Vision Municipal Solutions

How To Guide

Payroll

Shane O’Neill
12/7/2010



How To Guide

Organizational Groups

Paychecks

l Posting

l Invoices

Nacha Run

Banking
Services

Employee
Paychecks

| |
Vendor
Checks

Direct

Deposit
Checks

l Forms
| |

Issue

Issue

Reprint

Reprint

Form W-2

Vendor Vendor (Wage & Tax
RS Checks FazdEs Checks Statement)
l Data Center
| | | | | | | | | |

Employees

Components

Benefit
Vendors

Cost
Centers

Timesheets

Vision Payroll

Page 2



How To Guide

Button Glossary

X g &

ik

W

o

o

“ry Search:

&l Save and Clase

ﬁ Save

H 4 |1 of 928

Add New
Open
Delete

Copy

Refresh

Print

NACHA Run

Help

Drop Down
Auditing
Move Right
Move Left
Search

Save and Close

Save

it Paging (First, Next, Back, Last, Select)

Vision Payroll

Page 3



How To Guide

Table of Contents

HOW TO: - POSt NEW PAYCRECK.....ccci ittt e et e e e e e et e e e e e e e e eaabtaaeeeeaeeeesnnsranneaeaaaans 6
HOW TO: - POSE INVOICES ..ttt e e s s e e s e e e e e e e e e ane e e e samreneeenrenas 7
How To: - POSt NEW NACHA RUN ....cciiiiiiiiiiiii ittt 8
How To: - Manage EMPloyee PayCheCks.........coouiiiiiiiii ettt etee e e e arae e et 9
How To: - Manage Vendor ChECKS ........uiii ittt ree e et e e e e ate e e e s ara e e e earae e s enaaeeeeanees 10
How To: - Manage Direct DepOSit ChECKS......cciiiiiiiiiiiie et e e s e e s 11
(o o3V o B S U1l - Y o] o 1= of &SSP 12
HOW TO: - ISSUE VENAOT ChECKS ....eeiiiieiiieeiee ettt ettt ettt et e sttt e e s e s eme e e s b e e s beeesmreesaneeennes 13
HOW TO: - REPIINT PAYCNECKS...ccueiieeiciee ettt e e e e e e e tte e e e e ata e e e eatee e e enteeeeennees 14
How To: - REPFiNt VENAOI CHECKS ....c..eviieieiiee ettt ettt e e et e e e e ate e e e e ate e e e e atee e e enteeeseneeeeenanees 15
HOW TO: = NEW EMPIOYEE.....eiii ittt ettt et e et e e e et e e e e ate e e e e btee e s enteeeeestaeeeensteeeseseneeennsens 16
HOW TO: - NEW COMPONENT....ceiiiiitiiiiiiitttitiettttteteeeeeeeeeeeeeeeeeeeeeeaeeeeeeeeeeeseseaeaeeesesesesesasesesesesessnensssnsssnsnsnsnsnnnnnnns 19
HOW TO: - NEW BENETit VENUON ..ottt et ettt e s b e e s e s be e e mee e sabeeeanes 22
HOW TO: - NEW COSt CONEEN ...iiiiiiiiiiieiie e s s re e s s 23
HOW TO: = NEW TIMESNEET...coneiiiiieieeeeee ettt sttt ettt e s bt e saee st e s b e e b e e beennees 24
[ Lo XNV Ko TR <1 ] o I - AV o< o Yo [ SRS 25
How To: - Setup Pay Periods (Period LOCKOUL).........ccuiiiiiieiieecee ettt ettt e 26
How To: - Setup Pay Periods (Default PEriod) .......cccueeicuieiiieeciee ettt ete et e e e e e 27
HOW TO: = COST CONEET ..ttt et e ettt e e s s s s b e e e e e s s s esnnrea e e e e e s sesnnnns 28
HOW TO: = COMPONENT ..ttt ssasssassnnnnannnn 30
HOW TO: = TIMESNEETS. ...ttt ettt ettt e bt e s bt e s bt e sat e st e et e e bt e sbeesbeesmeesmteenbeenbeebean 31
HOW TO: - PAyCheCk ASSISTANT........iiiiiiiiie ettt et e e et e e e et a e e e s eataee e senbaeeesentaeeesentaeeesanseneenanes 32
HOW T2 = TaBI@S... ettt ettt ettt e s e s bt e e st e e s bt e e sabeesabee e beeesabeeenbeesabeesabaeesaseesseeenn 33
HOW TO: = DESCIIPTIONS 1. eiieieeee ettt ettt e e s e sttt e e e e s s e s bttt e e e e s s sasasbbbaeaeeeessaaasssbaaeeeessssnsssnraaaesssnnas 34
HOW T2 = SOMT O ...ttt ettt ettt ettt e e sa e e sbe e e s ab e e s bt e s beeesabee s beeeaaeeesabesesaseesaraesaneeesareeanns 35
How To: - Setup FiNanCial INSEIEULIONS ....cciiiuiiiei ettt e e e rate e e e snte e e e sntaeeeeanes 36
HOW TO: = HEIPTUI LINKS woeeeiiieeeeeeee ettt e e e e e et e e e st e e e e s ateeeeenntaeeeenstaeeesantaeaessseeaennnes 37

Vision Payroll Page 4



How To Guide

[ (o3 Y Mo T o Y o= g o o Y=Y U o PPN 38
HOW TO: - BENETIt VENAOIS SEBTUP ...cuiiiiiieiciiectee ettt e steeeee e e etee e st e e s e e e saaeesbee e teeessteessaeesnseeansaeensseessensnns 39
[ (o )V o T B 1= Y of T o A o] |- S N 40
[ (o )V o T @o] 0 Y o Jo ] 1= o | X3RN 411
How To: - Table AdMINIiSTration .......cooeeieeiiieieee ettt sttt sbe e s b e saee e 422
Introduction Payroll WOrKENIOUSH .......coiiiiiiiieee ettt e st e e st e e s s bae e e e sbeeeessbeeeeesanes 433
B[ aTEINY § TETC £ TP P VSR USTOPRTO 444
Yol =T ol [ Y 1 - o | U SPOTUPPt 466
INACHA RUN ettt ettt ettt ettt e bt e s bt e sheesae e sabeea bt e bt e b e e beesbe e e a et easeeat e e beesheesbeesatesabesareenbeenns 555

Vision Payroll Page 5



How To Guide

Posting:

How To: - Post New Paycheck

r 1
1@ Vision Municipal Sclutions - Payroll - [Posting e
& File Home Posting Banking Services Forms  Data Center Reports  Windows  Help - 2 X
Events: H 41 of20 | b M |E S K T |Fiscal 2009 - @ Y |
8 New Paycheck fiaydiedcs
g= New Invoice Date Reference Pay Period Council Date MNotes it
g New Nacha Run : January Draw Payroll | January January
2/5/2009 | January Payroll Januany January
2/20/2009 | February Draw Fayroll | February 2009 | February H2 3
3/5/2009 | Febnuary Payroll February 2009 | February H2
- 2/19/2009 |Police Signing Bonus | February 2009 | February H2
View: 3/20/2009 | March Draw Payrol | March March #2
fJ) :’EY‘?*‘Ed‘S 4/3/2008 | March Regular Fayroll | March March #2
- Invoices - - -
’_'__) Nacha Run 4/20/2009 | April Draw Check April April H2
5/8/2009 | April Payroll April April H2
4/27/2009 | Special Draw April April H2 R
Name Social Securty Number Met Printed Benefit Printed Regular Hours Cwvertime Hours i
: 0 0 r
CetirgStated: | | Collins, Krystall K 5338 0 [
l@ Home ] Griggs, Gary L 1543 0 0|
i Hall, Buce 5941 0 ol
|'|' Posting | : g
Junnikkala, Susan A -=-9303 0 o
[aﬁ Banking Services ] Kimer, Glen H ==7168 0 0
McCrary, Carl M 3751 0 0
[D Forms ] —
McMaster, Constance D | ==-=-0704 0 i}
lﬂ Data Center ] Moon, Chad A 1712 0 0
Parker, Steven J ==9736 0 o
[@ Reports ] | ™ ] 3

(New Paycheck launches Paycheck Assistant Wizard. Please see page 44 — 55 for Paycheck Assistant Help)

Notes:
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Posting:

How To: - Post Invoices

1@ Vision Municipal Solutions - Payroll - [Invoice Posting]

Help

'ta File Home Posting Banking Services Forms Data Center Reports  Windows
£l 5ave and Close [ Save | £} () Print Manual | Fiscal: 2010 - August - 08-02-10 Council
Vendor Search:
of29 | b b | dp [F | FilterBy: Active -
‘7 Search: Search By: Name -
Number Name Address
1000 AFLAC. 1932 Wynnton RD Columbus GA 319390797
Association of WA Ctie-Standard Lfe | PO Bax 84303 Seattle WA 38124-5603
10025 AWC Employee Benefits P.O. Box 84303 Seattle WA 58124-5603
10350 City of Wapato 205 E Third St Wapato WA 98351
10480 Daniiel Brunner PO Box 1003 Memphis TN 38101-1003
10475 Dept Social & Health SRVC P.O. Box 9501 Olympia WA 98507-9501
10050 Dept. of Labor & Indust. P.0. Box 24106 Seattle WA 98124-6524
Evergreen Financial Services PO Box 9073 Yakima WA 98509
10075 Fortis Benefits P.O. Box 806644-1 Kansas City MO £4180-
ICMA Retirement Trust 457-305173 P.O. Box 64553 Baltimore MD 21264-4553
10127 Key Bank - IRS Fringe Benefits ‘Wapato WA 98951-
Key Bank-Direct Deposit Wapato WA 98951
Key Bank-Key Tax Wapato WA 98951
10150 LE.OFF. Retirement P.O. Box 9018 Olympia WA 98507-5018
10175 N.W._ Admn. Transfer Acct P.O. Box C-34079 Seattle WA 381241079
10200 Nationwide Ret. Solutions-0030780001 | P.O. Box 183155 Columbus OH 43218~
10225 P.E.R.S. Retirement P.O. Box 9018 Olympia WA 985079018
Payroll Vendor
Line kem Search:
of1332 | b M | 4 @ EF | FilterBy: -
7, Search: Search By: Account Mumber ~
Account Number Description
001-000-D00-511-10-10-00 | Salaries
001-000-D00-511-10-20-00 | Benefits
001-000-000-511-10-31-00 | Operating Supplies
001-000-000-511-10-32-00 | Fuel
001-000-000-511-10-35-00 | Small Tools & Equipment
001-000-D00-511-10-41-00 | Professional Services
001-000-D00-511-10-42-00 | Communications
001-000-000-511-10-42-00 | Travel
001-000-000-511-10-44-00 | Advertising

m

B

B
-8 x
- @
Transaction Summary:
M 42 of2 | b bl |dp X | | Show: Unattached - 4@ | 48 Advanced
‘ Reference Date Unpaid Sales Tax  Amount Notes
nvoice - 10/27/2010 2:32:50 PM | 10/27/2010 | =] [ ses7.00] |
(O icic= - 107272010 2:32:58 P [EERZ O 0 | stos200] |
Transaction Details:
1 of3 | b b [ 4o Addnew @ X Delete | | | @
Account Number Description Amount Category Notes
WEEER R R Operating Supplies 5321.00 -
001-000-000-511-10-32-00 | Fuel $654.00 -
\mwmmsn-ma&m Small Tools & Equipment | $987.00 -

1)
2)

3)

4)

5)
6)

Notes:

Begin by selecting the appropriate Benefit Vendor on the top left.

Continue by pressing the Add New button in the Transaction Summary group box to create a new

Invoice transaction.

Enter a Transaction Reference (Invoice Number), Date, Unpaid Sales Tax and any relevant Notes.
(Note: The amount column will automatically calculate as Transaction Detail records are added)
Continue by clicking the Add New button in the Transaction Details group and either type in a COA line

item or make your selection from within the Line Item Search group (Double Click or Select and Move).

Enter the Amount, Category, and any relevant Notes.

Finally, press the Save or Save and Close button to complete the process.

Vision Payroll
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Posting:

How To: - Post New NACHA Run

(@ Vision Municipal Solutions - Payroll - [Posting] [P =
& File  Home Posting Banking Services Forms  Data Center Reports  Windows  Help - 5 X
Events: M 4|1 of2 | b Pl E =] a Fiscal: 2009 - Yo |.
d= New Paychack Nacha Runs
g Mew Invoice Reference Entry Date Motes Prenote

gy New Nacha Run 3 Direct Deposit Run - 10/10/2009
Direct Deposit Run - 11/25/2009 | 10/10/2009

View:

- Paychecks
/- Invaices
,j Nacha Run

Getting Started:
[@ Home

|ﬂ' Posting

£ Banking Services
[D Forms

lﬂ Data Center

[@ Reports

(New NACHA Run is covered in Paycheck Assistant Wizard. Please see page 44 — 55 for Paycheck Assistant
Help)

Notes:
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Banking Services:

How To: - Manage Employee Paychecks
- Payroll -

- —
@ Vision Municipal

ol File Home Posting Banking Services Forms DataCenter Reports Windows Help - 8 X
&l Saveand Close [=] i3 | Fiscal: 2009 - September - September £2 = Institution: Warrant Account - @
| Wendor Search:
M 4|17 of 23| b M |dp [T |FilterBy: Active -
i ‘rp Search: Search By: Name 9
Number Name Address o
500019 Oreg. Teamster Empl Trust Unit 42 P.O. Box 4500 Portland OR 97208-
Oregon Dept. of Revenue PO Box 14800 Salem OR 973090520 D
500003 PERS P.0. Box 5018 Olympia WA 58504-3018 2
< | T | r
s Payments
B H 4|1 of13 | b b | g X <Y | i | Show: Unattached -

Print Date
003

Amount
$1.000.00

Reference Void Motes

1
15228 $1,000.00
15229 $2,000.00
T / 15230 $1.000.00 -
Unattached Invoices Attached Invoices
4 41 of20 [ b M @ 4 41 ofl | b M | @
Reference Name Fiscal Amo * Reference Name Fiscal Amount MNotes
» 00 D 2005 - September - September #2 |+ 3B Met Pay - 887 | Danny A Aumiller | 2008 - September - September #2 | $1,000.00
Met Pay - 501 | Dominic Ciancibelli 2008 - September - September #2 |+
et Pay -902  Kiystall K Colins 2008 - September - September 2 |+ | 3
Met Pay - 503 | Harold "Bud" Gish 20083 - September - September #2 | v
Met Pay - 504 | Bruce Hall 2003 - September - September #2 v | &1
MNet Pay - 305 | Chares Hutchinson 20089 - September - September #2 |
N Met Paw - G0R | Siean AL i 2009 - ; : har #2 | v }q h . = ;
1) Begin by Selecting the desired Fiscal and Institution

2)
3)
4)

Continue by choosing the appropriate Vendor on the top right.
Next press the Add New button in the Payments group box to create a new Payment.
Enter Payment Account Reference, Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

5)

Continue by Attaching the Unattached Invoices by double clicking the Invoice or simply select the

Invoice and use the blue Attach Items button to attach the Invoice to the Payment.

6)
7)

Notes:

Enter the Amount, Category and any relevant Notes.
Finally, press the Save or Save and Close button to complete the process.

Vision Payroll
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How To: - Manage Vendor Checks

e P e S S

Amer. Family Life Assur.

15932 Wynnton RD Columbus GA 31993-

o) File Home Posting Banking Services Forms  Data Center Reports  Windows  Help - F X
&l Saveand Close [=] i3 | Fiscal: 2009 - September - September 2 - Institution: Warrant Account - @ |
I endor Search:
M 41 of23 | b bl | 40 5 | Filter By: Active -
|l 1, Search: Search By: Name <
MNumber Name Address it

500023 Bishop, White & Marshal P.0. Box 2186 720 Olive Way Suite 1301 Seattle WA 58101-
City of Kalama P.o. Box 1007 Kalama WA 98625

500015 Cowlitz Bank P.0. Box 1518 Longview WA 58632-
LS00GS Cowlitz Credit |ninn PO R 3071 WA 88637 i

i e Payments

e -

e : H 4|1 oft | b Pl | s K | @ | Show: Unattached - s
o b Reference Print Date  Amount Void Notes
Payment - 2/8/2010 9:25:17 AM | 2/8/2010 £21.06
Unattached Invoices Mtached Invoices
4 4|1 ofd | b b | @ 4 4|1 ofl [ b b | Q@
Reference Name Fiscal Amo Reference Name Fiscal Amount Notes
» D 2003 - September - September #2 |~ » AM Family LI - 502 2009 - September - September #2 £21.06

AM Family LI - 915 2003 - September - September #2 | v

AM Family LI - 916 2003 - September - September #2 |+

AM Famity LI - 918 2009 - September - September #2 | v

1)
2)
3)
4)

Begin by Selecting the desired Fiscal and Institution

Continue by choosing the appropriate Vendor on the top right.
Next press the Add New button in the Payments group box to create a new Payment.
Enter Payment Account Reference, Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

5)

Invoice and use the blue Attach Items button to attach the Invoice to the Payment.

6)
7)

Notes:

Enter the Amount, Category and any relevant Notes.
Finally, press the Save or Save and Close button to complete the process.

Continue by Attaching the Unattached Invoices by double clicking the Invoice or simply select the

Vision Payroll
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Banking Services:

How To: - Manage Direct Deposit Checks

@ Vision Municipal Solutions - Payroll - [Manage Payments]

@l File Home Posting Banking Services Forms DataCenter Reports  Windows

Help

&l Save and Close [] €3 | Fiscak 2010 - August - 08-02-10 Council

~ Institution: Main Checking Acct

Vendor Search
1 of 29 | b bl |4 5 | FiterBy: Active -

" 4

-, Search:

@

Search By: Name A

Number

Name
AFLAC,
Association of WA Citie-Standard Life

Address

1932 Wynnton RD Columbus GA 319990757

FO Box 84303 Seattle WA 98124-5603

10025 AWC Employee Benefits P.0. Box 84303 Seattle WA 93124-5603
10350 City of Wapato 205 E Third 5t Wapato WA 98951
10420 Daniel Brunner FO Box 1003 Memphis TN 38101-1003

Dept Social & Health SRVC

P.O. Box 9501 Olympia WA 38507-9501

10050 Dept. of Labor & Indust. P.0. Bax 24106 Seattle WA 98124-6524 JH
Paymerts
4 4|1 of2 | b bl | X | @ | Show: Unattached - i@

Reference Print Date  Amount Void EFT Notes

$0.00

$0.00

Unattached Invoices Attached Invoices
H 41 of2 | b M |@ 4 4 |fo of0 | b M | @
Reference Name Fiscal | Reference Name Fiscal Amourt MNotes

02:32.50 PM
Invoice - 10/27/2010 2:32:58 PM

1) Begin by Selecting the desired Fiscal and Institution
2) Continue by choosing the appropriate Vendor on the top right.

3) Next press the Add New button in the Payments group box to create a new Payment.

4) Enter Payment Account Reference, Date, and any relevant Notes.

Note: (The amount column will automatically calculate as Transaction Detail records are added)

5) Continue by Attaching the Unattached Invoices by double clicking the Invoice or simply select the

Invoice and use the blue Attach Items button to attach the Invoice to the Payment.

6) Enter the Amount, Category and any relevant Notes.
7) Finally, press the Save or Save and Close button to complete the process.

Notes:

Vision Payroll
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Forms:

How To: - Issue Paychecks

E File Home Posting Banking Services Forms  Data Center Reports  Windows  Help

City Of Anytown
100 North Main Street
Anytown, USA Date: 2/8/2010

$ -606.05

Paytothe Orderof:  Danny A Aumiller

Amount: Six Hundred Six and 5/100's Dollars

Employees:
M 42 of20 | b M | K|S 4 [[¥] @ | Council Date:
‘g Search: Search By: Mame - |Fi|lelﬂjl= Show All

Social Regular Overtime Accrial
i Hours

Security # Hours Hours

$36.29
$503.58
$87.47
£1.311.84
$87.12
$550.43
£3,156.88
$2,764.88
$1,663.24

<]
]

Jominic:
all K
“Bud"

Charles
Susan A
H

i M

Constance D

EEEEEEEE
7 1

T ool o o|o|lo oo =]
o oo alaalaa ol

] [

(Issue Paychecks will open up to the third page of the Paycheck Assistant. It is a fast way to move directly to
the Paycheck screen. Please refer to Paycheck Assistant Wizard for Printing Paychecks. Please see pages 44 -

55 for Paycheck Assistant Help)

Notes:
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Forms:

How To: - Issue Vendor Checks

i 3 p—

ﬂ File Home Posting Banking Services Forms  Data Center  Reports

Windows  Help

City Of Anytown
100 North Main Street
Anytown, USA

Date: 2/8/2010
$ 27195

Paytothe Orderal:  _Amer. Family Life Assur.

Amount: Two Hundred Seventy-One and g5/100's Dollars

Vendor Search:

M 4|1 ofl7 | b M | S g % | @ | Council Date: 2009 - September - September 22

Search: Search By: Mame

» | Filter By: Active

Print Company MName

Bishop, White & Marshal

Address

mnton RD Columbus (

F.O. Box 2186 720 Olive Way Sute 1301 Seattle WA 38101-

Qutstanding Amourt

$800.00

Cowlitz Bank

F.O. Box 1518 Longview WA 38632-

51256028

Dept. of Labor & Indust.

F.O. Box 24106 Seattle WA 58124-0106

$897.46

Employment Security Dept

P.O. Box 34467 Seattle WA 58124-1467

$107.37

Fibre Federal Credit Union

822 Commerce AVE Longview WA S8632-

£100.00

HRA VEBATmust Contributions

P.O. Box 807 Spokane WA 552101074

8675.00

Kalama Goodwill Club

Cowltiz Bank 03442977 Kalama WA 98625

£75.00

Kalama Police Guild

Cowlitz Bank 03414315 Kalama WA 58625

£230.00

LEOFFS

P.0. Box 5018 Olympia WA 58504-5018

$3.241.30

Longshoremen Credit Union

623 14th AVE Longview WA 38632-

$600.00

JEEEEEEEEE

Miran Tasmetar Emnl Toost

Limit 47 B O Beoe AGON Prctland (R Q7300

¢1RN12 88

(Issue Vendor Checks will open up to the fourth page of the Paycheck Assistant.

It is a fast way to move directly

to the Vendor Checks screen. Please refer to Paycheck Assistant Wizard for Printing Vendor Checks. Please see

pages 44 — 55 for Paycheck Assistant Help)

Notes:

Vision Payroll
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Forms:

How To: - Reprint Paychecks

r ™

File Home Posting Banking Services Forms  Data Center  Reports  Windows  Help

Reprint Payments: EIE —
Printed Payments:
M 41 of2 b M |ST@|IKE
I ‘g Search: Search By: Reference = | Show: Unattached W
Reference .~ Vendor Number Wendor Name Amourt Woid Notes

Dept_ of Labor & Indust 5444365 W

15225 900005 Employment Securty Dept. |~ $497.88| [

m

Getting Started:
Bank Account:

[Warrant Account ']
Council Date:

2005 - September - September 52 ~|

1) Begin by Selecting the Correct Bank Account and Council Date in the left panel.

2) Search for Vendor by Reference, Vendor Number, Vendor Name or Amount.

3) You can also narrow the Search by Viewing Attached, Unattached or Show All.

4) When you have selected the desired item to print, select it and click the Print button. (From this screen
you may also select one or multiple payments and then delete or void your selection.)

5) The Check Viewer will open, click Print button from the top of the screen to select and send to printer.

Notes:
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Forms:

How To: - Reprint Vendor Checks

f ——— B

File Home Posting Banking Services  Forms  Data Center  Reports  Windows  Help

3

Reprint Payments: EI@ T
Printed Payments:
M 41 of2 | b ¥l = e | KB
Il “rg Search: Search By: Reference - | Show: Unattached ©
Reference . Vendor Number Vendaor Name Amourt Woid Motes

Dept. of Labor & Indust. $4.44965 W
15225 500005 Empl it Security Dept. s497.88 | O

m

Getting Started:
Bank Accourt

[Wanant Account hd ]
Council Date:

2009 - September - September #2 -

4 1 3

1) Begin by Selecting the Correct Bank Account and Council Date in the left panel.

2) Search for Vendor by Reference, Vendor Number, Vendor Name or Amount.

3) You can also narrow the Search by Viewing Attached, Unattached or Show All.

4) When you have selected the desired item to print, select it and click the Print button (From this screen
you may also select one or multiple payments and then delete or void your selection.)

5) The Check Viewer will open, and from here click Print button from the top of the screen to select and

send to printer.

Notes:
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Data Center:

How To: - New Employee

@ Employee Information EI
DEX|CIIB|@

£ Employes | @1 Address | ¢ Contacts | ] Notes | | Bankjng|
Employee
7=

Gender: Viale] - Inactive [ Photo: e
First Name: Danny
Middle Name: A
Last Name: Aumiller
Date Of Birth: Saturday ., December 22, 1945 [E+
Date Employed: Tuesday . September 05, 1983 [~
Last Review Date: Monday , February 08,2010 [G~ Employee Group: :]
Date Released: Monday . February 08,2010 [E~ Social Security #:  999.99.9999  Link To Verfy
Employee Number: {3 IDNumber (EIN) — _ Link To Form W-3

General | - Components | 4~ Direct Deposit | ‘ Cost Center Distribution |!E Alerts/Reminders

1) Begin by double clicking New Employee to add a new Employee and enter Employee Information.
2) At the next screen you have the option to double click any Employee to edit information within an
existing record, otherwise click Create New Person button.

3) Enter the employee information including Address and any Banking information you wish to associate.

Notes:
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ﬁ Employee Information EI@
DEAXCE6 @
[ &3 Employee | @ Address I ¢ Contacts | %] Notes | | Bankjng|

M 41 of3 | b bl |k X
Component Qccumence  Table Hours Hourly Rate Amount Lirnit Cost Center Department  Category Auto Inc
> Longevity Pay - - - 0.00 0.000000 150.00 0.00 | Water Ops - - -
Regular Eamings |~ - - 0.00 0.000000 1.000.00 0.00 | Employee Split |+ - - ]
Regular Eamings |~ - - 0.00 20.420000 0.00 0.00 | Employee Split |+ - - =

< 1 b
Wages | Deductions | Benefits | Accruals | Income Tax|
| General | .+ Components | i Direct Depost | 4fff Cost Center Distibution | &) Alerts/Reminders

4) Next click on Components and the Wages tab at the bottom of the screen to add any Wage lines.
5) Click the Add New button to add a line and choose the correct earnings type under Component.
6) Change the properties of Occurrence (if other than default), Hourly Rate, Amount, and Cost Center (if

different from the Employee split under the Cost Center Distribution tab).

a Employee Information EI@
DEXISSEm @

5 Employee | @’J Address I g Conttacts | %] Notes | ,j‘} Bankjng|

M 41 of7 | b bl |4 K
Component Table Occumence Rate Amount Limit Category

» Defered Comp v A - | 0.000000 | $100.00 $0.00 A
Fibre Credit - - = | 0.000000 |$100.00 £0.00 -
Gamishment - - - | 0.000000 | $300.00 £0.00 -
HRA VEBA - - = | 0.000000 |$25.00 £0.00 -
L&l v ||L&| Table - All Operatns - ~ | 0.000000 | $0.00 $0.00 -
MNon Tax PERS Retirement |  |Non Tax PERS -NTPERS 2 | = = | 0.000000 | $0.00 £0.00 -
Teamster Dues - - * | 0.000000 | $56.00 £0.00 -

| Wages| Deductions | Benefits | Accruals | Income Tax|
| General | . Components | i~ Direct Depost | 4fff Cost Center Distibution | & Alerts/Reminders |

7) Next click on Deductions tab at the bottom of the screen to add any Deductions lines.

8) Click the Add New button to add a line and choose the correct deduction type under Component.

Vision Payroll Page 17
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9) If the Deduction is part of a table select the correct Table in the next column.

10) Change the properties of Occurrence (if other than default), Rate, and Amount (if not set by the

component by default.)

11) Continue steps 7 through 10 for the Benefits and Accrual tabs.

ia Employee Information
DEX IS 3D e
a Employee |® Address |§33:J Contacts |°ﬂ Notes | ‘,\] Bankjng|

Federal Income Tax Settings:

Payrall Frequency: Marithly

Link To Form W-4

Withholding Allowances: 2 |

Supplemental Withholding: 50,00

State Income Tax Settings:
State:

Withholding Allowances: 0D =

Supplemental Withholding:  0.00

W2 Options
[ Statutory Employee (FIT Exempt)
Retirement Plan
[ 3d Party Sick Pay
[ Social Security Exempt

| Wages | Deductions I Benefits | Accruals | Income Tax |

|Genem|| . Components | ’i- Direct Deposit | il Cost Center Distribution ||§§ Nerts;’ﬂeminders|

12) Click on the Income Tax tab to set up Payroll Frequency and Withholding.

13) You may select the number of Withholding Allowances for both Federal and State Income Tax, and

choose any exceptions for W-2s in the W2 Options section.

14) If a Bank Account has been set up in the Banking tab, you may choose Direct Deposit through ACH if

your Banking institution allows for it. To do so click on the Direct Deposit tab at the bottom and click

Add New button to add the bank account and select a flat amount or percentage for the ACH. You may

have more than one Direct Deposit setup.

15) Last, click on the Cost Center Distribution tab to set up which Cost Centers the employee wages are

distributed to by default.

16) Be sure to press the Save button to complete the process.

Notes:

Vision Payroll
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Data Center:

How To: - New Component

File  Home

Types:
M 413

@ Vision Municipal Solutions - Payre

Posting

a Component Administration

Banking Services

Forms  Data Center  Reports

Manage Components

of1d | b B | 4F

Description

Leave

Benefits

Fringe Benefits

Employer Paid Taxes

Overtime

Regular Deductions

Pre-Tax Deductions

Section 125

Taxable Retirement

Federal Taxes

MNon L&

Mon L&1 & Retirement
Regular Eamings

Taxable Only

@l Saveand Close [ Save |3 | @

‘r Components ‘i_ Employees

Windows

Payroll Compaonents:

M 4|6 of 7| b M

F =X

e

Description Property

Table Rate

Amourt

Limit

Limit Property

Occumence

Holiday Pay Hours Rate

~ | 0.000000

0.00

0.00

-

Default Occurence

Longevity Pay Flat Amount

~ | 0.000000

E: g g Rate

b4 0.000000

Shift Dif |Rate

- | 0.000000

0.00

0.00

0.00

-

Default Occurence

-

Default Occurence

0.00

-

Defaut Occurence

<10

Cost Distrbution:

H 4|1 of34 | b M

Description Account Number

ding 0071-000-D00-524-60-10-00 -

Building Insp fire Salar

Cityhall,/Lib

001-000-000-518-20-10-00 -

Salaries - Facil/cty Halllib

Civil Service

001-000-D00-516-71-10-00 -

Civ serv. Sec. Salary

Comm Eldg

113-000-000-518-20-10-00 -

Salaries - Comm. Bldg.

Executive

001-000-D00-513-10-10-00 -

Mayor Salary

Finance

001-000-000-514-23-10-00 -

Financial Salaries

Legislative

001-000-D00-511-60-10-00 -

Council Salaries

Library 110-000-000-572-21-10-00 -

Library - Salaries

Litter Contr

101-000-000-542-75-10-00 -

Litter Contr. - Salaries

1) Begin by selecting the Component type to add a New Component and enter information. If you would

like to set up a new component type, you may do so by clicking on the Add New button in the menu

above the existing Component types.

2) You may choose to add a new component or copy an existing one from the menu on the right. Copying

a component is useful when there are many Cost Distributions to maintain. If you choose new it will

give you an option to distribute to cost centers.

Notes:

Vision Payroll
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Description Property Table Rate Amourt Limit Limit Property  Occumence Vendaor Component Group
Holiday Flat Amount - ~ | 0.000000 0.00 0.00 + | Default Occumence |« || Default Vendor |+ -
Sick Table || Sick Table ~ | 0.000000 000 | 1.200.00 |Houdy Limit |+ | Default Occumence | || Default Vendor |+ -
Vacation - Non Bargaining Table  ||Vacation - Non Bargaining Table ~ | 0.000000 0.00| 240.00 |Houdy Limit | |Default Occumence |+ || Default Vendor |+ -
Vacation - Police Depatment Table w ||Vacation - Police Table ~ | 0.000000 0.00 0.00 w | Default Occumence |« (| Default Vendor |+ -
Wacation - Public Works/Fianance | Table = | Vacation - Public Works/Finance Table |~ | 0.000000 0.00 0.00 = | Default Ocourence | = | Default Vendar | = hd
IE: ew Compone Flat Amount - R4 0.000000 0.00 0.00 = | Default Ocourence | = | Default Vendar | = b

3) Enter the Component name, the type under property, choose a table if you wish to associate it to one
you have created (covered under Table Wizard, pages 33), the rate if you wish to set a default, the
amount if you wish to set a default, limit, and limit property if you choose to have a cap on hours or
amounts.

4) Set Occurrence if different from Default, and choose a Vendor for Deductions and Benefits.

Cost Distribution:
M 41 of34 | b bl
Description Account Number Category

Building - -
Cityhall/Lib - -
Civil Service - -
Comm Bldg - -
Exsoutive - -
Finance - hd
Legislative - -
Library - -
Litter Contr - -
Farks - -
PO ot - -

5) After choosing your options for the component and you chose to have it distributed to cost centers,
then you must select an Account number for each cost center. (Note: Every cost center must have an

account chosen in order to save.)

Notes:
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ﬁ File Home Posting  Banking Services  Forms  Data Center  Reports  Windows

Help

Manage Components

>,
&) Save and Close [5)Save |53 | S '@_

Components: W Componerts £, Employess

4 4 |7 of7 | b M Employee Component List:

Diescription H 4|1 ofl | b M |50 X | @ §
COMP

Search: Search By: Mame = | Filter By: Active

Heliday
Siche

MName Ccoumence Step

Rate Amount

Vacation - Non Bargaining

Aumillr, Danny A [ ~ | Defautt Oceurence [~ [+] 0.000000 | 0.00

Vacation - Police Department
Vacation - Public Works,/Fianance
MNew Componert

6) At this point you may choose the Employees tab with the component highlighted and set up each

employee to be associated with the component from this screen instead of opening up each individual

employee record.

7) Click the Add New button to add an employee and select it from the drop down list. Continue by

choosing all the options for the component.

8) Click Save or Save and Close.

Notes:

Vision Payroll
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Data Center:

How To: - New Benefit Vendor

| @1 Address | (&’ Contacts | %) Notes | .} Banking|

Vendor Mumber:
Status:

Taxable: Transiert: Yes

Vendor Group: - ]

Federal Tax ID: lssue A 10557

License Number: 1099 Distribution Selection:
License Exp Date: . February 08, 2010 El-

1) Begin by pressing the Create New Company button to add a New Benefit Vendor and enter Vendor
Information.

2) You can also double click any Benefit Vendor or select and click the Open Company button to edit
information within an existing record.

3) After Entering the Benefit Vendor information be sure to press the Save button to complete the process.

Notes:
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Data Center:

How To: - New Cost Center

-
ﬁ Vision Municipal Solutions - Payroll - [Cost Center Administration

@ File Home Posting Banking Services  Forms | Data Center | Reports  Windows  Help - 8 X
=

Manage Cost Centers

@

1 4 |1 of34 | b M |dp =5 K | Component Financials Line tem Category il
Cost Center L D 001-000-000-521-20-13-00 - Eamings-ON Call/holiday Pay |+ -

» Building Cell Phone Reimbursement: |0071-000-D00-524-60-10-00 - Building Insp.fire Salar - -
Cityhall/Lib Acting Pay 0071-000-000-524-60-10-00 - Building Insp.fire Salar - -
Civil Service Uniform Allowance 001-000-000-524-60-10-00 - Building Insp./fire Salar - -
Comm Bldg Shift Diff 001-000-000-524-60-10-00 - Building Insp_ire Salar - -
Brecutive = Holiday Pay Hours 001-000-000-524-60-10-00 - Building Insp./fire Salar - -
Finance Certficate/Education |001-000-000-524-60-10-00 - Buiding Insp.fire Salar - | |=
tzg::m Meal Reimbursement | 001-000-D00-524-60-10-00 - Building Insp./fire Salar = =
Liter Cortr Fublic Works-On Call 001-000-000-524-60-10-00 - Building Insp./fire Salar - -
o Longevity Pay 0071-000-000-524-60-10-00 - Building Insp.fire Salar - -
PD Court Regular Eamings (001-000-000-524-60-10-00 - Building Insp_Aire Salar - -
PD Shit 1.5 Time 001-000-000-524-60-10-00 - Building Insp./fire Salar - -
Planning Court Hours (0071-000-000-524-60-10-00 - Building Insgp_fire Salar - -
Police Bereavement 0071-000-000-524-60-10-00 - Building Insp.fire Salar - aul [
Police Facil Standard Life 001-000-000-524-50-20-00 - Benefits - -
Folice On Cal Unemploymert 001-300-000-524-60-20-00 - Benefits - -
Sewer Admin Regence 001-000-000-524-60-20-00 - Benefits = =
Sewer Maint
Soweron Call Medicars 0071-000-000-524-60-20-00 - Benefits - -

=& Retirement PERS 001-000-000-524-60-20-00 - Benefits > gl (T

(New Cost Center is covered in the Cost Center Wizard. Please refer to Cost Center Wizard on pages 28 — 29 for

Cost Center Help.)

Notes:
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How To: - New Timesheet
—— — =0 [

o File

Banking Services  Forms  Data Center Reports  Windows  Help - = XI

Home
Y ‘ ( (
L

£

)

Posting

Manage Timesheets: |

&) Save and Close Save M 4 |1 ofg | b bl |4k | @
3 = = | Search: Search By: Mame = | Filter By: Active -

Department

Name Address Phone Social Securty # Birth Date =
Finance C stall K PO Box 772 Kalama WA 38625 (3600 431-3050 5338 2
Legislative Grey, Roberta PO Box 536 4 Miltary Loop Kalama WA 98625 | (360) 673-3116 | ==--9273 10/1/1949 (=
Library Juninikkala, Susan A 1005 Sandy Bend Rd Castle Rock WA 98611- | (360) 274-5657 | ==--9303 3/15/1964 L

Police McMaster, Constance D | 141 Merced DR Kelso WA 98626 (360) 425-8051 | ==0704 3/5/1959
Public Warks Reymoldson, Eldon M. PO Box 1133 710 Taylor Rd Kalama WA 98625 0473 12/4/1942
:|_ e oo oo ot wianome e rTa ane | see s 0nnn 1nr1|r1n|:‘;
Map Jofo|» M|+ X3 @ .
Total Pay 50,00 Regular Hours 0 Overtime Hours 0 Accrual Hours 0

|Date Hours Cost Center Component  Property Hours Only  Rate Amourt Approved N

1 I »

(New Timesheet is covered in the Payroll Workflow. Please refer to Payroll Workflow on pages 44 — 55 for

Timesheets Help.)

Notes:
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Wizards:

How To: - Setup Pay Periods

,

@ Fle Home Posting BankingServices Forms —DataCenter Reports  Windows Help

&

x

Setup Pay Period Information:

Payroll Periods | Payrol Period Lockout [ Set Default Period |

H 42 of2 [ b M |4 K M 47 of12 | b M [ X 1 ofl [ b b |4 K
Fiscal Period Pay Period ACH Due Date Pay Date Council Date
2008 | January v EUEER 7/1/2009 [7731/2009  [2009 -y a2 [~ |
| 2005 February
March
April
May
June
.
August
September
October
November
December
i |1 ofl | b B |4k K
| Frequency Beginning Date Ending Date Default Hours
| [Morthy [=]71/2008 73172008 18400

1) Start by selecting the fiscal you wish to work with. If the desired fiscal is not present click the Add New
button directly above the fiscals and then change the name to fit your needs.

Next click on the appropriate Period you wish to work with in the selected fiscal. If the desired Period is
not there Click the Add New button directly above the Period and change the name to fit your needs.
Continue by clicking the Add New button in the Pay Period area and renaming your new Pay Period to
whatever you need. (Also choose the correct ACH date, Pay Date, and Council Date for association.)

4) Last click Add New button at the bottom right above the Frequency section to add a frequency. Select
the type of frequency, beginning and ending dates of the period, and the default hours of the period.
(Note: You may choose more than one frequency per period.)

5) Choose Save and then close.

Notes:
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Wizards:

How To: - Setup Pay Periods (Period Lockout)

@ Pay Period Administration

2

H3 3@

- Setup Pay Period Information:

[=E ]

1 ofl | b b |4k X
Fiscal Locked Mot Displayed
» el m [ O |

1) First Click on the Period Lockout tab.

2) Start by entering selecting the Add New button to add a period lockout.

3) Next click on the drop down menu to choose a fiscal period you wish to lock.

4) Continue by choosing the check mark box under Locked and if you don’t wish to view the period any

longer, click on the check mark box under Not Viewed.
5) Repeat Steps 1 — 3 to lock additional periods.

6) Choose Save and then close.

Notes:

Vision Payroll
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Wizards:

How To: - Setup Pay Periods (Default Period)

F Bk
1@ Vision Municipal Solutions - Payroll - [Pay Period Administration [

@ File Home Posting Banking Services Forms  Data Center  Reports  Windows  Help - 8 X

Setup Pay Period Information:

HS Tle

Select Your Current Payroll Period

2005 - September - September 2009 -

1) Select the Default Period tab.
2) Next click on the drop down menu to choose a Pay period you wish to set as default.

3) Choose Save and then close.

Notes:
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Wizards:

How To: - Cost Center

r ™
e e ==
ﬁ File Home Posting Banking Services Forms | Data Center | Reports  Windows Help - 8 X |

-

Manage Cost Centers

1 of3 | b M |9 =5 K | Component Financials Line ftem Category i

Cityhall/Lib
Civil Service
Comm Bldg
Executive
Finance
Legislative
Library
Litter Corttr
Parks

PD Court
PD Shift

Planning

Police

Police Facil
Police On Call
Sewer Admin
Sewer Maint

Sewer on Call

Cell Phone Reimbursement

001-000-000-521-20-13-00

- Eamings-ON Call/holiday Pay

001-000-000-524-60-10-00

- Building Insp . fire Salar

Acting Pay

001-000-000-524-60-10-00

- Building Insp .fire Salar

Uniform Allowance

001-000-000-524-60-10-00

- Building Insp ./fire Salar

Shift Diff

001-000-000-524-60-10-00

- Building Insp.fire Salar

Holiday Pay Hours

001-D00-000-524-60-10-00

- Building Insp fire Salar

Certificate/Education

001-000-000-524-60-10-00

- Building Insp .fire Salar

Meal Reimbursement

001-000-000-524-60-10-00

- Building Insp..fire Salar

Public Works-On Call

001-000-000-524-60-10-00

- Building Insp ./fire Salar

Longevity Pay

001-000-000-524-60-10-00

- Building Insp .fire Salar

Regular Eamings

001-000-000-524-60-10-00

- Building Insp . fire Salar

1.5 Time

001-000-000-524-60-10-00

- Building Insp .fire Salar

Court Hours

001-000-000-524-60-10-00

- Building Insp ./fire Salar

Bereavement

001-000-000-524-60-10-00

- Building Insp.fire Salar

Standard Life

001-D00-000-524-60-20-00

- Benefits

Unemployment

001-000-000-524-60-20-00

- Bensfits

Regence

001-000-000-524-60-20-00

- Benefits

Medicare

001-000-000-524-60-20-00

- Bengfits

Retiremert PERS

1001-000-000-524-60-20-00 - Benefits

1) Begin by selecting the appropriate Cost Center in the left hand panel. If you would like to add a new
cost center, you may either Copy an existing one or choose the Add New button to create it.
2) If you choose to create a new Cost Center, you may choose a default account for Wages, Overtime, and

Benefits.

Wages Default:

001-000-000-508-00-00-00 - Ending Fund Balance

Cwertime Default: (001-000-000-508-00-00-00 - Ending Fund Balance

Benefit Default:

(001-000-000-508-00-00-00 - Ending Fund Balance
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o File Home Posting Banking Services Forms  Data Center Reports  Windows

Help

' B

- F X

o

Manage Cost Centers

Financials Line ftem

Category

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayer Salary

001-000-000-513-10-10-00 - Mayor Salary

4
m

001-000-000-513-10-10-00 - Mayer Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-10-00 - Mayor Salary

001-000-000-513-10-20-00 - Mayor Benefits

=R
[4 4 |3 of35 | b M |9 E5 X Component

Cost Center L D

Sewer Ops Cell Phone Reimbursement
Shoulders Acting Pay

Sidewalks Uniform Allowance

Snow & lce Shift Diff

ST Admiris Holiday Pay Hours
Stomndrains Certificate,/Education
Street Clean

Meal Reimbursement

Traffic Cont
Traveled Way Public Works-On Call
Uniforms Langeuty Fay
Vegetation Regular Eamings
Water Admin = 1.5 Time
Water Maint Court Hours
Water on Call Bereavement
‘Water Ops Standard Life

Mew Cost Center = e —

001-000-000-513-10-20-00 - Mayor Benefits

3) After the new Cost Center is created, now you may choose your Financial Line Item that each distributed

component needs to be charged to. (Note: You must choose an account for every component whether

or not the cost center will use it.)

4) Click Save and then close.

Notes:

Vision Payroll
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Wizards:

How To: - Component

@) Vision Municipal Solutions - Payrel

File  Home Posting Banking Services  Forms  Data Center  Reports  Windows  Help

Types:
M 413

of 14

Manage Components

(!

Gl

Description

Leave

Benefits

Fringe Benefits

Employer Paid Taxes

Overtime

Regular Deductions

Pre-Tax Deductions

Section 125

Taxable Retirement

Federal Taxes

MNon L&

i @l saveand Close [Flsave |2 | S | @ |

‘r Components ED Employees.

Payroll Compaonents:

M 4|6 of 7| b M

& 5= X

M ®

Description Property

Table Rate

Amourt

Limit

Occumence

Holiday Pay Hours Rate

~ | 0.000000

0.00

0.00

Default Occurence

Longevity Pay Hat Amount

~ | 0.000000

E: g g Rate

b4 0.000000

Shift Dif |Rate

- | 0.000000

0.00

0.00

0.00

Default Occurence

Default Occurence

0.00

Default Occumsnce

<10

Cost Distrbution:

M 41 of34 | b B

Description Account Number

ding 001-000-D00-524-60-10-00

- Building Insp fire Salar

Cityhall,/Lib

001-000-000-518-20-10-00 -

Salaries - Facil/cty Halllib

Civil Service

001-000-D00-516-71-10-00 -

Civ serv. Sec. Salary

Comm Eldg

113-000-000-518-20-10-00 -

Salaries - Comm. Bldg.

Executive

001-000-D00-513-10-10-00 -

Mayor Salary

Finance

001-000-000-514-23-10-00 -

Financial Salaries

Legislative

001-000-D00-511-60-10-00 -

Council Salaries

Librany

110-000-000-572-21-10-00 -

Library - Salaries

Litter Contr

101-000-000-542-75-10-00 -

Litter Contr. - Salaries

(Component Wizard is covered in the New Component instructions. Please refer to New Component on pages

19 - 21 for Timesheets Help.)

Notes:
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Wizards:

How To: - Timesheets

ﬁ Vision Municipal Sclutions - Payroll - [Timesheet Administration]

g5l File Home Posting

Banking Services

Forms

Data Center

Beports Windows  Help

(5]

ﬂﬁave and Close ﬁ Save |

DNE 9

.@I

Manage Timesheets:

M 4]z

Search:

of 8

P E @

Search By: Mame -

Filter By: Active

-

Department

Name

Address

Phaone

Social Security #

Birth Date

Finance

Collins, Krystall K
2y, Roberta

Junnikkala, Susan A

PO Box 772 Kalama WA 98625
PO Box 536 4 Military Loop Kalama WA 38625
1005 Sandy Bend Rd Castle Rock WA 98611-

{360) 431-3050
(360) 673-3116
(360) 274-5657

5333

9779

1/22/1985
10/1/1949
3/15/1364

McMaster, Constance D

Public Worls

141 Merced DR Kelso WA 98626-

(360) 425-8051

3/5/1959

LI}

of 1

Total Pay

P M XKS @

50.00 Regular Hours 0

Owvertime Hours 0

Accrual Hours 0

Hours

Cost Center Component

Property

Hours Only

Rate

Amourt

0.00 | Employes Split | | Regular Eamings | » [Requiar |~ |

| 12650]

$0.00

(Timesheets Wizard is covered in the Payroll Workflow instructions. Please refer to Payroll Workflow on pages

44 - 55 for Timesheets Help.)

Notes:
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Wizards:

How To: - Paycheck Assistant

i File Heome Posting Banking Services  Forms  Data Center  Reports Windows  Help

M 4 |1 of2 | b bl | <= PayPeriod: 2009 - September - Septernber 2009
Reference Method Date Notes
FRegular Payroll
Morth Draw Payroll | Draw Payrol

+ 5@ (Mo Jefo | b b |BF

Timesheet Departments To Incl... + ~ Employee Alerts/Reminders:

Finance

Gl g

(Previous][ MNext > ][ Firiish ][ Cancel

(Paycheck Assistant is covered in the Payroll Workflow instructions. Please refer to Payroll Workflow on pages

44 - 55 for Paycheck Assistant Help.)

Notes:
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How To:

Wizards:

- Tables

o File

Heme  Posting  Banking Services  Forms  Data Center  Reports  Windows  Help - = X|

ESave and Close nSave fo] -@

Tables:
4 4 |1 ofd | b b |4 K

Description
»

Wacation - Non Bargaining Table

Vacation - Police Tabls
Wacation - Public Works/Finance Table

T bf Table Details:
aples

4 4 |1 ofl | b M | X
4 4 |1 of13 | b Pl

Description Rate Amount Limit

Description =y R.DDDDDD| $D_DD| 1,ZDD.DD|
Leave
Benefits
Fringe Benefitz
Employer Paid Taxes

Regular Deductions
Pre-Tax Deductions
Section 125

Taxable Retirement
Federal Taxes

Mon L&

Non L&| & Retirement

m

1)
2)

3)
4)
5)
6)

Notes:

First select the Component type in the left hand panel.

Continue by selecting Add New button at the top right of the screen to add a new table to the section.
Rename the table to suit the component it will be used with.

Now click the Add New button under table details to add a step to the table.

Change your Description, the Rate or Amount as needed, and any Limit if applicable.

Repeat steps 3 and 4 to add additional steps to your table as needed.

Choose Save and Close.

Vision Payroll
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Payroll Settings Wizard — General Settings:

How To: - Descriptions

T

Descrption Types Description List

M 4 |1 of14 | b | H 4 |1 of3 | b M | K
Bank Account Types Mailing
Category Types Work
Company Types

Address Types

| »

m

Cortact Types
Default Relationship
Email Types

Mote Types

Paymert Methods

Person Types

Descriptions

1) Begin by selecting the Description Type in the left Panel you wish to work with.

2) Choose from the Description List to change an existing name or choose the Add New button to add a
description.

3) Continue by typing in your preferred Description.

4) Choose Save and close.

Notes:
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Payroll Settings Wizard — General Settings:

How To: - Sort Order

,
@yl

= = RN
1 4 |1 of3| b Ml | 4F K  Type Address Types - Sort: Default -
Description Sort List
»
Work
Mailing Default
Sort Order |

1) Begin by selecting the Sort Order Type in Type Drop Down box you wish to work with at the top of the
screen.

2) Choose which Description you would like to set as default by selecting the gray square to the left of the
name.

3) Click Apply Sort button to set as default.

4) Next select the previous default description and click the Remove Sort button to remove its default
status.
Note: You can only have one default set.

5) Choose Save and Close.

Notes:
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Payroll Settings Wizard — General Settings:

How To: - Setup Financial Institutions

"{@ Payroll Settings (i o P S

d9 (3@

of2 | b M | X

Routing Mumber
123307583
5t Investment Pool | 026009593

(Setup Financial Institutions is covered in page 49-51 of the Financials How To Document)

Notes:
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Payroll Settings Wizard — General Settings:

How To: - Helpful Links

I ———
@ Payroll Settings Lo e

M 41 of2 | b b [ X |
Link LURL
[ 3 support wvisionims net
Vision Home Page | www visionms net
Helpful Links

1) Begin by selecting the Add New button on the menu at the top of this screen.
2) Enter the Link Name and Link URL of your new website for Helpful Links.

3) If you wish to delete a Helpful Link, select it from the list and choose the Delete button.

4) Choose Save and Close.

Notes:

Vision Payroll Page 37



How To Guide

Payroll Settings Wizard — Payroll Settings:

How To: - Pay Period Setup
[§@ Pay Period Administratic

Setup Pay Period Information:

HE |8 e
Payroll Periods | Payroll Peried Lockout | Set Default Peried |
M 4|2 of 2| b b [ X | 41 of12 | b M [ X 4 4|1 ofl | b b [d= X

Fiscal Period Pay Period ACH Due Date Pay Date Council Date
2008 ’ 2/9/2009 |2/5/2009 2009 - January -January [+ |

February
March
April

May

June

Juby
August
September
October
November
December

L

H 4|1 ofl [ b b [dR X

Frequency Beginning Date Ending Date Default Hours
Menthly |~ |1/20/2009 | 1/20/2009 176.00

(Pay Period Setup is covered in pages 25 — 27)

Notes:

Vision Payroll Page 38



How To Guide

Payroll Settings Wizard — Payroll Settings:

How To: - Benefit Vendors Setup
o' Company Sea

M 4|1 of998 | b b | F S| @
iy Search: By: Mame =l
Name Address
w PO Box 1041 Kalama WA 98625
Kockritz, Connie PO Box 807 Kalama WA 58625
A & A Drlling Serv.. Inc P o. Box 68235 Milwaukie OR 97267-
ABC

A-1 Trucking Repair

PO Box 1193 Woodland WA 92674

A-1 Vacuum & Sewing Inc.

508 Allen Street Kelso WA 38626

Aashto Depatment 5051 Washington DC
Aatco Transmissions 438 Oregon Way Ste B Longview WA 58632
Abc - Qld
Abc Appliance 1036 14th Ave Plaza Longview WA 58632
Abc Mfg. RT 2 Box 954 Eupora MS 35744
Abc Printers, Inc. 1291 Industrial Way Longview WA 38632
Abel, Karen 15 Cedar Gates Longview WA 98632

. Above & Bevond I-hfdmseed'.'rlnc 2720 NE 175th St Ridoefield WA 58642

(Benefit Vendors is covered on page 22)

Notes:
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Payroll Settings Wizard — Payroll Settings:

How To: - Descriptions

i@ Peyrol scttngs SIE=]
i3S
System Settings
Descrption Types Description List
H 4 |1 ofl | b B H 4 |1 of3| b M | K
Employee Groups
Two
Three

Descriptions |

1) Begin by selecting the Description Type in the left Panel you wish to work with.
2) Click the Add New button to Add a description.
3) Continue by typing in your preferred Description.

4) Choose Save and close.

Notes:
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Payroll Settings Wizard — Payroll Settings:

How To: - Components

{@ Vision Municipal Solutions - Payroll - [Payroll Settings Wizard [E=NEEN

ol File Heme Posting

Banking Services

Forms  Data Center

Beports  Windows  Help

_Elx|

E

General Settings
Introduction
Descriptions
Sort Orders
Setup Financial Institutions
Helpful Links

Payroll Settings
Introduction
Pay Period Setup
Benefit Vendors
Descriptions
Banking Services
Components
Table Administration

How May | Assist You ?

+ Classffications.

Payroll Settings - Component Setup

The Payroll Settings Component section of this wizard you will be allowed to:

Predefined component classifications consist of :

Wages

Pre-Taxed Deductions

Taxes

Post-Tax Deductions

Benefits
Accuals

Types extend the blue prints of classifications to include
user defined occumences, Benefit Vendors, and Exclusion tems.

Examples include:
Regular Eamings
Section 125
Federal
Deductions
Benefits
Leave

+ Components.

(Wages)
{Pre-Taxed)
(Taxes)
{Post-Taxed)
{Benefit)
{Accruals)

Click here to Manage Types

Components extend the blue prints of types to include user defined

properties flat, rate, or table],
BExamples include:

Amourts, Percentages, Limits, and W2 positions.

m

Notes:

Salary or Houly  {Regular Eamings)

A0k} Section 125)

FIT or Medicars  {Federal) Click here to Manage Components

DSHS Deductions) |

Health Club {Benefits) =
(Components are covered on page 19 - 21)
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Payroll Settings Wizard — Payroll Settings:

How To: - Table Administration

Vision Municipal Solutions - Payroll - [Payroll Settings Wizard [E=FER

ol File Home Posting

Banking Services  Forms  Data Center Reports  Windows  Help

=

»

&

Introduction

Descriptions

Sort Orders

Setup Financial Institutions
Helpful Links

Payroll Settings

General Settings

How May | Assist You ?

Payroll Settings - Table Administration

The Payroll Settings Table Setup section of this wizard you will be allowed to:

+ Federal Income Tax Tables.
Predefined cument year federal tax schedules as defined in the Circular E.

+ State Income Tax Tables.
Predefined curment year state tax schedules as defined by each state.

. + Accruals.
Ko Siche, Vacation, etc.
Pay Period Setup
Benefit Vendors + Wages.
Descriptions Salary types.
Banking Services
Components
b Bty Click here to Manage Tables
(Tables is covered on page 33)
Notes:
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Vision Payroll

Introduction

The Payroll System was designed to be run through a Paycheck Assistant. The
Paycheck Assistant takes the operator through four screens. The Paycheck may be
stopped and restarted as many times as necessary. There will be times when the
operator will want to suspend the Paycheck Assistant in order to run certain
Reports for verification of hours and totals. The Paycheck Assistant can be stopped
at any point by selecting the Cancel Button in the lower right corner of the screen.
The Paycheck Assistant can be restarted by selecting the Paycheck Assistant from
the Home Menu.
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Payroll Workflow: Enter Time Sheets

Time Sheets

1. Select Manage Time Sheets from the Home Menu.

aT\mesheetAdministrat\on (== ]==]

Manage Timesheets:

gSaveand Close E'Sava @ @ 4 4 |1 of 3| b M | EF| @
neE S Search: Search By: MName - | Filter By:  Active -
Department MName Address Phone Social Security # Birth Date e
ADAMS, MIKE 111 A Amytown WA 11111-1111 M1 1111111 =-"-1153 o
Legislative ALLEN, JARED 111 D Anytown WA 11111-1111 (111) 1111111 | ===1152
Library BLANE, LENNORD 111 H Anytown WA 111111111 -1 =151
Police BUSTER. RUTH 111 N Anytown WA 11111-1111 (111 1111111 | ==-=-1150
Public Works CELLTER, SANDRA T11Y Amytown WA 11111-1111 M1 =149
CHANDLER, CHRIS 111G Anytown WA 11111-1111 (111 1111111 | =--1148
CHASER, TICARA 111 R Anytown WA 111111111 1111 =147 i
4 4 of0 | bkl |4 S @
[ EURS
lPay $0.00 Regular Hours 0 Overtime Hours 0 Accrual Hours 0

|Date Hour~ ALl:enter Component  Property Hours Only ~ Rate Amount Approved  Motes

N

2. Select Employee for Time Sheet Entry by highlighting the Employee.

3. Click the Add New button (=5F) to add a new Time Sheet record.

4. For Auto Include Employees, add only exception Time Sheet activity such as: Overtime, Sick
Hours, Vacation Hours, etc. Do not include regular hours.

5. For Employees not on Auto Include, add Time Sheet activity for all hours.

6. When Finished click the Save or Save and Close button to Save.
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Payroll Workflow: Enter Time Sheets

7. After all Time Sheets are entered, select the Reports Button from the Home Menu.

a Reporting Services

Payroll

e o
.

- SQL Server Reporting Services
Home > Wision Reporting Services =

EEIE]

Home | My Subscriptions | Site Settings | Help »

Search for:

i New Folder iQ’New Data Source

Q Upload File

ﬂ Report Builder

£ Show Details

Audit Paycheck
Audit Paycheck

Component

Audit Timesheets

Benefit Summary

Component Activity
Component Directory

Cost Center Activity

Cost Center Directory

Cost Center Timesheet Activity

Employee Accruals
Employee Activity

N

>

Employee Component Directory

Employee Deductions
Employee Directo

Employee Phone Directory
Employee Taxes

Employer Liabilities
Paycheck Activity

Paycheck Detail Activity

Timesheet Activity

This report details the activity of timesheets within the system
UnPaid Directory

8. Run the Time Sheet Activity Report to verify that all Time Sheets are entered correctly

9. Any Time Sheets that need to be corrected or deleted may be done so in Manage Time

Sheets.

SOL Server Reparting Services Home | My Subscrntions | Site Setfings uei -
Hame > Yision Reporting Services > Bayrll > Saarch for: [6al
Timesheet Activity =

2
Pariod 2009 - Detember, 2009 - Mover ™ Depactmant  finance 2 | wiew Repon |
Employes URADEY, SUSAN A, COLLING, IL™ Fayroll Posting January Payral 1
m H 4 ob1 b M 300% - Find | feat Selecs o format - egpart (@ &
Timesheet Activity i
Finance
BRADEY, SUSAN A
anuary Payroll
17008 050 Emgloyes Spli Reguitar Eaenings COMP Tnao 1.000000
1177008 7 50 Emgloyss Spit come 15 Time Tnse 0600000

1INF00E 000 Emgloyes Spit Actng Pay Raguiar 0 580000 46

VAN 12 00 Emgioyes Spin Haguisr Esmings Siek Tnss 0 000000

1312009 1250 Emgloyes Spin Reguiar Eamings Vacation - Public Tnae 0.000000

Works/Franance
100 16.00 Emglopee Spiit Regular Earnings Haldary Troe 0.000000
13112008 135.00 Emgployee Spit Rieguiar Earnings Regular 0.600000 $317486
Total January Payrol 17850 53.179.10
Total BRADEY, SUSAN A 17850 $3.179.10

COLLINS, JESSICAK

A=
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Payroll Workflow: Run the Paycheck Assistant

Paycheck Assistant

1. Select Paycheck Assistant from the Home Menu.

@ Home EEET
Announcements: g | @ 4/15/2009 11:39:20 AM Wizar
& & E (3

Setup Pay Paycheck Timesheets Cost Center
Periods  Assistant

f i

Component  Tables

ge\come

Helpful Links: Vision R55 Feed:

Washington Municipal Clerks =
Association 2009 WMCA
Conference

Author: brandon(@visionms net
Published on 10 Mar 2009

19:30:46 GMT

2. Select the Pay Period from list in upper right hand corner.

3. Select desired Timesheet Departments and Review Employee Alerts and Reminders.

H 41 of3[ bk M| X Pay Period: 2009 - February - February 2009
Method Date Reference Notes
Regular Payroll 2 ce

Draw Payrol
[Requiar Payroll [+] 3/5/2009 | March Payrol \ |

5@ [H 4o Jofo| b » &S

Timesheet Departments To Include: Employee Alerts/Reminders:

Name Hert
o g .

Finance Legislative
o o
Library Police

ogf

Public Works

<Previos | [ Net> ][ Fnsh ][ Cancel
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Payroll Workflow: Run the Paycheck Assistant

4. Click the Add New button (=) to add a New Payroll.

5. Select the desired Payroll Method (Regular, Manual or Draw) and enter a Reference, correct
date, and any required notes.

M 41 of3 | b M |dp X Pay Period: 2009 - February - February 2009
Method
Regular Payrol
Draw Payrol
[Reguier Payroll_[] 3/5/2009 | March Payro \ |

* 5@ M P Jefo|p b &S
Timeshest Departments To Include: Employee Alerts/Reminders:
f ﬁ Name Alert
Finance Legislative
& &
Library Police

ogf

Fublic Works

<Previos | [ Net> ][ Fnish | [ Cancel

6. Click in the lower right corner.

7. Click Yes to Import Default Employee Wage Components.

Payroll Posting L=

@ Do you wish to Import Default Employee Wage Components?
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Payroll Workflow: Run the Paycheck Assistant

il Seve and Close [5Save 2 @
Employees:
W42 of93 | b bl | &k 5 | S | § Departments: -

Search: 111 Search By: | Address +|| Fitter By: Active -

Include  Name Address Phone Social Secuity #  Bith Date
Allen, Jared B ytown WA 111111111 (111) 1111111

Bizke. Sharon § 111 Green Anytown WA 989993999 (555) 5555655

@ | Bizne, Lennord G 111 H Anytown WA 111111111 (1) 11111 [ ==

@ | Bradey, Susan B 111 Sandy Bend Rd Anytown WA 99999-9999 (555) 5555555 | - 3/15/1964

@ [ Buster, Ruth M 111 N Anytown WA 111111111 1) 111111

@ |Celter. Sandra M 11 Anytown WA 111111111 111 111111

I | Chander, Chris T 111G Anytown WA 111111111 N [N R

@ | Chaser, Ticara L 111 R Amytown WA 11110111 11 111111

[H | Coler, Kistina T 1110 Amgtown WA 1111 1) 1711171 | i
Companents:

41 o3|k M|+ X @ |3 Regular Hours 160.00  Overtime Hours 0 Accrual Hours 18

Date: Hours. Component Property Hours Only  Rate: Amount Approved  Notes
3 3/24/2009|  160.00 | Regular Eamings | v | Regular - 0.000000 $0.00
4/15/2009 10.00 | Regular Eamings | + | Vacation - Non Bargaining \v 0.000000 5000
5/8/2009 8.00 | Regular Eamings | v [ Sick \v 0.000000 $0.00

8. Print the Cost Center Timesheet Activity Report from the Printer Drop Down Selection to verify
all hours are being charged to the correct Cost Centers.

@ File Home Posting BankingSewvices Forms DataCenter Reports Windows Help -

Properties | History | subscriptions
i New Subscription 2

H My Sub pti Site Settings | Help +
SQL Server Reporting Services Home | ubscriplions | Site Settings | He

Home > Vision Reporting Services » Payroll > Search for: @]
Cost Center Timesheet Activity

pariod 2009 - February Pay Period Unattached Timesheets
Bosting Unattached Timesheets
1] 4 4 1 of3 b bl 100% - Find | Next  Select a format - Export B S A
Cost Center Timesheet Activity
Employ Hours Amount
Building
BRADEY, SUSAN A 56.00 51,154 81
COLLINS, JESSICA K 16.00 $298.20
MCCORMICK, CHRISTINE D 00 $275.08
SIMMIONS, MARGIE S 1.60 $32.74
81.60 $1.760.83
Civil Service
SIMMIONS, MARGIE S 16.00 §327.45
16.00 §327.45 - -
R
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Payroll Workflow: Run the Paycheck Assistant

AseveandCose Sjsoe T @
i

W 46 ofes b bl | & || 5 Depanments -
Search: 111

111 A Artown WA 111130111

Seaech By [ Address o] FitecBy: Active -
Address Phane.

[URIRRE L] _l'll_ll?
M7 1114117 [ ===1188

Socsl Secuty 8 Beth Date s

BETTY 111 2 Bagtown WA 111111111

|COLLER, KRISTINA | 111G Amtown WA THITH11T
CRANDAL.

TV ==1146

L]
. +
| DNGGERS, DANNY  [1110 Amytown WA 11111111 |11 101001
W | DINTS.AYDER 111 H Acytewn WA LT (111100101
M [DORRSY,CRAIG | 101 Y Amdown WA TTTHTIN (111130010
M| FREDRICKS. CHARLES 111 A Amown WA T1TH-ATIT | 011} 1114111 (=143
| W |FREDRICKS.TRA | 111C Antown WA THIETII 1T I11111 | =110 | o
Cemponerts:
42 CERE B R S A ] Feguiar Hours 147 Overtime Hours 0 Arerus Hoars 18

42008 14200 |Foges Enerings. | = | Rogdar

= B |oowoo| s2so0mo| @

b |S/09 | 1000 |Feguar Esmings | T

{57200 020 |Regur Esmegn | = |5k

Nonbagonng |»| [ |oowom|  sam| W

= ¥ owoom|  ww| W

Mext =
9. Click in the lower right corner.

10. Employee Paychecks and Employer Benefit checks are now being processed.

11. From the Employee Paychecks Screen of the Assistant, verify that all employees have the

correct Gross Pay.

?lgr?;mumm e
Anylown, USA Dute: 57172008
§ 1778
Faytothe O [ARED ALLEN
Aol Ome Thowand Twe Mundrved Sevenry-Six and pi/100’s Dollars
Emcloyees:
[T RE o6l [ b M 5 XD e |[F @ Councilbue i
Sewrch By | Addness 5] Fver By show s
[ Ovetine. Aeensl Groas ek ~
Hour Houns Hous Pay. P |
af L) 0] $750000) 353735
Wl | ] o SN0  sa0ms
18| ] 1 wsmm sy
| [l o simn s
2| 0| W wemm a7
L0 Al o]_sanem] iy
Wl Ll 0] 350000 28470
160 o 0| ssmm|  sins
| o o] 0000 95ms
L L] LI .
Tl n 0l somm e T

] 0

[osProvon | [ Mem> | [ Fowh | [ Coc |
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Payroll Workflow: Run the Paycheck Assistant

12. If an employee has an incorrect Gross Pay, select the button in the lower right hand
corner to navigate back to Employee Timesheets in the Assistant.

13. Click on the Include Box next to the employee with incorrect pay.

Include Mame Address Phone Social Security #
[ |ALLEN, JARED 111 D Amytown WA 11111-1111 (11131111111 | 11582

14. Select YES when prompted Do you wish to Delete Posting for This Employee?

15. Timesheets may now be added, deleted, or changed to correct the pay.
Mext =
16. Click in the lower right corner.

17. Here at the Employee Paychecks Screen of the Assistant, changes can be made to effect
deductions, benefits, accruals or taxes.

City Of Anytown 1000
100 North Main Street

Anytown, USA Date: 5/1/2009

§ 127691

Paytothe Oderof: [ ARFET) ASLLFN

Amount: One THousand Two Hundred Seventy-Six and 61/100's Dollars

Employees

H 4 |2 ofﬂl' M |E)<|§ o ‘ C‘CouncLlDate: B
o Search: 111 Search By: | Address ~|| Filter By: Show All -

Social Regular Qvertime Accrual Gross Check o

Name Prnt ACH Security # Hours Hours Hours Pay Pay

ADAMS, MIKE 1163 o 1] ] 57.500.00 863735 =
ALLEN. JARED o 0 $1.500.00

BLANE, LENNORD 1151 160 o ] £2,500.00 520735
BUSTER, RUTH 1150 160 1] ] 52,500.00 15737
CELLTER. SANDRA 1145 160 0 ] §1,750.00 $1.3935
CHANDLER, CHRIS U148 142 o 18 £2,600.00 52,1537
CHASER, TICARA 147 160 1] ] 53,000.00 $24603
COLLER. KRISTINA 1158 160 0 ] $3,500.00 $2.847.0
CRANDAL, BETTY —1146 160 0 0| 52500.00 520735
DIGGERS, DANNY 1145 160 1] ] 52,000.00 515869
DINTS, RYDER 1144 160 0 ] $2,500.00 $20735
NORRSY CRAIG & | [ [==1191 160 n al  s300000 24603 7
[ . 3
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Payroll Workflow: Run the Paycheck Assistant

18. To make any changes, click on the employee name and select the Open button (ﬁ).

19. Any Items may be added, changed, or deleted to correct the employee payroll posting.

20. Click the Button in the lower right hand corner.

Posting Reference:  March Payroll Name:
Pay Description: m Gross Pay:
Regular Hours: mwu— Met Pay:
Ovetme Hous: 000 Taxes:
Accrual Hous: 0000 Deductions:
Draw Repayments: S0.00 Benefits:
Employer Taxes:

Wages | Deductions | Benefits | Accurals | Taxes [ Employer|

oy s — e oS

CRAIG DORRSY

53,000.00

5246031

551465

525.04

522500

522950

H 41 ofl [ b b

Date Hours: Cost Center Componert Property Amourt Hours Only ~ Notes
3 160.00 |Street Clean | Regular Eamings ‘ Regular | $3.000.00 ‘ |
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Payroll Workflow:

Run the Paycheck Assistant

Fund Transaction Summary Report

21. Select Reports from Home Menu.

22. Select the Fund Transaction Summary Report.

@ File Home Posting Banking Services Forms  Data Center

Windows  Help .8 x

o SQL Server Reporting Services
EE Home > Vision Reporting Services =
“ Payroll

Contents NI TS
[

Home | My Subscriptions | Site Settings | Help
Search for:

[iMew Folder <}*New Data Source 4] Upload File '] Report Builder

£ show Details

Audit Paycheck

Audit Paycheck Component
Audit Timesheets

Benefit Summary
Component Activity
Component Directory

Cost Center Achivity

Cost Center Directory

Cost Center Timesheet Activity / /
Employee Accruals

Employee Activity

Employee Component Directory

Employee Deductions

Employee Directory

Employee Phone Directory
Employee Taxes

Employer Liabilities

Iix.‘p Fund Transaction Summary !new
Pavcheck Activity

Paycheck Detail Activity

Timesheet Activity
This report details the activity of timesheets within the system

UnPaid Directory

23. Select Transaction Type Invoice, Select System Type Payroll, and Select specific Pay Period in

Fiscal.
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Payroll Workflow: Run the Paycheck Assistant

24. This Report will show the amount each fund will be updated from this Payroll.

Q File Home Posting Banking Services

Forms  Data Center

Reports  Windows Help

- g

x

SQL Server Reporting Services

Home | My Subscriptions | Site Settings | Hel

Home = Vision Reporting Services > Payroll = Search for: @]
= Fund Transaction Summary
AN Properties | History | Subscriptions
.
(i New Subscription N
T — 2008 [~
Period 2009 - February - February #1 E System Types Financials, Payroll E
4 4 [t Jofz b bl 100% - Find | Next  Select a format ~Export @ & A

Fund Transaction Summary

Invoice

Fund Number Description ‘Amount 3
001-000-000 General Fund $10.476.17

101-000-000 Street Operation & Maintenance $123,469.20

104-000-000 Criminal Justice Fund §152.00

110-000-000 Library Fund 533046

113-000-000 Community Building 51457 48

116-000-000 Cap.impr-R.e. Taxes-Ord #723 $3,690.87 L4
401-000-100 Sub-Department $17.389.34

401-000-200 Sub-Department $10,330.86

402-000-000 Solid Waste / Garbage 5626.07 ~|=
e

25. Paychecks may now be printed by selecting the printer Icon or Initiate a Direct Deposit run by
selecting the Direct Deposit button. (Please refer to pages 56 through 58 for Direct Deposit help.)

@ Payroll Posting Wizard - Employee Paychecks

Citv Of Anvtown
Anytown, USA

100 North Main Street

[=i=ErE=E]
1000

Date: 4/15/2009
§ |2460.31

Employsss:
4 4|15

%, Search:

Amourt: Tvo Thousand Fouwr

of 84 | b

Paytothe Orderof:  CRAJG DORRSY

@i'x@m -

M| X |& # W @ |Council Date

Search By: Name

~ | Filter By: Show All

Name

ACH

Social

Reqular Overtine
Hours Hours.

DIGGERS, DANNY

160

DINTS. RYDER

FREDRICKS, CHARLES

FREDRICKS, TRINA

GADDY, DAMION

GIAMBER, JASON
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Payroll Workflow: Run the Paycheck Assistant

26. Click in the lower right hand corner to advance to the Taxes, Benefits and Liabilities
screen of the Assistant.

27. Select the Benefit Checks to be printed and select the Printer Icon from the Toolbar.

a File Home Posting Banking Services Forms  Data Center  Reports  Windows — Help [

City Of Anytown 1000
100 North Main Street
Anytown, USA Date: 5/4/2009

§ 27195

Paytothe Onderof:  Amer. Family Life Assur.

Amourt: Tivo Hundred Seventy-One and 95/100's Dollars

Wendor Search:
M 41 of 17 | b | | 4 % | @ | Council Date: 2002 - Februsry - February 2 - |
Search: Search By: Mame ~ | Filter By:  Active -

Prirt  Company Name Outstanding Amount

| »

minton urmb

Amer. Family Life Assur ) Co
2186 720 Olive Way Suite

| |Bishop, White & Marshall P.O. Seattle WA 58101-

Cowltz Bank P.0. Bax 1518 Longview WA 58632-

Dept. of Labor & Indust P.0. Box 24106 Seattle WA 38124-0106

Employment Securty Dept. | P.O. Box 34467 Seattle WA 98124-1467 =
Fibre Federal Credit Union | 822 Commerce AVE Longview WA 98632-

HRA VEBA/REHN & Assoc. | P.0. Bax 5433 Spokane WA 53205-0433 $675.00

Kalama Goodwil Club Cowttiz Bank 03442977 Kalama WA 98625- $80.00

Kalama Police Guild Cowlitz Bank 03414315 Kalama WA 98625- $280.00

LEOFFS P.0. Box 9018 Olympia WA 93504-9013 33,356 82 R
Longshoremen Credit Union | 629 14th AVE Longview WA 98632 $574.00

Oreg. Teamster.Empl. Trust | Unit 42 P.O. Box 4300 Portland OR 57208~ $15.013.88

PERS P.0. Box 5018 Ofympia WA 98504-3018 $18.025.47
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Payroll Workflow: NACHA Run

NACHA Run
D

@ File Home Posting Banking Services  Forms  Data Center  Reports  Windows  Help

ﬁmg Direct Deposit

L

ofl | b bl |l Save | 9 Mew | % Delete | @ Pay Period: 2009 - September - September 2009

Prencte  Reference Entry Date Notes

D DEErooms |

|ACHA File Mame: Egpen |C:\Users\Chris\Documents\NACHA\nacha.bct

< Previous Finish

1. Begin by selecting the correct Pay Period at the top right of your screen.

2. Continue by selecting Add New button to add a new direct deposit run. Change the
Reference to match your records, and change the Entry Date to match your records. Add
Notes as needed.

3. You may also change the NACHA file location and name from its default using the open button
at the bottom of the screen.

4. Choose
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(@ Vision Municipal Solutions - Payroll - [NACHA Processing [E=EEN

@ File Heme Pesting Banking Services  Forms  Data Center  Reports  Windows  Help - 8 X

é;ﬂu Direct Deposit

e

4 42 of5 | b M |5 Open | Print | @ Count: 5 Amount: §4,63410
Employee’s
Include  MName Reference Social Security Amount

» Collins, Krystall K Month End Payroll | ==--5838 $303.58

Hall, Bruce Month End Payroll | *=-"-9541 §1,311.85

Junnikkala, Susan A Month End Payroll | =-=-5303 $550.49

McMaster, Constance D | Month End Payroll | =-=-0704 £1663.25

Rasmussen, Kely O Month End Payroll | =-=-5069 820493

l<Previous” Mext > H Finish HCaﬂcel l

5. Verify that all of recipients are selected and that their amounts are correct.

6. Click to proceed.
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ﬁ File Home Posting Banking Services  Forms  Data Center  Reports  Windows  Help -

éﬂu Direct Deposit

-

Grand Totals:

Total Employees

Count: 5

Amount: 34.634.10

< Previous | | Nead > | l Finish ] | Cancel |

Finish
7. Verify the count and the total and then Click to complete the NACHA Run.

EEI

@ Do you wish to print Deposit Paystubs?

8. You will be prompted to print Deposit Paystubs. Choose Yes if you wish to hand verification
to the recipients, and then click print to choose your printer when the check viewer appears.
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