731), choose Workers Comp Survey

Repost the workers compensation summary when the information in your Workers
Compensation Summary table (F0627) does not correspond to the detail information in
the Transaction History table (F0618). This repost summarizes, by payment month and
year, the workers compensation and general liability amounts in the Transaction
History table. It then posts this summary to the Workers Compensation Summary
table.

This repost adds additional information to the summary table. It does not overwrite
any existing information.

If you have not set up a corporate tax ID for the workers compensation and general
liabilities tax types, the system enters the Federal A tax ID for U.S. Payroll and the
Federal Tax ID for Canadian Payroll.

31.8 Reposting Payroll History

In rare instances, you might encounter a history integrity problem that you cannot
correct by running an integrity report in update mode or by revising payroll history
manually. For example:

s During final update, a machine failure or power outage might prevent the system
from updating the summary history tables.
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Reposting Payroll History

= While revising pay and tax amounts by month, you might have entered an
incorrect gross pay amount.

In these instances, you can usually repost to correct the problem. A repost program
retrieves the information in a detail history table by payment date and recalculates the
totals in the corresponding summary history table. The system retrieves the
information from the history detail during a repost. If you revised or corrected the
history summary and want to keep the changes, you should not run a repost. Except
for maximum amount taxes such as FICA and Medicare, the repost will not include
the revisions you made to summary history.

Reposting payroll history includes:

= Reposting the tax ledger to the tax summary

= Reposting pay types to the payroll month

= Reposting DBAs to the payroll month

= Reposting DBAs to the calendar month

= Reposting the Tax ID to the Tax Ledger

= Reposting DBAs to the tax area summary

= Reposting DBAs to the fiscal and anniversary history summary

= Reposting the workers compensation summary

31.8.1 Before You Begin

= Back up all summary tables that you need to repost

= Contact JD Edwards World for customer support
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Part IX

Technical Features

This part contains these chapters:

Chapter 32, "Overview to Technical Features"

Chapter 33, "Purge Employee Information"

Chapter 34, "Work with IAT and Magnetic Tapes"

Chapter 35, "Work with the HR Subsystem and Monitor"
Chapter 36, "Copy PC Timecard Information to a Batch File"






32

Overview to Technical Features

This chapter contains these topics:
= Section 32.1, "Objectives,"

s Section 32.2, "About Technical Features."

32.1 Objectives

= To make more disk space available by purging data

= To create magnetic tapes containing payroll information that comply with bank
standards

=  To track changes to the Employee Master table

= To copy to a batch file the time entry information that your employees enter into
third-party software

32.2 About Technical Features

Technical features are operations of the Payroll system that you run periodically and
are of a more specialized nature than other periodic or advanced operations.

Working with technical features includes the following tasks:

s Purging employee information

»  Working with magnetic tapes

»  Working with the Human Resources (HR) subsystem and monitor

= Copying PC timecard information to a batch file
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33

Purge Employee Information

This chapter contains these topics:

»  Section 33.1, "Purging Employee Information,"

»  Section 33.2, "Purging Profile Data,"

= Section 33.3, "Purging Employee Multiple Job History,"
»  Section 33.4, "Purging Employee Master History,"

= Section 33.5, "Purging Employee Turnover Information."

33.1 Purging Employee Information

To conserve disk space, you can purge outdated employee information. Your system
functions more efficiently when you purge information.

Purging employee information includes the following tasks:
s Purging Profile Data

s Purging Employee Multiple Job History

s Purging Employee Master History

s Purging Employee Turnover Information

33.2 Purging Profile Data

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Purge Profile Data

To conserve computer disk space and eliminate obsolete information from your
system, you need to purge profile data periodically. For example if you are using
profile data to track information about a specific project, you might want to delete the
profile data after the project has been completed.

You can purge profile data for a single data type, or for multiple data types. You can
delete all profile data or only narrative profile data. This program deletes data from
the Profile Data Base User Defined Codes table (F08092) and the Profile Data Base
Narration table (FO8093).

When you purge profile date, the system does not create a report.
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33.2.1 What You Should Know About

Topic Description

Running a DEMO version If you run the DEMO version, all profile data for the
employee address you select is purged. If you want to
only purge narrative data, you must add a new version.

33.2.2 Processing Options
See Section 61.1, "Purge Profile Data - Employees (P080800)"

33.3 Purging Employee Multiple Job History

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Purge EE Multiple Job
File

The system purges obsolete multiple job records during payroll processing when you
run the final update. The system uses the pay stop date for the job to determine
whether the job is obsolete. An obsolete job is one that has a pay stop date that is less
than the pay period ending date.

Use this program to purge information for multiple jobs separately from the payroll
process. If you purge history data without specifying that you want the system to
transfer the records to a storage device, the system deletes the records and they cannot
be retrieved. The only information you will have about the purged data is the report
generated by the system.

33.3.1 Processing Options
See Section 61.2, "Purge Employee Multiple Job File (P0601182)"

33.4 Purging Employee Master History

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Purge History Data

To conserve computer disk space, you can purge obsolete employee history records
from your system. You can choose to archive purged records to tape or to an alternate
backup system. When you know that you no longer need certain history records, such
as records that are more than five years old, you can delete history records for a
specified date or for selected employees. When you run this program, the system
purges only the information in the HR History table (F08042). It does not purge
information in the Employee Multiple Job history table.

If you purge history data without specifying that you want the system to transfer the
records to a storage device, the system deletes the records and they cannot be
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retrieved. The only information you will have about the purged data is the report
generated by the system.

You can run the purge in either proof or update mode. When you run the purge in
proof mode, the system prints a report that shows the records to be purged. Use this
report to verify that you want to purge those records. After you run the purge in proof
mode, run it again in update mode. When you run the purge in update mode, the
system prints a report and purges the records. You can also choose to transfer deleted
records to a storage device you specify in the processing options.

33.4.1 Before You Begin

= Review the history reports to verify that you want to purge your history tables.
See Reviewing History Reports in the JD Edwards World U.S. Payroll I Guide.

33.4.2 Processing Options
See Section 61.3, "Purge Employee History - All Data Items (P080860)"

33.5 Purging Employee Turnover Information

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Purge Turnover
Data

To conserve computer disk space, you should periodically purge obsolete turnover
records. You can choose to archive purged records to tape or to an alternate backup
system. When you know that you no longer need certain turnover records, such as
records that are more than five years old, you can delete turnover records for a
specified date or for selected employees.

If you purge turnover data without specifying that you want the system to transfer the
records to a storage device, the records are deleted and cannot be retrieved. The only
information you will have about the purged data is the report generated by the
system.

This program purges data from the Employee Turnover Analysis table (F08045).

If you need to define the data you want to purge beyond what the processing options
allow:

= Type the menu selection for purging turnover data and choose the function to
display the versions.

= Change the Z]JDE00O1 version and define the data you want to purge. Do not add
a new version. The system recognizes only the ZJDE00O1 version to execute the
purge program.

To purge turnover records
On the message form

Choose the purge function.
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Work with IAT and Magnetic Tapes

You can create or process magnetic tapes containing payroll information that you
either send to or receive from your bank. The information on these tapes must be
formatted according to standards to meet government regulations or to make
processing easier. These standards can be for International ACH Transactions (IAT) or
to meet bank standards. The tapes include both automatic deposit tapes and
reconciliation tapes.

You create an automatic deposit tape after you create the automatic deposit workfile
during the print payments step of the payroll cycle. The automatic deposit tape
provides information from your Payroll system to the bank to pay your employees.
You process automated reconciliation tapes to reconcile the payment items issued by
your Payroll system with the bank.

Working with IAT and magnetic tapes includes the following tasks:
»  Section 34.1, "Working with IAT"

= Section 34.2, "Creating an Automatic Deposit Tape,"

= Section 34.3, "Processing Automatic Reconciliation Tapes,"

»  Section 34.4, "Copying the Payment Workfile to the Bank Tape,"
= Section 34.5, "Copying the Bank Tape to the System."

34.1 Working with IAT

The International Automated Clearing House (ACH) Transaction (IAT) is a Standard
Entry Class code for ACH transactions that identifies international payments. An IAT
is an ACH debit or credit entry that is part of a payment transaction originating from
or transmitted to an office of a financial agency outside the territorial jurisdiction of
the United States. The rule classifies IATs by focusing on the location of the financial
agency that handles the payment transaction (movement of funds) and not the
location of any other party to the transaction (for example, the originator or receiver).
The ACH Network is an EFT system that provides for the interbank clearing of
electronic payments for participating depository financial institutions. You can identify
an IAT by the Standard Entry Class code - IAT. In addition, the IAT format includes the
following elements:

= A unique Company/Batch Header and Entry Detail Record
= Seven mandatory addenda records

= A maximum of five optional addenda records. The corporate originator does not
provide the optional addenda records. Financial institutions involved in the
transaction may include these at a later time.
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JD Edwards World Payroll programs provide the ability to identify direct deposit
payments as IATs and to create ACH transactions for direct deposits in the IAT format.
The IAT identifier can be associated with the company paying bank when that banks
funds come from a foreign bank (inbound). The IAT identifier can also be associated
with an employee's auto deposit instructions when you transfer an employee's funds
to a foreign bank (outbound).

Consider the following questions to determine if you must comply with OFAC
obligations and if the IAT rules affect your business:

= Is your company a subsidiary of a multinational company?
= Does your company have foreign subsidiaries?

= Does your company buy or sell to organizations or individuals outside the
territorial jurisdiction of the United States?

= Does your company send payroll, pension, or benefit payments via the ACH
Network to individuals that have permanent resident addresses outside the
territorial jurisdiction of the United States?

If the answer to these questions is yes, consult with your financial institution and refer
to National Automated Clearing House Association (NACHA) Operating Rules for
help determining the affect of the IAT rules and to ensure compliance.

See Also:

s Access the NACHA website for more information about NACHA
and the operating rules and the format for IATs.

= Access the U.S. Department of the Treasury website for more
information about the Office of Foreign Assets Control (OFAC)
which enforces economic and trade sanctions based on U.S.
foreign policy and national security goals.
Working with IAT includes the following tasks:
= Setting up Employee IAT Information
s Creating a DreamWriter Versions

= Running Pre-Payroll
s Printing Checks

34.1.1 Setting Up IAT Information

You must enter information for your employees that are affected by IAT. After you
enter employee information, you enter IAT information. For inbound, do not set up
any IAT information.

See Enter Employee Information in the JD Edwards World U.S. Payroll I Guide.

Navigation
From Payroll Master (G07), choose Employee Information

From Employee Information (G0711), choose Auto Deposit Instructions

To set up automatic deposit instructions
1. On Auto Deposit Instructions, locate the employee.
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Figure 34-1 Auto Deposit Instructions screen

Pl 065011 Aute Deposit Instructions E@
Tools Help =]
ORACLE o Edwards World
Dacument Email World Fiesources Support
O® ? D4 20 B a
Field Sensitive Help . .
. 0e5E11 Auto Deposit Instructions Co: 100 BU: e
Display Error Meszage .
Display Functions Orig. Bl g
Exit Program EEE e
Detail Action Code I SEC FPD
Bank Transit Codes Employee Mo 7500 NMcDougle, Cathy
Frevious Employee Frenote Flag H I
Mext Employes Bank o Tr Amount f
Clear Screen 0 Dist Str Dist Stp Bank Account Trnst No L Cd or Percent T
[ 122345 30708E6R6E0 H_ 5 200,00
16423321 102000016 R |22
i s ®
- im @
Opt:1=IAT 9=Delete F4=Detail F9=Bnk Transit Codes F19/20=Preu/Mext F24=More

2. For outbound, enter 1 in the Option field and click Enter.
3. OnIAT Information, complete the following fields and click Add.
= SEC (Standard Entry Class)
s ISO Destination Country Code
= Receiving DFI Name
s Poreign RDFI
= Account Number
= Branch Country Code

s Number Qualifier
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Figure 34-2 IAT Information screen
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Field

Explanation

SEC

This code permits various kinds of paperless entries to be
distinguished. The following entry classes have been defined:

PPD Pre-arranged payments and deposits
IAT International ACH transaction

SIA Single item authorization

ISO Destination Country

A code to signify the country code.This is validated in User

Code Defined Codes, system code '00', record type 'CN'.
The country code has very limited use.It is used in the Address
Book system for data selection purposes. It has noaffect on
currency conversion.

Receiving DFI Name This data item represents the name of a financial institution.

Foreign RDFI This data item represents a foreign depository financial

institution identification. This would be the routing number of a
US ODFI or RDFI or the bank identification number of a foreign
ODFI or RDFIL.

Account Number

This data item represents a foreign bank account number.

Branch Country Code

A user defined code (00/CN) thatidentifies a country. The
country code has no effect on currency conversion.

The Address Book system uses thecountry code for data
selection and address formatting.
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Field Explanation

Number Qualifier This data item represents the numberingscheme used for a DFI
(depository financial institution)identification.

Form-specific information
Enter a value for UDC 00/NQ in this field.

34.1.2 Creating a DreamWriter Versions

You must create a specific DreamWriter version for Auto Deposit File Creation - PPD
and IAT (P065551). You must also create the same version for Report - Print Paychecks
(P06231), if applicable, and Report - Automatic Deposit Advice JDE Custom (P06233).

See Work with DREAM Writer in the [D Edwards World Technical Foundation Guide for
more information about DREAM Writer.

34.1.3 Running Pre-Payroll

You run Pre-Payroll for the DreamWriter versions that you created. You must enter the
version numbers that you created for P065551, P06231, and P06233 in the Print
Paychecks field in the Report Selection area.

See Process Pre-Payroll in the JD Edwards World U.S. Payroll I Guide.

34.1.4 Printing Checks

When you run Print Paychecks, you must choose Auto Deposit external file create
AND Net Pay document create.

Set the appropriate processing options for P065551. Depending on whether you need
to create inbound, outbound, or both types of records, ensure that you set the IAT
Information processing options appropriately.

Be aware of the following when setting the processing options:

= For outbound records, if you did not set up all auto deposits with IAT information,
the system creates records for some auto deposits in the bank file in the
Prearranged Payment and Deposits (PPD) format. Therefore, it is possible to have
PPD and IAT in the same bank file. In addition, unless the IAT information for
each auto deposit is set up for the same ISO Destination Country Code, there will
be multiple batches of outbound IAT records by country.

= For inbound/outbound records, unless the IAT information for each auto deposit
is set up for the same ISO Destination Country Code, there will be multiple
batches of outbound IAT records by country.

See Work with Payments in the JD Edwards World U.S. Payroll I Guide.

34.1.5 Reviewing Reports

You should verify that the SEC field in the Report - Payroll Check Register (R06238)
contains the correct value for the auto deposits:

= For inbound, all auto deposits report as IAT.

= For outbound, auto deposits with IAT information report as IAT and those without
IAT information report as PPD.

= For inbound/outbound, all auto deposits report as IAT and there should be no
PPD records in this file.
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See Reviewing the Payroll Check Register in the D Edwards World U.S. Payroll I Guide.

34.2 Creating an Automatic Deposit Tape

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Create Auto Deposit
Tape

You must create an automatic deposit tape for payroll cycles that include at least one
employee who receives payment via direct deposit. After you create the automatic
deposit workfile during the print payments step of the payroll cycle, you create an
automatic deposit tape. You can create an automatic deposit tape to copy the
automatic deposit workfile to an external magnetic tape that you send to the bank. The
automatic deposit tape provides information from your Payroll system to the bank to
pay your employees. JD Edwards World supports either tape reels or tape cartridges
as communication media. JD Edwards World does not support direct electronic
communication of deposits to the bank.

You can create the tape any time before the next payroll cycle. If you have an
unreadable tape, you can re-create the tape as many times as necessary until you run
your next payroll cycle when the new data writes over the automatic deposit workfile.

This transfer of data to the bank complies with the Guide to Rules and Regulations of
the Rocky Mountain Automated Clearing House Association (RMACHA). As
standards vary by bank or region, JD Edwards World recommends that you verify the
automated clearing house requirements with your bank.

34.2.1 Before You Begin

s Coordinate with your computer operations staff to set up and run the external
tape device necessary to complete this step.

= Generate the external workfile. See Printing Payments.

To create an automatic deposit tape
On Create Auto Deposit Tape
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Figure 34-3 Create Auto Deposit Tape screen
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Complete the following fields:
= Payroll ID
s Tape Density
= Tape File Name
= Tape Device Name
s New Volume Name
= New Owner ID
Field Explanation
Tape Density The tape density in bytes per inch for the tape media

you are using. Two standard options are 1600 and 6250.

Tape File Name The name assigned by the AS/400 operating system to
define tape media. (QTAPE is the default value.)

Tape Device Name The tape device assignment. This is normally assigned
by the computer operator based upon which tape
device is available. An example would be TAP01 for
the tape drive recognized by the AS/400 as tape drive
01.

New Volume Name The new volume number. This is the number which
will be used to initialize the volume serial number in
the AS/400 standard labels written to the tape media.
This number does not affect the deposit data.

New Owner ID The ID that the system uses to initialize the Owner ID
field in the AS/400 standard labels written to the tape
media. It does not affect the deposit data.
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34.2.2 What You Should Know About

Topic Description

Invalid control data If the tape submitted to the bank has invalid control data
(Date or Clearing House ID), choose the version
associated with creating your automatic deposit workfile
and correct the processing options. Re-create your
automatic deposit tape. However, if the next payroll
cycle has completed pre-payroll processing, you cannot
re-create the tape because the system has already written
over the data in the workfile.

34.3 Processing Automatic Reconciliation Tapes

You process automatic reconciliation tapes to reconcile all of the payment items issued
by your Payroll system with the bank.

Typically, banks send a tape with cleared items to your company. However, depending
on your bank's requirements, processing automatic reconciliation tapes can include the
following tasks:

»  Creating the payment workfile (optional)
= Copying the payment workfile to the bank tape (optional)
= Copying the bank tape to the system

You can create a payment workfile to identify the checks that the system has issued.
After you create the payment workfile, you transfer the workfile reconciliation
information to a tape that you forward to the bank. The bank then sends you a tape
that you copy to another workfile. This allows you to reconcile the returned bank
information against the payment information in your system.

You can create a payment workfile to identify the checks that the system has issued.
After you create the payment workfile, you transfer the workfile reconciliation
information to a tape that you forward to the bank. The bank then sends you a tape
that you copy to another workfile. This allows you to reconcile the returned bank
information against the payment information in your system.

34.3.1 Creating the Payment Workfile

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Create Bank Workfile

You create a workfile to identify the checks that the system has issued. You use the
workfile to create the reconciliation tape to send to the bank. You can specify in the
processing options that you also want to create the Payment Workfile (F06560).

When you run this program, the system generates a reconciliation report and updates
the Paycheck Summary table (F06156) to indicate which records have been sent to an
external source for reconciliation.

34.3.2 Processing Options
See Section 61.4, "Check Reconciliation - Create Work File (P065602)"
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34.4 Copying the Payment Workfile to the Bank Tape

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Copy Disk File to Tape

After you create the payment workfile, you can transfer the workfile reconciliation
information to a tape that you forward to the bank.

34.4.1 Before You Begin

s Coordinate with your computer operations staff to set up and run the external
tape device necessary to complete this step

To copy the payment workfile to the bank tape
On Copy Disk File to Tape

Figure 34-4 Copy Disk File to Tape screen
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Complete the following fields:
»  Tape File Name
s Tape Device Name
34.4.2 What You Should Know About
Topic Description
Based on File The name in the Based on File field is hard-coded. You

cannot change it. It identifies the Check
Reconciliation-Issue Tape table.
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34.5 Copying the Bank Tape to the System

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Copy Bank Tape to
Disk

After the bank has processed your reconciliation tape, the bank returns a tape. You
copy this tape to your system to begin your automated reconciliation procedure.

Depending on your bank's procedures, copying the bank tape to the system might be
the first step in the automatic reconciliation procedure.

The copy process creates the Bank Reconciliation-Paid table (FO6561).

34.5.1 Before You Begin

s Coordinate with your computer operations staff to set up and run the external
tape device necessary to complete this step

To copy the bank tape to the system
On Copy Bank Tape to Disk

Figure 34-5 Copy Bank Tape to Disk screen
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Complete the following fields:
»  Tape File Name

s Tape Device Name
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34.5.2 What You Should Know About

Topic

Description

File Name

The name in the File Name field is hard-coded. You
cannot change it. It identifies the Bank
Reconciliation-Paid Transaction table.

Check history reconciliation

As part of the automatic reconciliation process, you
must run Reconcile Check History to mark the
Paycheck Summary table (F06156) with reconciled
items from the bank.

See Reconciling Payment History Automatically in
the /D Edwards World U.S. Payroll I Guide.
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Work with the HR Subsystem and Monitor

You use the Human Resources (HR) subsystem and monitor to:

»  Track changes to data items in the Employee Master table

»  Track the reasons for the changes

This chapter contains these topics:

»  Section 35.1, "Working with the HR Subsystem and Monitor,"
»  Section 35.2, "Starting the Subsystem and Monitor,"

= Section 35.3, "Stopping the Subsystem and Monitor,"

= Section 35.4, "Stopping the Monitor Only,"

»  Section 35.5, "Starting the Monitor Only,"

= Section 35.6, "Reviewing the Status of the Monitor."

35.1 Working with the HR Subsystem and Monitor

A subsystem is a portion of the overall processing capacity of the computer that is
used for a particular purpose. One example of a subsystem is the batch subsystem
where most batch jobs are run.

The purpose of the HR subsystem is to provide a place for the monitor to run. The
monitor is a program that converts the changes that you make to employee
information into history and turnover records. When active in the HR subsystem, the
monitor processes changes to the data items that you selected for history tracking. The
subsystem must be active for the monitor to run.

When the monitor is active, the system immediately converts changes into history and
turnover records.

When the monitor is inactive, the system uses a data queue to store the changes that
you make to any information for which you are tracking history. The next time that
you start the monitor, the system processes any changes that are in the data queue. To
prevent you from losing historical information when the subsystem and monitor are
inactive, the data queue remains active at all times.

Caution: The data queue can become full unless you activate the
subsystem and monitor on a regular basis. When the data queue is
full, you will lose any unprocessed changes.
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For periodic maintenance, or before you install an upgrade to your JD Edwards World
software, you must process all the changes in the data queue. After the changes
process, you must delete the data queue. When you restart the subsystem and monitor,
the system recreates the data queue. The command that you use to delete the data
queue is DLTDTAQ F060116.

After you complete the steps for setting up history and turnover tracking, you must
start the subsystem and monitor so that the system can begin storing changes to
employee information.

When you perform some system maintenance procedures, such as backups or software
updates, the subsystem and monitor must be inactive. You can run a program that
stops the subsystem and monitor. Programs for routine procedures such as backups
typically stop and start the subsystem and monitor automatically.

In some instances, the subsystem can remain active, yet you work only with the
monitor. For example, you must stop the monitor before you can make changes to
history setup. As you work with the monitor, you might want to review its status
before you perform certain functions. For example, if you want to change constant
information or specify additional data items for history tracking, you review the
monitor status to verify that it is not active. After you complete these tasks, restart the
monitor.

35.1.1 Before You Begin

= Complete the process for setting up your system to track employee history and
turnover. See Section 43, "Set Up Employee Master History and Turnover"

35.2 Starting the Subsystem and Monitor

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Start Subsystem
and Monitor

After you complete the steps for setting up history and turnover tracking, you must
run the Start Subsystem and Monitor program so that the system can convert changes
to employee information into history and turnover records. When you run this
program for the first time, the system:

»  Creates the subsystem
»  Creates a data queue
»  Starts the monitor

Depending on the number of changes that need to be processed, the monitor might
require a lot of computer resources. To speed computer processing time for users who
are working on the system, you can start and stop the monitor when necessary.

When the monitor is active, the system immediately converts changes into history and
turnover records.

When the monitor is inactive, the system uses the data queue to store the changes that
you make to any information for which you are tracking history. The next time that
you start the monitor, the system processes any changes that are in the data queue.
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Typically, after you start the subsystem for the first time, you do not need to run this
program again. However, if a machine or power failure terminates the subsystem
abnormally, you might need to restart the subsystem and monitor.

35.2.1 What You Should Know About

Topic Description

System backups When you back up your system, the backup program
automatically stops the subsystem and monitor before the
backup begins and restarts them when the backup is
completed. If a backup program terminates abnormally,
you might need to manually start the subsystem and
monitor.

See Section 35.3, "Stopping the Subsystem and Monitor"
for more information about backups.

Multiple environments If you have multiple software environments on your
system, such as a test environment and a production
environment, you need only one subsystem for all
environments. However, you must have a separate
monitor for each environment.

When you run the program to start the subsystem and
monitor, you can specify the number of monitors that you
need in the processing options. You must start the monitor
in each environment. The default value is one monitor.

35.3 Stopping the Subsystem and Monitor

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Stop Subsystem
and Monitor

When you perform certain system maintenance procedures, such as backups or
software updates, the subsystem and monitor must be inactive. When you need to
change its status to inactive, you can run a program that stops the subsystem and
monitor.

To save you time, most backup programs automatically stop the subsystem and
monitor before the backup process begins and restart the subsystem and monitor after
the backup process completes. However, if a backup program terminates abnormally,
you might need to manually stop the subsystem and monitor.

You must also stop the subsystem and monitor whenever the system is shut down for
any reason, such as a hardware upgrade. After you restart the system, run the program
to start the subsystem and monitor.

See Also:

= Section 35.2, "Starting the Subsystem and Monitor."
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35.4 Stopping the Monitor Only

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Start Monitor Only

In some instances, you need to stop the monitor and leave the subsystem active. For
example, to speed computer processing time for users who are working on the system,
you can stop the monitor during peak working hours.

To save you time and automate your flow of work, you can use the Unattended Night
Operations program to automatically stop and start the monitor at times that are
convenient for your organization. For example, you could set up your system to start
the monitor at 5:00 p.m. each evening and stop it at midnight.

You can run the monitor depending on the space requirements of your system and
policies of your company. For example, you might run the monitor:

= 24 hoursaday
s Only during the day
= Only at night to process changes that you make during the day

You must also stop the monitor when you need to make changes to history setup. You
must stop the monitor when you change:

= History and turnover constants information
»  The selection of data items that you want to track
To avoid overloading the data queue, you should restart the monitor after you
complete these changes.
See Also:

»  |D Edwards World Technical Foundation Guide for more information
about Unattended Night Operations.

35.5 Starting the Monitor Only

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Start Monitor Only

To provide better computer response time for users who work on the system, you can
stop and start the monitor at times that are convenient for your organization. When
the monitor is inactive, the system uses a data queue to store the changes that you
make to any information for which you are tracking history.

To avoid overloading the data queue, and potentially losing information, you should
regularly run the monitor. The monitor converts the information in the data queue into
history and turnover records.
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To save you time and automate your flow of work, you can use the Unattended Night
Operations program to automatically stop and start the monitor at times that are
convenient for your organization. For example, you could set up your system to start
the monitor at 5:00 p.m. each evening and stop it at midnight.

When you need to make changes to history setup, you must stop the monitor. To cause
the setup changes to take effect, you must restart the monitor.
See Also:

»  |D Edwards World Technical Foundation Guide for more information
about Unattended Night Operations.

35.6 Reviewing the Status of the Monitor

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose History & Turnover
Menu

From History & Turnover Technical Operations (G0733), choose Review Monitor
Status

When you work with the monitor, you might need to review its status before you
perform certain functions. For example, to change constants or the selections of data
items to track, you review the monitor status to verify that it is not active. To review
the status of the monitor, you must have the authority to view the status of job queues.

See Also:

s Overview to JD Edwards World Security in the JD Edwards World
Security Administration Guide for information about system
security.

To review the status of the monitor
On Review HR Monitor Status

Figure 35-1 Current HR Monitor Status screen
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Review the information.
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35.6.1 What You Should Know About

Topic

Description

Libraries

The data queue and the Employee Master table
(F060116) must be in the same data file library. If they
are in different libraries, the system displays an error
message when you review the status of the monitor. If
the library for the data queue is different from the
library for the Employee Master table, ask someone in
your operations department to move them to the same
library.

Changing the monitor status

When you review the status of the monitor, you cannot
change the status or any other information. It is for
display purposes only.
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Copy PC Timecard Information to a Batch File

This chapter contains the topic:

»  Section 36.1, "Copying PC Timecard Information to a Batch File."

36.1 Copying PC Timecard Information to a Batch File

Navigation
From Payroll Master (G07), enter 27

From Payroll Advanced/Technical Operations (G073), choose Time Data Interchange
Menu

From Time Data Interchange Menu (G0732), choose Copy PC File to Batch File

Before you can work with time entry information that is entered in third-party
software (such as custom PC-based software), you must upload it. To upload the PC
timecard information to the AS/400, you must have a customized program. After you
upload the employee transaction information to a batch table, you can copy it to
another batch table so that you can work with it and include it in your payroll cycle.

You copy timecard information you from the Employee Transactions - Multiple
Member PC Support Batch table (F06116Z2). The system stores it in the Employee
Transactions Batch table (F06116Z1). If you are not using the PC Remote Time Entry
system, you load the timecard information directly into the Employee Transactions
Batch table (F06116Z1).

See Also:

»  Working with Uploaded Timecard Information in the JD Edwards
World U.S. Payroll I Guide.
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Part X

General Setup

This part contains these chapters:

Chapter 37, "Overview to General Setup”

Chapter 38, "Set Up User-Defined Codes for Payroll"
Chapter 39, "Set Up General Information"

Chapter 40, "Set Up Payroll Cycle Reports"

Chapter 41, "Set Up Net Pay Reports and Forms"

Chapter 42, "Set Up Employee Profile Information"

Chapter 43, "Set Up Employee Master History and Turnover"
Chapter 44, "Set Up Contract Calendar Information”






37

Overview to General Setup

This chapter contains these topics:
= Section 37.1, "Objectives,"
»  Section 37.2, "About General Setup."

37.1 Objectives

»  To select and activate software features that define company and employee
information

= To enter constants information that allows your organization to process and track
accurate information

37.2 About General Setup

Before you can use any features of the system, you need to define critical information
that the system uses for processing. This information consists of:

Item Description

User defined codes You set up user defined codes to customize your system to
your specific business needs. You can customize a wide
variety of information with user defined codes.

Company information You set up company information to establish system
constants, such as:

= Company constants
s Business unit constants

= Master pay cycles

Reports You set up versions of the reports you run for payroll:
= Payroll cycle reports

= Net pay reports and forms

Employee information You set up information on employees:
= Additional, or profile, information to track employees
= History and tracking

You can use Enhanced Subledger Accounting in the Payroll
system. See Work with Enhanced Subledger Accounting in
the JD Edwards World General Accounting I Guide for more
information.
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General setup consists of:

Setting up user defined codes for payroll
Setting up general information

Setting up payroll cycle reports

Setting up net pay reports and forms

Set up employee profile information

Set up employee master history and turnover

Set up contract calendar information
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Set Up User-Defined Codes for Payroli

This chapter contains the topic:

»  Section 38.1, "Setting Up User Defined Codes for Payroll."

38.1 Setting Up User Defined Codes for Payroll

Navigation
From Payroll Master (G07), enter 29

From Payroll (G074), choose an option under the User Defined Codes heading

Setting up user defined codes is a way to customize your system for your
organization's specific business needs. You can customize a wide variety of
information with user defined codes.

User defined codes provide values that are applicable to your organization. For
example, you can set up the type of work you assign to employees as a job type user
defined code (07/G).

JD Edwards World recommends that you change only the user defined codes in the
following list.

Code Description

EEO Job Code (O7/]) Designate employees by the type of work they do
for equal employment reporting.

EEO Ethnic Code (07/M) Identify employees by race or ethnic group.

Employee Pay Status (07/PS) Designate the current pay status, such as active or

terminated. Use numeric codes for active status
and alphabetic codes for inactive status.

Employee Status Codes (07/ES) Designate the current employee status, such as
full or part time.

Termination/Change Reasons (07/T) Identify the reason an employee status has
changed. You can add new reasons, but do not
change the codes provided with the system.

Bank Transit Codes (07/BC) Identify the banks to which you send funds.

Originating Bank Transit Codes (07/BD)  Identify the banks from which you receive funds.

Reconcile G/L Account Number to Bank  Identify a relationship between a general ledger
Account (07/BK) account and a bank account to which you send
funds.
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Code

Description

Statutory Codes (07/SC)

Identify the taxing authorities for tax and
insurance purposes. You can add new reasons,
but do not change the codes provided with the
system.

Pay Master Groups (07/PM)

Identify the companies that are common
paymasters.

Workers Compensation Basis Codes
(07/1P)

Designate the names of the insured pay tables.
You can add new reasons, but do not change the
codes provided with the system.

Plan Union Codes (07/UN)

Identify employees by the group, plan, or union
to which they belong.

Job Type Codes (07/G)

Designate employees by the type of work or job
they do. You can add new codes and change all
codes except #ALLOC and #SUMM, which are
required for all companies with employees who
receive tips.

Job Step Codes (07/GS)

Designate employees by a classification within
their job type.

Shift Codes (07/SH)

Designate employees by the shift they work.

Valid Pay Cycles (07/PY)

Designate the pay cycles for the current year.

Contract Calendar Codes (05/CT)

Identify each contract calendar by name and code.

Contract Calendar Holidays (05/HL)

Identify the holidays and non-standard workdays
for a contract calendar.

Workers Compensation Insurance Codes

(00/W)

Designate the classification codes for Worker's
Compensation Insurance. You can add new
reasons, but do not change the codes provided
with the system.

Mass Timecard Generation Codes ()7/MT) Designate the type of mass timecards.

To set up user defined codes for payroll

On any user defined codes form
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Figure 38-1 General User Defined Codes screen
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Complete the following fields:
s Code
s Description
s Description - 2
Field Explanation
Code This column contains a list of valid codes for a specific user

defined code list. The number of characters that a code can
contain appears in the column title.

Description A user defined name or remark.
Description-2 Additional text that further describes or clarifies a field in JD
Edwards World systems.

38.1.1 What You Should Know About

Topic Description

Showing all codes Use the Code Types function to display all user
defined codes for a specific system. Review system 05,
07, and 08 to become familiar with all the user defined
code lists that are the basis for this system.

Using accounts payable codes for In addition to setting up the user defined codes for

vouchers payroll, verify the codes for payroll batch headers
(98/1T). In this table, enter X in the Description 2 field
for codes 4, 5, 7, and P. Entering an X in this field
protects these batch headers from being deleted by the
General Ledger Integrity reports.
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Topic

Description

Processing employees who receive
tips

If your company uses job types for employees who
receive tips, you must complete the Description 2 field
for each job type in 07/G. Enter D (directly tipped job)
or I (indirectly tipped job) for each job type.

38-4 JD Edwards World U.S. Payroll Il Guide



39

Set Up General Information

This chapter contains these topics:

»  Section 39.1, "Setting Up General Information,"

= Section 39.2, "Setting Up Company Constants,"

= Section 39.3, "Setting Up Business Unit Constants,"

= Section 39.4, "Setting Up Master Pay Cycles,"

= Section 39.7, "Setting Up a Denomination Code,"

= Section 39.8, "Setting Up Execution Control Parameters,"

»  Section 39.9, "Choosing Fields for Future Data Revisions,"

»  Section 39.10, "Reviewing the Business Unit Constants Report,"

= Section 39.11, "Reviewing the Master Pay Cycles Report."

39.1 Setting Up General Information

Setting up general information allows you to enter specific information about how
your organization accounts for labor or processes payroll. This information consists of:

Item

Description

Company constants

You set up company constants to control the labor accounting
and payroll processing for the employees of each company.

Business unit constants

You set up business unit constants to define default
information associated with a business unit.

Master pay cycles

You set up master pay cycles to provide dates for each payroll
of the year.

Pay period workweeks

You set up pay period workweeks to define the weekly
periods within the pay period dates to determine weekly
date ranges for the weekly detail stub lines.

Pay type ranges

You set up pay type ranges to enable the weekly reporting for
paycheck transparency.

Denomination codes

You set up denomination codes to define the various
denominations used to pay employees who receive cash
payments.

Execution control parameters

You set up execution control parameters to specify the users
who have the authority to execute and reset the various steps
of the payroll cycle.
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ltem Description
Fields for future data You choose fields for future data revisions to activate data
revisions items in the employee master record that can be updated using

the future data functions.

Setting up general information consists of the following tasks:
s Setting Up Company Constants

= Setting Up Business Unit Constants

= Setting Up Master Pay Cycles

= Setting Up Pay Period Workweek

= Establishing Pay Type Ranges for Weekly Reporting

= Setting Up a Denomination Code

s Setting Up Execution Control Parameters

s Choosing Fields for Future Data Revisions

= Reviewing the Business Unit Constants Report

= Reviewing the Master Pay Cycles Report

39.2 Setting Up Company Constants

You set up company constants to control the processing for the employees of each
company. You must set up default company constants before you can process a payroll
or account for labor. JD Edwards World recommends that you enter company
constants when significant changes occur, such as the addition of a new company.

When you set up company constants, you set up the default company and each
individual company. You enter information for Company 00000, the default company,
to define the overall operating environment. You also enter information for each of
your companies for which you run payroll or account for labor.

Setting up company constants includes the following tasks:
= Setting up the default company
= Setting up an individual company

You set up Payroll company constants to control the payroll processing for the
employees of each company. You must set up default company constants before you
can process a payroll. JD Edwards World recommends that you enter Payroll company
constants when significant changes occur, such as the addition of a new company.

When you set up Payroll company constants, you set up the default company and
each individual company. You enter information for Company 00000, the default
company, to define the overall operating environment. You set up company constants
for each of your companies for which you run payroll. If you use the JD Edwards
World General Accounting system, you must set up separate company constants for
that system.

Setting up company constants includes the following tasks:
= Setting up the default company

= Setting up an individual company
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If you use the JD Edwards World General Accounting system, you must set up
separate company constants for that system.

39.2.1 Before You Begin

= Verify that the company has been added to the Company Constants table (F0010).
Company constants are typically maintained by the Accounting department.

39.2.2 Setting Up the Default Company

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants
From Payroll General Constants (G0741), choose Payroll Company Constants

To set up the default company

You enter information for Company 00000, the default company, to define the overall
operating environment. If you have multiple companies, the parameter settings for
Company 00000 must include all of the possible variations that cover all of the
companies you set up.

For instance, if one company requires integration with the Accounts Payable system,
you must set up Company 00000 control parameters to reflect Accounts Payable
integration. At the default company level, you can also indicate whether you want the
Payroll or Time Accounting system to integrate with the JD Edwards World General
Ledger system.

If you change the default company constants, the changes affect all other companies
you set up.
See:

= Set Up General Information in the /D Edwards World Canadian
Payroll 1I Guide to set up the default company for the correct steps
and fields.
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To set up the default company

Figure 39-1 Payroll Company Constants screen
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1. For Company 00000, complete the following fields and click Add:
s Company Number
s Company Name

= Company Address

s City

= State

s Zip Code
= County

2. Complete the Company Number field and click Inquire.
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Figure 39-2 Payroll Company Constants screen
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3. Complete the following fields:
Pay Cycle Control

s Accelerated Submission
s Tax Arrearage

s Batch Control

s G/L Integration

= A/P Integration

= Employee Number Mode
= Payroll Register Edit

= Step Progression Process

s  Maximum Deferral Rate
»  Fiscal Year (Begin Mo)
4. For companies located within the U.S., complete the following optional fields:
= Spending Account
s Tip/Piece Processing
= Separate Check

5. To identify the standard time and periods worked by salaried or auto employees,
complete the following fields:

= Hours/Day
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= Days/Week
s Weeks/Year
s Hours/Year

6. If you have employees based in more than one country, complete the following
fields:

= International
s Country Code

7. If your company has employees based in Australia, complete the following field:
= Annual Leave Hours

8. Compete the Vertex Database Library field and click Add.

The Standard Interest Rate field is for future use and is inactive for this release.

Field Explanation

Pay Cycle Control A code specifying whether to incorporate execution control
into the payroll cycle steps. Valid codes are:

Y — Yes. You must set up execution control, by version, to
determine who can execute the steps within the payroll cycle.

N - No. No execution control. The person who runs the first
pre-payroll step must run all steps in the cycle. This is the
default value.

Accelerated Submission A code that determines whether you can submit the
pre-payroll, journal entries, and reports only steps of the
payroll cycle simultaneously. Valid codes are:

Y - Yes. Allow accelerated submission.

N —No. Do not allow accelerated submission. Each payroll
cycle step must be complete before you can submit the next
payroll step from the menu. This is the default value.

Note: When accelerated submission is allowed, pre-payroll
must run first. Also, the job queue specified for the pay cycle
version must allow only one job to be active at a time.

Tax Arrearage (Y/N/O) A code that specifies whether calculated taxes are reduced and
the method used if an employee's cheque is a negative amount.
Codes are:

N - Do not perform any tax reductions. Overpayment
processing (negative cheque adjustment) occurs after all
deductions have been reduced according to their rules. This is
the default code.

Y - Perform tax reductions. Overpayment processing (negative
cheque adjustment) occurs after all deductions and taxes have
been reduced according to their rules.

O - Perform tax reductions. Overpayment processing (negative
cheque adjustment) occurs after taxes have been reduced but
before type 2 deduction rules apply.
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Field

Explanation

Batch Control

A code that generates automatic verification of the totals
entered for each batch.

Valid codes are:

Y Batch control on. A batch header control form appears
when you select journal entries. You enter the total number of
documents and the input total, which is the total currency
amount you expect the batch to contain.

When you finish entering each batch, the following occurs:

The system displays the difference, if any, between the input
totals and the totals you actually entered.

N Batch control off.

Spending Acct. (Y/N)

A code that controls approval of batches for posting.
Valid codes are:

Y — Management approval is required. The system assigns a
status code of Pending to each batch. You must manually
change the status to Approved before the system will allow the
batch to post to the general ledger.

N — Management approval is not required. The system
automatically approves for posting all batches that do not have
error conditions.

Tip /Piece Processing

A code that specifies whether to include tipped or piecework
employees in payroll processing.

Valid values are:

N — Company does not have tipped or piecework employees.
This is the default value.

1 - Company has tipped employees.

2 — Company has piecework employees.

International (Y/N)

A Yes/No field that specifies whether to use Canadian payroll
processing. Valid codes are:

Y — Use Canadian payroll processing.
N - Use U.S. payroll processing. This is the default value.
Form-specific information

This field activates Canadian vocabulary overrides and fields
on some employee forms. Enter Y in this field if you process
payroll for Canadian employees.

When you activate international data, you must also use the
Country Code field to specify whether the system displays
Canadian information for this company.

G/L Integration

Code that indicates how batches of payroll journals are posted
to the General Ledger. Valid codes are:

A — Automatic. If batches are in balance and there are no
errors, the system posts batches automatically during the final
update step of the payroll cycle. This is the default value.

M — Manual. Each batch must be posted manually.
N —None. There is no General Ledger interface.

T — Time Accounting
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Field

Explanation

Employee No. Mode

This code identifies which form of the employee number
displays on an inquiry screen. Valid values are:

1 - Display the eight-digit Address Book number. This is the
default code.

2 - Display the nine-digit Social Security number.

3 - Display the eight-digit Additional Employee number
preceded by a slash (/).

All forms of employee number remain valid. This code controls
only what displays.

A/P Integration

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

Separate Check (Y/N)

This code indicates whether a separate cheque is generated for
each Business Unit in which an employee has worked during
the pay period. Valid values are:

N - Do not generate separate checks. This is the default value.

Y — When pre-payroll locks the time entry record, generate a
unique cheque control number for each business unit's time
entry record

Payroll Register Edit

An error is always noted on the Payroll Register if Gross Pay
minus taxes and deductions does not equal Net Pay. This field
controls whether the error is treated as a "hard" or "soft" error.

Y — Hard error. You must correct the error and run Pre-Payroll
again. This is the default code.

N — Soft error. The error is noted on the Payroll Register but
Payroll Cycle processing can continue. You must make the
necessary corrections after the Payroll Cycle is complete.

Because errors can occur during payroll cycle processing even
when payments print correctly, JD Edwards World
recommends that you set this field to Y. Typical errors include
incomplete interim cheque information or tax areas not set up
and therefore not printing.
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Field

Explanation

Step Progression Process

A code that specifies whether the system updates Step
Progression History tables and the level of detail in which the
update occurs. Valid values, based on the information in the
Employee Master table (F060116) are:

1 - Update using Union, Job Type, and Job Step

2 — Update using Home Business Unit, Union, Job Type, and
Job Step

N - Do not update the Step Progression History tables

For the system to apply step progression, you must also do the
following:

= Enter Sin the Employee Class field on Employee Entry.

= Enter Y in the Step Progression field on Additional
Parameters in pre-payroll processing.

Maximum Deferral Rate

The maximum percentage of pre-tax earnings that an employee
is allowed to defer to a retirement plan. For example, to enter a
rate of 12.75 percent, enter 12.75 in this field.

Hours/Day

This field indicates the number of hours in a standard working
day. This information may be used for automatic overtime
computations and other scheduling purposes.

Days/Week

The number of days in the work week. This number may be
used (among other reasons) in the computation of automatic
overtime.

Weeks/ Year

The number of work weeks in the year.

The number of bi-weekly, semi-monthly, and monthly periods
in the year will be assumed to be 26, 24, and 12, respectively.

Hours/ Year

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

Annual Leave Hours

The standard number of hours generated as Annual Leave
during automatic wage processing.
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Field Explanation

Country Code A user defined code 00/CN that determines the mode in which
the payroll system runs.

Form-specific information
Valid codes are:

Blank U.S. payroll

CA - Canadian payroll

If you set the International field to Y, you must set the Country
Code.

If you process Canadian payroll only, use CA as the Country
Code.

If you process both Canadian and U.S. Payroll, use CA as the
Country Code.

Fiscal Year (Begin Mo) The number of the month in which the payroll fiscal year
begins.
Program-specific information
For the Canadian Payroll systems, this code must always be 01

(January). The government regulates the payroll fiscal year as
January through December.

Vertex Database Library This is the library that contains the Vertex database.
Form-specific information

If you are using Vertex, you must complete this field.

39.2.3 Setting Up an Individual Company

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants
From Payroll General Constants (G0741), choose Payroll Company Constants

You set up company constants for each of your companies for which you run payroll.
When you set up an individual company or make changes to an existing company's
name or address, the system automatically updates the Address Book system.

To set up an individual company

You set up company constants for each of your companies for which you run payroll
or account for time. When you set up an individual company or make changes to an
existing company's name or address, the system automatically updates the Address
Book system.

To set up an individual company
On Payroll Company Constants
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Figure 39-3 Payroll Company Constants screen
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1. Complete the following fields:

= Company

s Company Name

= Company Address

s Fiscal Year

2. Toidentify the standard time worked by salaried or auto employees, complete the
following fields:

= Hours/Day
= Days/Week
s Weeks/Year

s Hours/Year

3. For U.S. payroll companies only, complete the following fields:
= Adjust SUI
= Cash Option

4. If you process Canadian or both U.S. and Canadian payroll, complete the
following fields:

s International

s Country Code
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Field Explanation

Adjust SUI Use this field to set the SUI calculation switch. This switch
lets you direct Vertex to self-adjust or not self-adjust the
amount of tax calculated for state unemployment insurance.
Valid values are:

0 - Self-adjust. When the SUI rate is changed, this method
always brings the tax up to what it should be. The formula
used is as follows: Current period tax = (YTD gross + current
gross) x SUI rate - YTD SUI tax.

1 - Do not self-adjust. The tax is calculated on the current
period wages only.

2 - Self-adjust when maximum base is reached.
3 — No self-adjust: 0% Override Tax Rate Option
4 — Self -adjust: 0% Override Tax Rate Option

If you have employees working in multiple states, set this
value to 1 (do not self-adjust).

Cash Option If you have a cash option for your 125 Plan enter a 1 in this
field. This will be used for taxation purposes for SUI and SDI.
Certain states allow a 125 exemption amount if a cash option

is allowed.
39.2.4 What You Should Know About
Topic Description
Functionality for the Time The International, Country Code, and Fiscal Year fields
Accounting system do not apply to Time Accounting unless your system is

integrated with the Human Resources system. To use
these fields, you must enter your employees on the HR
Employee Entry form.

39.3 Setting Up Business Unit Constants

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants
From Payroll General Constants (G0741) choose Business Unit Constants

You set up business unit constants to define default information associated with a
business unit to expedite time entry and automatically process payroll information,
such as flat burden at the business unit level.

Setting up business unit constants also allows companies in the U.S. to:

Setting up payroll business unit constants also allows you to:

= Define taxing authorities for a business unit

= Specify a business unit as a certified job for governmental reporting purposes
s Define information for tip processing purposes

When you set up a business unit, the system adds it to the General Accounting
Business Unit Master table (F0006) if the business unit does not already exist in that
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table. In many companies, business units are set up in the JD Edwards World General
Accounting system by the Accounting department.

You must use the General Accounting System and not the Payroll system to change
any of the following information:

s Level of detail
= Posting edit code
= Company number

= Equipment rate code

39.3.1 Before You Begin

= Review any existing business unit information

To set up business unit constants
On Business Unit Constants

Figure 39-4 Business Unit Constants screen
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1. Complete the following fields:
= Business Unit Number
2. Complete the following optional fields:
= Job Address Number
n  Tax Area
= Labor Loading Method
= Burden Factor

= Pay Cycle Group Code
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The remaining business unit constants fields are not applicable to the Time
Accounting system. The system enters default values for any required fields, if
you leave them blank.

3. For governmental reporting in the U.S. only, complete the following optional field:
s Certified Job

4. For U.S. business units that have employees who receive tips, complete the
following fields:

s Tax ID Number

»  Effective Date From

»  Effective Date Thru

= Establishment Type (TY)
»  Allocation Method (M)

= Allocation Percent

= Average Days Per Month
= Minimum Wage

The County Tax Number, County Code, Job Type, and Denomination Minimum
fields are for future use and are inactive for this release.

Field Explanation
Labor Load Method A code indicating that flat burden is to be calculated. Valid
codes are:

0 - Flat burden percentage 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

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

Pay Cycle Group Code A user defined code (07/PG) that indicates a pay cycle group.
If you enter a pay cycle group code here, the system processes
only those timecards whose business unit has that pay cycle
group assigned in the business unit constants. The type code
explained below determines which business unit is used in the
selection process.

This field and the accompanying Type field override the
DREAM Writer home business unit selection. Employees must
first be selected in the DREAM Writer Data Selection, and then
timecards for those employees are selected based on Pay Cycle
Group Code and Type.

TY A user defined code (07/ET) that specifies the type of service
(or establishment type). This code is used primarily for
designating tip percentage allocations.
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Field Explanation

Allocation A code that specifies the method of allocation of employee's
tips, either using 'Sales Receipts' or 'Hours Worked'.

Percent The percentage amount used to allocate tips for the specified
business unit.

See Also:

= Section 39.10, "Reviewing the Business Unit Constants Report."

39.3.2 Processing Options
See Section 62.1, "Business Unit Constants (P069051)"

39.4 Setting Up Master Pay Cycles

Navigation
From Payroll Master (G07), enter 29

From Payroll Setup (G074), choose Payroll General Constants
From Payroll General Constants (G0741), choose Master Pay Cycles

You set up master pay cycles to provide dates for each payroll of the year. The system
uses these dates during the pre-payroll step of the payroll cycle. When you set up
master pay cycles, you also minimize the risk of keying errors during pre-payroll
because certain values have already been entered. Within a master pay cycle, you
define the length of the pay periods as well as corresponding payment dates.

Master pay cycles allow you to define the following information:

= Pay period ending dates

= Identifiers for the pay period

= Payment dates for each pay period

= Withholding period indicators to determine the calculation of DBAs
= Integrity period numbers for storing tips history

= Standard hours per pay period for autopay

Setting up master pay cycles includes:

= Setting up a master pay cycle for the current year

»  Setting up a similar master pay cycle for the next year

You set up a master pay cycle for the current year to run payroll cycles for the current
year. You must set up a new master pay cycle each year. If you already have a master
pay cycle for the current year, you can set up a pay cycle for the next year.

To simplify the setup process, you set up a master pay cycle for the next year that is
similar to the current year's master pay cycle. You can duplicate a current cycle
indicating whether you want to increment the pay period end dates for the new year.
For example, if your company's pay period ends on the 15th of each month, you do
not want to increment, or align da