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How to Use GrandMaster Suite - Earning Rate Tables

Overview

Earning Rate Tables are an optional tool that may be used to define employee salaries and rates.
When aRate Tableis used to its full capacity you never need to be concerned about an employee’s
rate change being missed. The earning rate table may be assigned to employees directly or
through the use of positions or templates.

Plant
* Rate 1
* Rate 2
* Rate 3

EARNING RATE TABLES

Earning Rate Tables help you auto-

) ] matically assign different salaries and
Earning Rate Table (with three rates for Plant workers) pay rates to employees in your payroll.
For example, you can use a single rate
table to assign different pay rates to

employees in the same
job, but with differing
\seniority. -/

Junior employees  Senior employees  Job Foreman
earn Rate ] earn Rate 2 earns Rate 3

When you create an earning rate table, you can even assign it to a specific position and have the
program determine the correct employee rate when the employee performs various positional tasks
within a pay period.

When should | use Earning Rate Tables?

When you need to define a set salary or rate scale for employees that perform similar
duties in union shop environments. The earning rate table would represent a particular
earning scale that can conform to any union agreement.

When you need to pre-determine an employee pay rate based on their position. The
program will automatically cal culate the appropriate pay rate based on the type of job
they perform.

How does it work in GrandMaster Suite?

Earning Rate Tables are defined at the payroll level. Once defined, you can apply them to your
employees as you add the employee to the payroll. Y ou can even use the Employee Template
feature to assign an Earning Rate Table to new employees automatically.

Each table allows you to specify its effective date using the Start and End date method. Each table
can contain up to 200 rows, with each row containing 10 further sub-steps. Y ou may define rates
to be hourly, by pay period, annual, by piece or determined by the earning setting.
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Optional Feature: Earning Rate Tables are optional when defining an earning. Although they
offer you great flexibility, you can still use the standard method of entering hours and setting pay
rates manually.

Earning Rate Tables and Positions

When you create a Position, a specific earning rate table may be assigned to the Position,
including the table row and step. By utilizing an Earning Rate Table with a position you ensure
that the employee will continue to be paid the correct pay rate regardless of the positional task
performed within the pay period. When the rate table istied to a Position the appropriate
Distribution for the earning will also be assigned based on the positional task performed.

«J. Position Update
File Help

Code : IPHDDUCTIDN

[escription : |F'r0c|uc:ti0n area employess

Start Date - |2DD2HD1HD‘I End Drate: IDDDDHDDIDD
Clazs : I Paszition Class

— Compenzation Settings

W Overide Earming Settings
Earning Rate Table : IPHDDUCTIDN Froduction area employess

Table Raw : |1 Step : |1

Diztribution : I
FTE : I
Equity Code I Equity Cade

Cancel |

Fig. 1
The PRODUCTION Earning Rate Table Associated with a Position

Refer to Assigning an Earning Rate Table to a Position section of this document for more
information.

Earning Rate Tables and Templates

Employee Templates provide you with greater efficiency when performing common data entry
tasks. Thetemplate may be used to apply an earning rate table to agroup of like employees. If
you need to update the template, the employees associated with the template will be updated

automatically.
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<."§! Employee Template Update x|
File  Help

Definel Settingl Fay Infc-rmatic-nl Wiark Weekl Human Resource  Base Pay |Earnings| Deduction&l .-’-‘«cc:urnulatc-rsl

Baze E arning: I 1 Salary

— Preset Hours per pay Rate Urit
¢ Fate Per Hour = Rate Per Annum
Uitz I 2080.00
" Rate Per Pay ™ Rate Per Piece

" Use Set Rate Set Fiate: | EREI

OR Earning Fate Table: Im Froduction area employees
Fiow: |1_ Step: I'I—
* Use Earning Rate Table J. I_
Fate iz 16.00 Per Hour

1].4 I Cancel

Fig. 2
The PRODUCTION Earning Rate Table Associated with a Template

Refer to Assigning an Earning Rate Tabl e using Templates section of this document for more
information.

Earning Rate Tables and Groups

The Payroll Condition Group is a useful tool in dynamically selecting certain employee when
performing various payroll tasks. Groups are available for use in all program modules. When you
apply aconditional group that has an associated earning rate table the program will search the
employee database and generate a group of employees who have been assigned the selected
earning ratetable.

In the example below, the Payroll Condition Group will search for and create the group based on
all employees who are associated with the PRODUCTION Earning Rate Table. Once the group
has been applied, the program will focus on only those employees who were found within the
database with the PRODUCTION earning rate table.
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s':_ﬁ: Payroll Condition Group

File Help
Define Dates | Selects Faproll
— Pay Sequence Selection
FPay End Date Year Fay Period Type  Sequence
Select Pay Sequence. | 2002/01/15 2002 2 M 102

— Earnings, Deductionz, and Accuriulatars

Selection Criteria

Select Eamnings... | Mo Selections
£ & Enabled for Emploves
Select Deductions. .. | Mo Selections = Current Pay Amounts
Select Accumulators... | Mo Selections " YTD Pay Amounts

* Match &MY  © MatchALL

E arning Rate Table: IPHEIDUCTIEIN List... | Production area employess
Apply Group I Save Group Conditions | Cloze |

Fig. 3
An Earning Rate Table Associated with a Payroll Condition Group

Refer to Assigning Earning Rate Tables section of this document for more information.

Working at the Payroll Level

When you begin working with Earning Rate Tables, you must start at the payroll level. Thisis
where you define the information for each table asits effective date, substitution rules, pay values,
etc. Later on once your tableiscreated, you can move to the employee level to assign it to each
employee.

Creating Earning Rate Tables

Once you have determined that an earning rate table is necessary the Earning Rate Table can be
created via commands under the Payroll Module's Payroll menu.

TO CREATE AN EARNING RATE TABLE:

1. Withapayroll selected, choose the Rate Tables - Earning command from the Payr oll menu.
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<3 Payroll Module [(XYZ_C0)

Eil= Groupz  Employes Calculation Beports Year-End  Help

E? D“‘ ‘ﬁ ﬁ Paproll Infarmation.... :l
Electronic Funds Tranzfer 3
“Wworker's Compenszation...

AYE Company' f| - Provincial Health,..

Pay vear Earmings...
Period: Deductions. ..

Sequence: Accurnulators...

Distribution T ables. ..

Position Update... L eduction...
Emplovee Template Processing #| Accumulator...

Calendar Update...

Standard Work Week...

Import/E sport Functions 3

Fig. 4
The Rate Tables - Earning Command

This opensthe Global Earning Tables dialog box that displays alist of tablesthat have been
defined for the current payroll.

+J. Global Eaming Tables

File Help
— Fate Table
; T Earning rate table For ABE Co. o
ABC_HOURLY 2882/81/081 Abc hourly employees
PLANT Plant employees
SALES Earning rate table for Sales staff
[
Inzert... Duplicate... Edit... Delete
Exit |
Fig.5

The Global Earning Tables Dialog Box With 4 Earning Tables

2. Choosethe Insert button and enter a unique name for the new table in the Table Code field.
Define aname that will help you identify thistable in the future. For example, if your tableis
primarily for Production-based employees, you could name it "Production”.

Inzert New Table E

Table Code: IPHDDUCTIDN
G|

Fig. 6
The Insert New Table Dialog Box with Name Added

3. Click OK to assign the nameto your new table. This opensthe Global Earning Table Entry
dialog box where you can define the details for the new table.
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2. Global Earning Table Entry

File Help

Code: Im Drescription: |
— Effective Date Range Fiate Unit
From: [0000/00400 | Te: [0000/00/00  Hour & Full Table

= Pay Period " Base Earning Only

= Annual £ Row iz Earning
" Piece

r— Substitution Rules

— Search Handling
= Limit AND D ays & Limit Orly
= Limit OR Days = Days Only
™ Search Forward £ Mot Searchable {* Eaming Set

— Fiate Table

Row
Row
Row
Row
Row
Row

- -
4| 3
i Cancel |

2

ShoW 00 RO ek
T T TIT]

Fig. 7
The Global Earning Table Entry Dialog Box

4. UsetheDescription field to enter abrief description that will help you identify thistablein
the future. For example, if your table nameis PRODUCTION, the description could read
"Production area employees’.

5. If your table is dependent on certain dates, enter these dates in the Fromand To fields. For
example, you could use thisfeature if your company has a union contract that specifies certain
rates to be applicable for a pre-determined length of time.

Refer to the Defining Earning Rate Tables to use Effective Dates section of thislesson for
further information.

Note: If your table is to be used at all times, you do not need to enter any Start or End dates.

6. Inthe Search Handling section, choose aradio button that corresponds to the method the
program will use when searching the earning table for the applicable rate. For example, you
can instruct the program to verify that the employee works a set number of days or hours
before they receive a pay rate increase.

The following figure shows a completed Step Entry dialog box and the table that follows
outline each of the Search Handling methods and briefly describes how each one works.
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,':_ﬁ: Step Entry

Fil=  Help

Step 1:
Step 2
Step 3
Step 4:
Step &:
Step E:
Step 7
Step &
Step 3
Step 10:

Table Row #:

Rate Limnit

15.00000 ¥20.00000

17.60000 2880.00000

18.60000 4500.00000

21.00000 5300.00000

22.50000 7500.00000

24.00000 5800.00000

26.75000 11000.00000

23.00000 11700.00000

31.75000 13100.00000

34.00000 15000. 00000

i LCancel |

Fig. 8

A Sample Step Entry Dialog Box for a Rate Table Row

Limit AND
Days

When this option is selected the program will determine the correct
rate based on both the Limit and Days. Thisoption MUST assume
the row that satisfies both conditions.

Limit - Compares to avalue, amount of units, hours, etc., in an
accumul ator to determine the row. Y ou must define a specific
accumulator that will accumulate the values to be used when
searching the rate table to find the correct rate.

For example, using the rate table shown above, we have defined the
Limit column to be based on hours worked with the first step
requiring an employee to have worked a minimum of 720 hours and
90 days before the program would step to the next rate level. When
defining the accumulator to be used to track the Limit value or units,
you would choose the % of Hours accumulator cal culation method.
Y ou would define the % rate as 100% and choose the Hourly and
Overtime earnings on which to evaluate. Thisaccumulator will add
1 hour, or unit, to the accumulator balance for every hour worked as
Hourly or Overtime.

Note: For more detailed information on Accumulators, their use and
how to set up an accumulator, please refer to the Accumulators
online help topics.

Days - Refersto the number of calendar days since the employee’'s
Start Date.

Since both conditions must be satisfied when using the Limit AND
Days option, the table will take the lower position in the table of the
two unless both conditions are met on the same row.

Using thistable, if an employee has been employed for 600 days and
the accumulator tracking hours worked has reached 3500 hours, the
table will assign arate of 17.50 per hour to the earning.
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Limit Only

This option (the program default) requires you to assign the rate table
to an accumul ator to determine the correct rate.

Limit OR Days

When you select this option, the rate table assumes the row that
satisfies the higher of the two conditions.

For example, using the above table, if the company had employed
the employee for 600 days but had only worked 3000 hours, the
program would assign 18.50 asthe rate. In this case the Days
employed were the higher of the two conditions.

DaysOnly

When you select this option, the correct rate will be determined by
the user-defined number of calendar days since the employee start
date.

Search Forward

When you select option, the program will search forward in the table
from a specified cell (row and step) as the starting point for the
search when resolving a pay rate.

The search will also adjust the accumulator value passed to the
program so that the limit tests for the search will reflect the starting
point limits. The starting position for the rate table will be
determined by the step and row defined in the earning update. This
allowsindividual employeesto have varying starting points within
therate table.

Not Searchable

Y ou must define the Row and Step when this option is selected.

11

Note: Any search handling option selected that includes Limit as a parameter MUST have an
accumulator associated to it to track the limit values.

7.

In the Rate Unit section, choose a radio button to determine the item that corresponds to the

earning unit type. Thefollowing table provides a description of each of the available options

Hour

When this option is selected the values defined in the rate table will
be treated as hourly earnings.

This setting will override the rate unit type settings at the employee
or payroll levelsif the rate table is assigned to the earning.

Pay Period

When the user selects this option the values contained in the rate
tablewill be treated as a pay period rate. Thisoption is most
commonly used for employees who are salaried.

This setting will override the rate unit type settings at the employee
or payroll levelsif the rate table is assigned to the earning.

Annual

This option will set the earning rate as an annual salary amount.

The advantage to using this option is the user may define an
employee’ s rate as ayearly and the program will determine the
correct amount to process each pay period.

This setting will override the rate unit type settings at the employee
or payroll levelsif the rate table is assigned to the earning.

Piece

If the earning is to be based on piecework the user should select this
option.

This setting will override the rate unit type settings at the employee
or payroll levelsif the rate table is assigned to the earning.

Earning Set

Thisoption isthe program default and when sel ected the rate unit
type will be governed by the earning set up rather than the earning
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table.

8. Inthe Substitution Rules section, choose a radio button to determine the item to which the rate
table applies. The following table provides a description of each of the available options

Full Table The Full Table rule isthe program default and places alimitation on
the earning to which the earning rate table may be applied. When
using this option, the entire table will be searched in order for the
program to resolve arate.

Y ou may apply arate table to any of the 200 available earnings that
the program supports.

Base Earning Choose this option to restrict the earning table to be used only with
Only an employee’ s Base Earning. If you choose this option, you MUST
Base Earning defined for the employee. The employee Base Earning
may be defined during the Add Employee to Payroll function, or by
editing the employee' sPayroll Specific Information.

Row isEarning | Thisoption relatesthe selected or identified table row to the related
earning number (of the available 200 earnings), this allowing each
earning to have up to 10 steps.

In the following example, when the earning table row isset to " 1"
the rate table will apply to the Salary earning. When the earning
tablerow isset to "10" the rates on that row will be used by the
Hourly earning.

Substitution Rules

= Full Table
i Baze Earning Only
" Row iz Eaming

Fig. 9
This Setting Will Use the Full Table to Resolve the Pay Rate

Once you have applied the applicable Effective Date, Search Handling, Rate Unit, and
Substitution Rules, you are ready to define the actual Rate Table.

9. Double-click onthefirst row in the Rate Table section. This opensthe Step Entry dialog box
that is used to define the Rate Table with the appropriate Days (if the table search handling
uses the days method), the Rate for the individual step, and the Limit value to be used by an
accumulator to determine the step limit.
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Earning Rate Tables

Fil=  Help
Days Rate Limnit

Step 1: | a0 | 15.00000 | 720.00000
Step 2 | 360 | 1750000 | 2880.00000
Step 3: | 540 | 1850000 | 4500.00000
Step 4: | 720 | 21.00000 | 5900.00000
Step 5: | 300 | 2250000 | 7500.00000
Step E: [1080 | 2400000 | 8800.00000
Step 7 [1260 | 2675000 | 11000.00000
Step B: [1440 | 23.00000 | 11700.00000
Step 3 [1620 | 31.75000 | 13100.00000
Step 10: [1800 | 34.00000 | 1500000000
Table Row #: 1 ; ﬂ'
Fig. 10

The Sep Entry Dialog Box (complete with Days, Rate and Limit values)

Using the above example you can see that this table steps up every 180 days or every 1400

hours worked depending on the Search Handling option sel ected.
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10. When the Step Entry dialog box has been completed, click OK to save the changes and return

to the Global Earning Table Entry dialog box. Rate Table Row 1 will now display the rates

for the row that you defined.

3. Global Eaming Table Entry
File  Help

Code; IPHDDUCTIDN Drezcriphion: |F'mduction area employess

— Effective Date Range Rate Unit — Substitution Bules
From: [0000/00/00 | Te: |0000/00/00 ) Hour " Full Table
— Search Handing = Pay Period = Baze Eaming Only
€ Limit AND Days & Limit Only ® Al LA
= Limit OF D aps = Dayz Only " Piece
™ Search Farward = Mot Searchable (" Earming Set
— Fate Table
Row 1: 15 .8806848 17.588808 18.500888 21.l;|
RoW 2. —
Row H
Row H
Row H
Row 6: -
1| 3
LCancel |
Fig. 11
The Updated Row Entry

If additional rows require definition use the same process outlined above to define each row.

Note: The Earning Rate Table may have up to 200 rows, each having up to 10 steps.
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11. Oncethe settings for the Earning Rate Table have been defined and you are satisfied with the
settings, click OK to close Global Earning Table Entry dialog box. Thisreturnsyou to the
Global Earning Tables dialog box where your newly defined rate table will appear.

s':_ﬁ: Global Earmning T ables

File Help

— Fate Table
ABC Earning rate table for ABC Co. =]
ABC_HOURLY 20027017061 Abc hourly employees

PLANT Plant employees
. PRODUCTION Production area employees
SALES Earning rate table for Sales staff

Inzert... Duplicate... Edit... Delete

Fig. 12
The New PRODUCTION Rate Table

Duplicating Earning Rate Tables

If you need to create an earning rate table that is very similar to an existing one you can create an
exact copy instead of creating it from scratch.

TO DUPLICATE AN EARNING RATE TABLE:

1. Withapayroll selected, choose the Rate Tables - Earning command from the Payr oll menu.
This opensthe Global Earning Tables dialog box that displays alist of tables that have been
defined for the current payroll.

2. Select the Earning Rate Table you wish to copy by clicking on it once with the mouse. This
highlightsthe row in thelist.

s':_ﬁ: Global Earmning T ables

File Help
— Rate Table
ABC Earning rate table for ABC Co. ;[
ABC_HOURLY 20027017061 Abc hourly employees
PLANT Plant employees
. PRODUCTION Production area employees
SALES Earning rate table for Sales staff
Inzert... Duplicate... Edit... Delete
Exit |
Fig. 13

The PRODUCTION Tableis Selected

3. Choose the Duplicate button. This opensthe Global Earning Table Entry dialog box and
populates the various fields with the information from the selected rate table.
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Fil= Help

IPHDDUCTIDN

Code:

Description: |F'r0c|uc:ti0n area employees

Earning Rate Tables

— Effective Date Range — Rate Urit — Substitution Rules
From: IUUUDHDD;’DD " Hour & Full Table
To [aooaso0s0a " Pay Perind ~ Base Eamirg Orily
- = Annual
r— Search Handling . " Row iz Eaming
i~ Piece
= Limit AMD D ays o Limit Onily o (Bl S
= Limit OR Daps = Diayz Only
™ Search Fonsard = Mot Searchable
—Rate Table

Fig. 14

The Duplicated Table with the Information Filled In
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4. Changethe name of the table by entering anew name in the Code field. For example, if you
are duplicating the Production table, you could rename the copy Production2. Itisimportant

to rename the duplicated table so that you can differentiate between its original counterpart.

5. Update the remaining data fields as required and click OK to close the dialog box. This
returns you to the Global Earning Tables dialog box where your new table appears.

s':_ﬁ: Global Earning T ables

File Help

— Fate Table

Plant employees

PLANT

SALES

Ingert... Duplicate... Edit...

ABC Earning rate table for ABC Co.
ABC_HOURLY 2802/81/61 Abc hourly employees

Production area employees

" PRODUCTION Production area employees

Earning rate table for Sales staff

Delete

Fig. 15
The Duplicated Table Entitled PROD2

Modifying Earning Rate Tables

If you need to change the information for an earning rate table you can do so at any time. Any
changes you make to an Earning Rate Table will automatically be applied to all employeeswho

have the table assigned.
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TO MODIFY AN EARNING RATE TABLE:

1.

With apayroll selected, choose the Rate Tables - Earning command from the Payr oll menu.
This opens the Global Earning Tables dialog box that displays alist of tables that have been
defined for the current payroll.

Select the Earning Rate Table you wish to modify by clicking on it once with the mouse. This
highlightstherow in thelist.

Choose the Edit button. This opensthe Global Earning Table Entry dialog box so you can
view or edit the various data fields.

Modify the datafields as required and click OK to close the dialog box. As mentioned earlier,
any employees who have this table assigned to them will automatically have the new settings
applied.

Note: If you modify the Name of an Earning Rate Table you will need to reassign it in various
program locations based on the new name. For example, if you assigned the Production rate

table to a Position record then renamed the rate table to Prod, the Position record would still be
looking for the Production table (which no longer exists).

Deleting Earning Rate Tables

If you no longer require an earning rate table you can remove it from the program completely.
Thiswill prevent other users from using it by mistake.

TO DELETE AN EARNING RATE TABLE:

1.

With apayroll selected, choose the Rate Tables - Earning command from the Payroll menu.
This opensthe Global Earning Tables dialog box that displays alist of tables that have been
defined for the current payroll.

Select the Earning Rate Table you wish to remove by clicking on it once with the mouse.
This highlights the row in thellist.

Choose the Delete button. This displays a prompt asking you to confirm the permanent
removal of thetable.

Delete Confirmation

Thiz action cannot be undone. Do you wish to continue?

Fig. 16
The Delete Confirmation Prompt

Choose Yesto complete the procedure. The Global Earning Tables dialog box is updated as
the earning rate tableis removed.

Assigning Earning Rate Tables

Once you have created an earning table you can employ it using a variety of methods.
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Assign it through the use of aPosition
Assign it through the use of a Template
Assign it through the use of a Group

Assignit directly to an employee

Assigning an Earning Rate Table to a Position

Earning rate tables may be applied to your employees automatically through the use of the
Positions feature. Many companies use this "Positional Rate Table" method to override their
employees' earnings. This method can help ensure that the employees are paid the correct rate
regardless of the positional task they perform within agiven pay period.

Note: The following section assumes that you have created a position to which you can assign the
earning rate table. If you have not yet created a Position, refer to the How To Use Positions
document.

TO ASSIGN AN EARNING RATE TABLE TO A POSITION:

1. From the Payroll Module, choose the Payroll - Position Update command.

. Payroll Module [XYZ_CO0)

Fil= Groupz Employes Calculation  Beportz  Year-End  Help

E D““ ‘ﬁﬁ ﬁﬁ Payrall Inkarrnation. . :l
Electronic Funds Transfer 3
“worker's Compensation. ..
X7Z Company' f| - Provincial Health...

Pay ‘vear: Earninge...
Period: Deductions...

Sequence: Accumulators...

Digtribution Tables...
Biate Tables 3
Position Update. ..

Ernplovee Template Pracessing »

Calendar Update...

Standard whork Wweek...

Import/E xpart Functions 3

Fig. 17
The Position Update Command

This opens the Employee Positionsdial og box that displays alist of Positionsin the current
payroll.
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<§. Employee Positions

Fil=  Help
— Poszition
TPRODUCTION Production area emplogees oo
SALES S5ales department employees
WELDER Welder crew

[~
Inzert... Edit... Delete
Exit |
Fig. 18

The Employee Positions Dialog Box with 3 Positions

2. Select the Position to which you would like to assign the earning rate table (in this example,
we will choose PRODUCTION) then click Edit. This opens the Position Update dialog box.
Y ou will edit the Earning Rate Table information to override the default earnings for
Production-based employees.

s':_ﬁ: Position Update
Fil=  Help

Cade : IF'F!EIDLIETIEIN

Diescription : |F'rc-duc:tic-n area employess

Start Date : |2DU2HD1HD‘I End Drate: IDUUDHUD;’DD
Clazs : I Position Class

Compensation Settings

I~ Oweride Eaming Settings

Earing Rate Table : I
Table Row : I Step: I

Diztribution : I
FTE : I
Equity Code : I Equity Code

Cancel |

Fig. 19
The Position Update Dialog Box

3. Under the Compensation Settings section, place a check in the Override Earning Settings
checkbox. Thiswill require you to further define the earning table that will be used in place
of the default earning.

4. To definethe earning table, place the cursor in the Earning Rate Table field and press<F8>.
This opensthe Global Earning Tables dialog box that displays the existing earning tables
available for use with this payroll.
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‘k Pozition Update

Fil= Help

Code: IPHDDUCTIDN

Description : |F'r0c|uc:ti0n area employess

Start Date IEDDEHD‘I | End Drate: IDEIEIEIJEIEIJDEI
Clazs : I Puosition Class

— Compenszation Setting:

v Owemide Eaming Settings

Earning Rate Table : I

IECEGEIR 5 Global Earning Tables

Eil= Help
Distribution = | Riate Tables
FTE - ABC Earning rate table for ABC Co. ;l
' ABC_HOURLY 2002/781/81 Abc hourly employees
Equity Code PLANWT Plant employees
PROD2 Production area 2 employees
i PRODUCTION Production area employees
SALES Earning rate table for Sales staff
Ll
Ingert... Duplicate... Edi... Delete |
(].4 I Cancel |
Fig. 20

The Global Earning Tables Dialog Box with 6 Available Earning Tables

Note: If there are no available earning tables in the list, refer to the Creating Earning Rate Tables
section of this document.

5. Select the desired Earning Table from thelist (in this example, we will choose
PRODUCTION) then click OK to apply it to the current Position. This closes the Global
Earning Tables dialog box and adds the name to the Earning Rate Table field.
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s':_ﬁ: Position Update

Fil=  Help

Code : IPHDDUCTIDN

Diescription : |Production area employees

Start Date : |2UU2HU1 A0
Clazs : I Position Class

End Date: IUUDDHUU;’DU

— Compenzation Settings

W Owveride Earming Settings
Earning Rate Table : IPHDDUCTIDN Froduction area employess

Table Fow I 1 Step: I 1
Diztribution : I
FTE : I

Equity Code : I Equity Code

Cancel |

Fig. 21
The Earning Rate Table Applied to the Position

6. Enter the appropriate valuesin the Table Row and/or Step number fields that correspond to the
assigned Rate Table. Refer to the Creating Earning Rate Tables section of this document for

more information on Table Row and Step settings.

7. Click OK to close the dialog box and save the change. The Position will now operate based

on the settings you specified.

All employees who are associated with the PRODUCTION Position will now have their
earnings automatically generated using the values in earning rate table you have just assigned.

Assigning an Earning Rate Table using Templates

Earning rate tables may be applied to new employees automatically through the use of the
Employee Templates feature. Templates can help you easily apply the table to groups of

employees who perform the same tasks.

Note: The following section assumes that you have created a template to which you can assign the
earning rate table. If you have not yet created a template, refer to the How To Use Templates

document.

TO ASSIGN AN EARNING RATE TABLE USING A TEMPLATE:

1. From the Payroll Modul€e's Payroll menu choose the Employee Template Processing -

Employee Templates command.
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Eil= Groupz  Employes Calculation  Beports

5 'ay

) | i

Xv'Z Comparny b

Fay Year:
Period:

Sequence:

PBayroll Information. .
Electronic Funds Tranzfer
“Wworker's Compenszation...
Provincial Health...

Year-End Help

-

(2]

Earings...
Deductions...
Accumulators. .

Distribution T ables. ..
Rate T ables

Position Update...
Emplovee Template Pro

Employee Templates..

Calendar Update...

Update with Template...
Mazz Update with Template...

Standard Work Week...

Update E arning with Percent...

Import/E sport Functions 3

Fig. 22
The Employee Templates Command

This opens the Employee Templates dialog box that displays alist of templatesin the current
payroll.

<4, Employee Templates [ <]
Fil= Help
— Templates

SALARY

PXN7 €0 Hourly Enplouees
X¥2_C0 Salaried Employees

[ -]

Inzert... [Duplicate. .. Edit... Delete

Exit |

Fig. 23
The Employee templates Dialog Box with 2 Templates

Select the template to which you would like to assign the earning rate table (in this example,
we will choose HOURLY) then click Edit. This opens the Employee Template Update dialog
box. You will edit information under the Base Pay tab to override the default earnings for
employees who are associated with the Hourly template.
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<."§! Employee Template Update x|
File  Help

Deefine | Settingl Pay Infc-rmatic-nl “whork Weekl Hurnan Hesourcel Base F'ayl Earningsl Deduction&l .-’-‘«cc:urnulatc-rsl

Cade: IHDLIF!LY

Deszcription: IXYZ_CD Hourly Employees

From: |2DD2HD1 /M Ta IUUDDHUDHUD

Cancel |

Fig. 24
The Employee Template Update Dialog Box

3. Choosethe Base Pay tab to access information related to the base earning rates for new
employees.

Jh Employee Template Update

File  Help

Definel Settingl Fay Infolmationl wiork ‘wWeek | Human Fesource  Base Pap |Earnings| Deductions .-’-‘«ccumulatorsl

Baze Earming: I 10 Hourly

— Preset Hours per pay R ate Lrit
Ui ¢ Rate Per Hour ™ Rate Per Annum
niks: I—
" Rate Per Pay " Rate Per Piecs

& Use Set Rate Set Rate: [000

0R Earning Table: I—
Rl I_ Step: I_
= Use Earning Table Accumulator I—
Rate iz

Fig. 25
The Base Pay Tab

4. Ontheleft side of the dialog box, choose the Use Earning Table radio button. Thisaction
enables the edit fields that appear beside this option. Now you must further define the earning
table that will be assigned to new employeesin place of the default earning.

5. Todefinethe earning table, place the cursor in the Earning Table field and press<F8>. This
opens the Global Earning Tables dialog box that displays the existing earning tables available
for use with this payroll.
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s':ﬁ: Employee Template Update
File  Help

Definel Settingl Fay Informationl Wiark W’eekl Human Flesource  Base Pay | Earningsl Deductionsl Accumulatorsl

Base Earning: I 10 Hourly

— Preset Hours per pay Fiate Unit

& Rate Per Hour £~ Rate Per Annum
Units: I
" Rate Per Pay " Rate Per Piece

" Use Set Rate Set Rate: I
oR E aming R ate T able; I

,':ﬁ: Global Earning Tables

% Use Eaming Rate Table Eile Help

~ Rate T ables
TABC . Earning rate table For ABC Co.
ABC_HOURLY 2@82/681/81 Abc hourly employees
PLANT Plant employees
PROD2 Production area 2 employees
PRODUCTION Production area employees
SALES Earning rate table for Sales staff
Inzert, .. Duplicate... Edit... Delete |

Fig. 26
The Global Earning Tables Dialog Box with 6 Available Earning Tables

Note: If there are no available earning tables in the list, refer to the Creating Earning Rate Tables
section of this document.

6. Select thedesired Earning Table from thelist (in this example, we will choose
ABC_HOURLY) then click OK to apply it to the current Template. This closes the Global
Earning Tables dialog box and adds the name to the Earning Table field.
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<."§! Employee Template Update x|
File  Help
Definel Settingl Fay Infc-rmatic-nl Wiark Weekl Human Resource  Base Pay |Earnings| Deduction&l .-’-‘«cc:urnulatc-rsl
Baze E arning: I 10 Hawirly
— Preset Hours per pay Rate Urit
(% Rate Per Hour £ Rate Per Annum
Units: I _
" Rate Per Pay ™ Rate Per Piece
¢ Use Set Rate Get Rate: |
OR Earning Fate Table: IAB C_HOURLY 200240101 Abc hourly emplovees
Fiow: I Step: I
# Use Eamning Rate T abl
=3 RIS e Aceurnulator: I
Rate is: 10.00 Per Hour

Cancel

Fig. 27

The Earning Rate Table Applied to the Template

7. Enter the appropriate valuesin the Table Row and/or Step number fields that correspond to the
assigned Rate Table. Refer to the Creating Earning Rate Tables section of this document for
more information on Table Row and Step settings.

8. Click OK to close the dialog box and save the change. The template will now operate based
on the settings you specified.

All subsequent employees who are added to the payroll using the HOURLY template will
now have their earnings automatically generated using the values in earning rate table you

have just assigned.

Assigning an Earning Rate Table to a Group

Earning Rate Tables can be assigned to a Payroll Condition Group. This group can then be used
to load any employees who are associated with the particular earning rate table.

The following section will discuss the creation of a basic Payroll Condition Group that has only
one criteria -- those that are assigned a particular earning rate table. To learn more about Groups,
refer to the How To Use Groups document.

Note: The following section assumes that you have created an earning rate table. If you have not
yet created a table, refer to the Creating Earning Rate Tables section of this document.

TO ASSIGN AN EARNING RATE TABLE TO A GROUP:

1. From the Payroll Module's Groups menu choose the New - Payroll Condition command.
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<3 Payroll Module [(XYZ_C0)

LCloge
Delete Fayrall

Save... 2002
Save Az, 3
Sart... 103

Modify List ...
Wiew...
Refresh ...

Fig. 28
The New - Payroll Condition Group Command

This opens the Payroll Condition Group dialog box that allows you to specify the conditions
that an employee must meet before they can be included in a given group.

Enter a Group Code (name) for the new group along with a brief Description that will help
you to identify this group in the future.

s':_ﬁ: Payroll Condition Group

Fil=  Help
Define | Dates | Selects I Payrall
Group Code: IEAHNTAB LE
Description: |Hate table employess
Apply Group I Save Group Conditions | Cloze |
Fig. 29

The Payroll Condition Group Dialog Box with Sample Name and Description

Click onthe Payroll tab. Thistab allows you to create groups that include a specific payroll
run, employees that have a specific Earning, Deduction, and/or Accumulator or employees
that earn amounts based on a specified Earning Table.
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s':_ﬁ: Payroll Condition Group

Fil=  Help

Define Dates | Selects Fayroll

— Pay Sequence Selection

FPay End Date Year Fay Period Type  Sequence

Select Pay Sequence. | 2002/01/31 2002 3 M 103

— Earmings, Deductions, and Accumulatars - —
Selection Criteria

Select Eamnings... | Mo Selections
£ & Enabled for Emploves
Select Deductions. .. | Mo Selections = Current Pay Amounts
Select Accumulators... | Mo Selections " YTD Pay Amounts

* Match &MY  © MatchALL

Eaming Rate Table: I List.. |

Apply Group I Save Group Conditions | Cloze |

Fig. 30
The Payroll Tab

As mentioned earlier, this group will have only one criteria-- those employees who are
assigned to a pre-existing earning rate table.

4. Todefinethe earning table, choose the List button (or place the cursor in the Earning Table
field and press<F8>). Thisopensthe Global Earning Tables dialog box that displaysthe
existing earning tables available for use with this payroll.

<. Payroll Condition Group

File Hel =
= =oF <. Global Earning Tables

Defing I E”B ﬂelp

—Pay Sequence — Rate Tables
CRIC Earnina rate table for ROC Coo s
Select Pay & ABC_HOURLY 2882781781 Abc hourly employees
——— || PLANT Plant employees
— PROD2 Production area 2 employees
- Eamings. Dedu PRODUCTION Production area employees
SALES Earning rate table for Sales staff
Select E:
Select Ded _I
Select &
EEE R, Inzert... | Dgplicate...l Edit... Delete |

i+ Match ANY (] 8 I Cancel |

Earning Fate Table: I List... |

Apply Group I Save Group Conditions | Cloze |

Fig. 31
The Global Earning Tables Dialog Box with 5 Available Earning Tables

Note: If there are no available earning tables in the list, refer to the Creating Earning Rate Tables
section of this document.
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5. Select the desired Earning Table from thelist (in this example, we will choose
PRODUCTION) then click OK to apply it to the current Group. This closes the Global
Earning Tables dialog box and adds the name to the Earning Rate Table field.

«§. Payroll Condition Group
Fil= Help

Diefing Dates | Selects Paprall

— Pay Sequence Selection

Fay End Date Year Fay Period Type  Sequence

Select Pay Sequence... 2002/04/30 2002 g M 108

— Eamings. Deductions, and Accumulators

Selection Criteria

Select Earnings... | Mo Selections
e * Enabled for Employes
Select Deductions. .. | No Selections = Current Pay Amounts
Select Accumulators... | Mo Selections LA

i Match &MY MatchALL

Eaming Rate Table: IPFIEIDLIETIEIN List.. | Production area employess

Apply Group I Save Group Conditions I

Fig. 32
The Earning Rate Table Assigned to the Group

6. Choose the Apply Group button from the bottom of the Payroll Condition Group window.
This enables your Group for the current payroll session and applies each of the defined
settings.

Once the group has been applied, a message appears showing the number of employees that
areincluded in the group, based on your defined condition.

7. Choose the Close button to exit the dialog box. Y ou group is now in use and only those
employees who are associated with the PRODUCTION earning Rate Table are |oaded.

Note: Saving the Group - If you plan to use this group in a later session remember to save it
before you close the Payroll Condition Group dialog box.

Working at the Employee Level

Earlier at the Payroll level, you assigned Earning Rate Tables using Positions and Templates.
These methods are best used when working with multiple employees or groups of employees.

However, there are times when you may need to assign an earning rate table on an employee by
employee basis. The Employee Module allows you to access the employee-specific datayou
require to work with Earning Rate Tables on an individual employee basis.
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Rate Table Hierarchy

GrandMaster Suite allows you to assign an earning rate table in several employee-level locations.
Therefore isimportant to know the program's hierarchy when processing an employee's pay
according to an assigned table. The program applies earning rate tables in the following order:

1. HoursEntry - If you assign an earning rate table viathe Positionsfield in the Hours Entry
dialog box, the program will use thisrate tablein all cases. For example, if the employee has
adifferent rate table attached to their Salary earning, the program will disregard that earning-
based rate table and use the one defined in the Hour s Entry dialog box.

2. EarningBased - If you attach an earning rate table to an employee earning (e.g. a Salary
earning type), the program will use thisrate table as long as no other rate tableis assigned in
the Hours Entry dialog box (see above).

3. Payroll Specific Information - If you assign an earning rate table to an employee in the
Payroll Specific Information dialog box, the program will use this rate table as long as no
other tables are assigned (whether in the Hours Entry dialog box or attached to any of the
employee's earnings). For example, if you assign the PRODUCTION earning ratetablein
this dialog box then move to the Hours Entry dialog box and specify adifferent rate table, the
table you defined in the Hours Entry dialog box will take precedence.

Assigning an Earning Rate Table During Hours Entry

Earning Rate Tables can be assigned to an employee while you are entering their hours each pay
period. Whilethis method is less automated, your particular payroll needs may necessitate this
approach.

As mentioned earlier, when you assign an earning rate table in the Hours Entry dialog box, you
assure that the assigned table will take precedence over any other table that may be assigned
elsewhere.

The only method for defining an earning rate table during the hours entry procedure, isto assign a
table that is attached to an existing Position.

Note: The following section assumes that you have created a position to which you have assigned
an earning rate table. If you have not yet created a Position with an attached earning rate table,
refer to the How To Use Positions document.

TO ASSIGN AN EARNING RATE TABLE DURING HOURSENTRY:

1. From the Payroll Module choose the Employee- Hours Entry command.
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<3 Payroll Module [(XYZ_C0)

Eil=  Groups EE Paproll  Calculation  Beportz Year-End  Help
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ST Add Employee. ..
Pending Termination...

Pay. iC wizard Settings. ..

Period:
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Fig. 33

The Employee - Hours Entry Command

This opens the Employee Hours Entry dialog box that allows you to select a pay sequence and
employee so you can begin entering the hours they have worked.

s':ﬁ: Employee Hours Entry
Fil= Help
— Date Range

Starting: |2DD2JD1 Al Ending: |2DD2HD‘I /31

— Emplopes

Mame: I

Mumber:

<« Previous Employee Mest Employes >> I Set Search Technique. .. |

Enter Time... I Cloze

Fig. 34
The Employee Hours Entry Dialog Box

In the Starting and Ending fields, define the first and last days of the current pay period. If
you do change these fields, the program will assign the val ues based on the period after the
last closed pay period.

Choose the Next Employee button to load the information for the first employee in your list.
Depending on the Search Technique you have defined, this may be on a Surname basis
(alphabetically) or by their Employee Number or Badge Number (if defined).

Regardless of the Search Technique defined, an employee's name will appear in the Name
field. You are now ready to enter their hours.
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i Employee Hours Entry

Eil=  Help
— Date Range
Starting: IM Ending: IM
— Emplayes
Mame:  |ABRAM MIKE
Mumber: 1a
£¢ Previous Employes Hest Employes >> Set Search Technique. .. |

{Enter Time.

Lloze |

Fig. 35

The Employee Hours Entry Dialog Box with an Employee Loaded

4. Choosethe Enter Time button to open the Hours Entry dialog box. Thisiswhere you can
begin entering the actual time your employee has worked during a given pay period.

Note: Accessing Hours Entry - The preceding four steps showed how to access the Hours Entry
dialog box from within the Payroll Module. You can also access the Hours Entry dialog box directly
from the Employee Module by choosing the Data - Enter Hours command.

10 {4} ABRAM MIKE

&, Hours Entry -

File  Optionz  Help
— Eaming Entries
Pay Sequence  From: 2002/01/16 Ta:  2002/01/31 Total Hours: I .oa Delete Howl
4| | 2
—Data Entry Fields
Date Eaming Hours Prazition Fate Arnount Pravince
|2002/01/31 | o | .oom | |
Job Area Sub Area Activity Sub Activity
Reference Digtribution
Farced Rate: I_ E arning Description: |
<< Previous Employes | Mext Employes >> Select Employee... |
QK LCancel

Fig. 35
The Hours Entry Dialog Box

Note: Display Fields - The Hours Entry dialog box shown above may display more edit fields than
you have showing in your dialog box. In most cases, you only need to access a few of the data
entry fields when entering your employee hours (thus the other data fields are not required). You
can specify which edit fields to show or hide by choosing the Fields to Use command from the

Options menu.
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As mentioned earlier, you can only define an earning rate table in this dialog by assigning one
that is attached to an existing Position.

5. Toassign the Position, place the cursor in the Position field and press<F8>. This opensthe
Employee Positionsdialog box that displays the existing Positions available for use with this

payroll.

3. Hours Entry -

10 {A} ABRAM MIKE

Fil= Option:  Help

— Eaming Entries
Pay Sequence

L

From: 2002/01/16

Too 2002401431 Total Hours: I .00 Delete Howl

| o

— Data Entry Figlds

Fig. 36

<< Previous Emple

WELDER

Inzert...

Date Eaming Hours Pozition Rate Lmount Province
|2002/01431 | o | .oooo | | |
Job ,':ﬁ: Employee Positions

File Help
iElEIEDe r— Positions

“PRODUCTION Production area emplovees
Forced Rate: I_ SALES Sales department employees

Welder creuw

[

Edit... Delete

(1] I LCancel |

The Employee Positions Dialog Box with 3 Available Positions

Note: If there are no available positions in the list, refer to the How to Use Positions document.

6. Select the desired Position that already has an earning rate table assigned (in this example, we
will choose PRODUCTION) then click OK to close the Employee Positions dialog box. The
selected Position nameis now added to the Position field.
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«§. Hours Entry -

10 {A} ABRAM MIKE

Fil=  Options  Help
— E amning Entries
Pay Sequence  From: 2002/01/16 Te: 200240043 Tatal Hours: I {ui] Delete Fiowl
>
| | »
—Data Entry Figlds
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|2002/01 /31 | o || .oomo |PRODUCTION | | |
Job Area Sub Area Activity Sub Activity
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| |DEFULT
Forced Rate: I_ E arning D escription; |
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LCancel

Fig. 37

The Earning Rate Table Applied to the Employee via the Attached Position

Because the Position has an earning rate table assigned to it, this employee will now have
their earnings processed based on the attached rate table.

Assigning an Earning Rate Table to an Earni

ng

Earning Rate Tables can be assigned directly to an employee earning. This method allows you to
override the earning's set rate while still taking advantage of regular earning functions.

This section describes the necessary stepsto modify the earning's settings on an empl oyee-by-

employee basis.

TO ASSIGN AN EARNING RATE TABLE TO AN EARNING:
1.

<§. Payroll Module (XYZ_C0)

From the Payroll Module choose the Employee- Employee Menu command.

Eile  Groups WSUaiEl Paproll  Calculation  Beports Year-End  Help

e

]

Hourz Entry...

E2)0

Emploves Module...

Add Employee. ..
Pending Teminatian...

HE T

Fay e
Period:

Sequence:

wizard Settings. ..

103

Fig. 38
The Employee Menu Command
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This opens the Employee Modul e where you can update an individual employee's payroll-
related information.

,':_ﬁ: Employee Module - X¥Z_CO0 : Ho Employee Selected

Fil=  Employee  Profle  Data  Calculation Beportz  Help
= = =

s e el ) 28]
Hr'Z Cormpany Payrall

Fig. 39

The Employee Module

Choose the Next Employee icon to load the information for the first employeein your list.
Depending on the Search Technique you have defined, this may be on a Surname basis
(alphabetically) or by their Employee Number or Badge Number (if defined).

Regardless of the defined Search Technique, an employee's name will appear in the dialog
box'stitle bar.

+§. Employee Module - XYZ_C0 | ABRAM MIKE {AX10)

Fil= Employee Profle Datae*Talculation Beportz Help
P @R
21’2 Company Fayrall

Fig. 40

The Next Employee | con Loads the Employee's Infor mation

Choose the Data - Earningscommand. This displays the Earnings for <Employee> dialog
box where you can work with existing earnings.

33
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,':_ﬁ: Earnings for ABRAM MIKE

Fil=  Help
Current Period End: 2002404430
— Earings
Humber Status Drescription

2 A .80088 Vacation Salary

-
L | 3

Inzert... I Duplicate... Edi... | Qeactivatel

Exit |

Fig. 41
The Earnings for <Employee> Dialog Box

4. Select the earning you wish to modify by clicking on it once with the mouse. This highlights
therow in thelist. In our example we will choose the Salary earning.

5. Choose the Edit button. This opens the Employee Earning dialog box so you can view or edit
the various datafields. Y ou can also double-click on the earning to open this dialog box.

s':ﬁ, Employee Earning

File Help
Desc |Hate |

E arning: 1

Descripiion:  Salam

r Effective D ate

Fram: I Llrtil: I

— Pogition
— Eaming Uszage Control
& Tumdn = Tumn O
LCancel |
Fig. 42

The Employee Earning Dialog Box

The Description tab displays basic information for the earning such as the name, effective
dates and any Positions that may be assigned. Depending on the settings for your earning,
your dialog box may display other settings.

The Rate tab contains the editing fields that will instruct this earning to use an earning rate
table instead of itsSet Rate value. If thisdialog box does not contain a Rate tab, please view
the Note below.
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Note: The Rate Tab - If your Employee Earning dialog box does not contain a Rate tab, you will
have to activate a Payroll-level option for the specific earning as follows:

Open the Payroll Module and choose the Payroll - Earnings command.

Double-click the desired earning then choose the Control tab in the dialog box that appears.
Place a check in the Allow Modification at Employee Level checkbox.

Click OK to accept the change then close the dialog boxes.

> PN =

The Rate tab will now be visible and you can make changes to this earning at the employee level.

6. Click on the Ratetab then select the Rate Table radio button near the top of the dialog box.
This enables the edit fieldsin the Rate Table Parameters section near the bottom of the tab.

«§. Employee Earning

File Help

Desc Rate

i~ Use Set Rate i Multiple ¢ Rate Tahle

— Flate Unitz
= Pay Period i+ Hour /Aﬂnual = PFiece
—Set Rate Parameters V4 Prezet Hours per Pay

Rate: I 20800, 0000 Urits: I 2080.00
d

— Multiple Parameter
Multiplier: " Emplopee Baze (& Other
Other E arning: I

- Rate Table Parameter
T able: I
Riow: I Colurnr; I
Accurnulator: I
i Cancel |
Fig. 43

The Rate Table option enables the edit fields in the Rate Table Parameter s section.

7. Todefinethe earning table, place the cursor in the Table field and press<F8>. This opensthe
Global Earning Tables dialog box that displays the existing earning tables available for use
with this payroll.
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Aceumulate. Eile Help
—Rate Tables
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[

Inzert... Duplicate... Edit... LDelets |

ok I LCancel |

Fig. 44
The Global Earning Tables Dialog Box with 5 Available Earning Tables

Note: If there are no available earning tables in the list, refer to the Creating Earning Rate Tables
section of this document.

8. Select the desired Earning Table from thelist (in this example, we will choose
PRODUCTION) then click OK to apply it to the current earning for this employee only. This
closes the Global Earning Tables dialog box and adds the name to the Table field.

9. Enter the appropriate valuesin the Table Row and/or Step number fields that correspond to the
assigned Rate Table. Refer to the Creating Earning Rate Tables section of this document for

more information on Table Row and Step settings.
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«§. Employee Earning
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Cancel |

Fig. 45
The Earning Rate Table Applied to this Employee's Earning.

10. Click OK to close the dialog box and save the change. The earning will now operate based on
the updated settings you specified.
When the pay is calculated for this employee, the set rate will no longer apply, but rather the
attached earning rate table will be used.

Assigning an Earning Rate Table While Adding an Employee to the Payroll

GrandMaster Suite allows you to assign an earning rate table to an employee at the time the
employee is being added to the payroll. This can be done through the use of the Add Employee
Wizard or through the Add Employee dialog box.

The first section will discusses how to assign an earning rate table while adding the employee to
the payroll. The latter section will discuss the table assignment while using the Add Employee
Wizard.

Note: The following two sections assume that you have created an earning rate table. If you have
not yet created a table, refer to the Creating Earning Rate Tables section of this document.

TO ASSIGN AN EARNING RATE TABLE WHILE ADDING A NEW EMPLOYEE:

1. Withapayroll selected, choose the Add Employee command from the Employee menu. This
displays the Employee Name Selection diaog box.
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Z§. Payroll Module [XYZ_C0)

File  Groups W8 Payroll Calculation Beports YearEnd  Help

|@”‘ I—x_il‘ [ Hours Entry....

Employee Module. ..

SE Add Employes. ..
Pending Termination. ..

Pay'e

. Wizard Settings...
Period:

ﬂ Employee Mame Selection

File  Help
— Employes

I ame: |

I~ Show orly payroll ACTIVE employees

Sl b Pl << Previous

List...

Set Search Technique... I

0000,/00,00

[ Active in curent year

et Add to Registry... |

Fig. 46

The Add Employee Command Opens the Employee Name Sel ection Dial og Box

Enter the name of the new employee in the Name field. Enter the surname first, followed by
the given name (e.g. Labarriere Chris). If you think the employee may already exist in the
payroll, enter the first few characters of the name then choose the List button to view

employees who have asimilarly spelled name.

Once the name is entered, choose the Add to Registry button. This closes the dialog box and
displays the Empl oyee I nformation dialog box where you can add detail ed i nformation about

the employee.

s':ﬁ, Employee Information

Fil= Help

Address |ID | Medicall F'ersonall Maotes | Phata |

— Address Information

Surmame: |L4EARRIERE

GivenMame:  [CHRIS

Address 1: |'I 23 Fourth Street

Address 2 |

City: |Winnipeg

Prowitice: Iﬁ Paostal Code: W

Fig. 47
The Employee Information Dialog Box

Move through each of the six tabs completing the information asrequired. Certain fields

require avalue while other fields are optional in nature.

Cancel |
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5. Onceyou have completed the information in each tab, choose the OK button. This closesthe
Employee Information dialog box and returns you to the Employee Name Sel ection dialog
box. You will notice that the title of this dialog box has changed to an instructional line that
states Select " Continue” to Add Employee to payroll or "Add" to add another to registry.

s':ﬁ:Add Employee to Payroll?

Eil= Help
— Employes
Mame: |LABAF|F|IEF|E CHRIS List... Set Search Technigue... |
Q00000400
™ Shaow anly payrall ACTIVE emplopeses [T Active in cunent pear
2 Brevious et 55 Add to Registry. . |
Ik | LCancel

Fig. 48
The Updated Dialog Box

If you choose the Add to Payroll button, you will move forward in the employee creation
process (which is what this particular lesson requires).

If you choose the Add to Registry button, you will be given the opportunity of adding
more employees to the registry. Y ou would then need to add them to the payroll at alater
time.

6. Choosethe Add to Payroll button to proceed with the add employee process. This displays
the Add Employee to Payroll dialog box.

«i. Add Employee To Payroll

Fil= Help
MHame: L4BARRIERE CHRIS
123 Fourth Sheet
YWinnipeg, MEB
5L 123456732 Bith Date:  1958/01/01

Hurnber: I—
Template: I—
Start Date: IW
Baze Earming: I—

¢ |lze Set Fate sz Earming Rate Table " Rate perHour (¢ Rate per Pay

" Rateperrear Rate per Piece

Set Fate: | 0000
Units: I
Earning Rate Table: I—
Row: I— Step: I—
Accumulatar: I—
ok I Cancel |
Fig. 49

The Add Employee to Payroll Dialog Box
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The bottom half of the dialog box displays the employee's earning-related information.
Notice that the Use Set Rate option is activated by default. Y ou will need to change this
option to use an earning tableinstead of astatic rate.

7. Select the Use Earning Table radio button to activate the Rate Tables feature for this
employee. The Set Rate field becomes grayed and the Earning Table fields become active.

Fie Help
Narme: LABARRIERE CHRIS
123 Fourth Street
Winnipeqg, MEB
SN 123456782 Birth Diate: 196840101

Murnber: I—
Template: I—
Start Date: IW
Baze Eaming: I—

" Use Set Rate & |Jze Earming Fate Table " Rate per Hour (% Rate per Pay
St Pate: I o = Rate berear  Rate per Piece
U mits: I

Earning Rate Table:l

Row: I Step: I

Accumnulatar: I

| il | Cancel |
Fig. 50

The Use Earning Table Button Activates the Earning Table Fields

8. Placethe cursor inthe Earning Table field and use the <F8> key to choose the desired table
fromthelist. If no Earning Rate Tables appear in the list, refer to the Creating Earning Rate
Tables section of this guide for more information.
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Earning Rate Tables

Eil= Help
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123 Fourth Shreet
“Winnipeg, MB
5L 123456782 Bith Date:  1958/01/01

Hurnber: I—
Template: I—
Start Drate: IW
Baze Earming: I—

" Use Set Rate % |Jze Eaming Fate Table " Rate per Hour (% Rate per Pay

 Rateperear  Rate per Piece

Set Rate: | .oooo

L rits: |

E arning Rate Table:l

R /3. Global Earning Tables

Accumulator, Eile Help

ok — Hate Tablez

ABC Earning rate table for ABC Co. ;[
ABC_HOURLY 2882/61/81 Abc hourly employees
PLANT Plant employees

PROD2 Production area 2 employees
. PRODUCTION Production area employees
SALES Earning rate table for Sales staff

Inzert... Duplicate... Edit... Delete |

Fig. 51

The Global Earning Tables Dialog Box with 6 Available Earning Tables
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Note: If there are no available earning tables in the list, refer to the Creating Earning Rate Tables

section of this document.

9. Select the desired Earning Table from thelist (in this example, we will choose

PRODUCTION) then click OK to apply it to the current employee. This closes the Global

Earning Tables dialog box and adds the name to the Earning Rate Table field.
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,':_ﬁ:Add Employee To Payroll

Eil= Help
Marme: LABARRIERE CHRIS
123 Faurth Street
Winnipeg. B
SN 123486762 Bith Date:  1958/01/01

tumber: I—
Template: I—
Start Date: IW
Baze Earning: I—

" lsge Set Rate f* Use Earning Rate Table " Rate perHour (% Rate per Pay
Cet Rate: I ST " Rateper¥ear " Rate per Piece
I mits: |
Earning Rate Table: |F‘F|DDUCTIDN Froduction area employees
Fiowa: I 1 Step: I 1 15.0000
Accurnulator: |
Ok I Cancel |
Fig. 52

The Earning Rate Table Applied to the Employee

10. Enter the appropriate valuesin the Row and/or Step number fields that correspond to the
assigned Rate Table. Refer to the Creating Earning Rate Tables section of this document for
more information on Table Row and Step settings.

11. Click OK to close the dialog box and proceed with the remaining stepsin the Add Employee
process. Once you process the employee'sfirst pay, they will have their earnings generated
automatically using the valuesin earning rate table you have just assigned.

The next section will discuss how to assign an earning rate table to an employee if you are using
the Add Employee Wizard. Assigning arate table while using the Wizard isvery similar to the
preceding section's first 10 steps. Thus, the following section will refer to this section's
instructions for the first few steps.

Note: The following section assumes that you have enabled the Add Employee Wizard for use in
your payroll. If you have not yet enabled this feature, refer to the Enabling the Add Employee
Wizard section of this document.

TO ASSIGN AN EARNING RATE TABLE USING THE ADD EMPLOYEE WIZARD:

1. Addthe employeeand assign an earning rate table (as discussed in the preceding section's
first 10 steps). This completes the preliminary data entry steps and displays the first step in
the Add Employee Wizard.
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,':_ﬁ:Add Employee Wizard - General

Help

Emplayee Muriber: I‘H—

Paproll Status: IACTNE j
Rev Can Account: IFU LL RATE j

Pap Staterment Meszage: |

WERT 32 |

Fig. 53
The Add Employee Wizard - General Step

2. Proceed through the remaining Wizard stepsto complete the Add Employee process.

Once you process the employee'sfirst pay, they will have their earnings generated
automatically using the valuesin earning rate table you have just assigned.
Enabling the Add Employee Wizard

Y ou must enable the Add Employee Wizard before you can useit to add your employees to your
payroll. Thiscan be done viaa command in the Payroll Module dialog box.

TO ENABLE THE ADD EMPLOYEE WIZARD:

1. From the Payroll Module, choose the File - Properties - Settingscommand.

. Payroll Module [XYZ_CO0)
Groups Emplovee Pawroll  Calculation Beports  YearEnd Help

Mew... bl 7 I.Iqﬁ] .i..I
Open... F2 @ w WE
Cloze Ezz

ayroll
Delete 4

annn

Properties Password...

Printer et Location...
finter=etup.- Search Technique. ..
Exit Seftings
Fig. 54

The Properties - Settings Command
This opens the Settingsdia og box.

2. Select the Enable radio button under the Add Employee section. This activatesthe other
options associated with the wizard.
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Fil=  Help
— General
™ Always Bequest Date Fange [~ Use Dated Positions for Pay Rate
" Shaw only payroll ACTIVE employees I~ Allow Lower Pozition Pay Rates
[~ ACTIVE within YEAR emplopees I~ Digallow Clawback for &utopay Accumulators
[T Pracess Presst Hours by Date [~ Tum Off Date \Wamings in Calculation

™ Tumn O Calculation ' amings

—ROE Praceszing
& Always Terminate  Azk to Terminate = Mever Terminate

—Add EmD'Cl_w:c
™ Require a Template to Add an Emplopes

Use Add Employes Wizard
£ Digable = | Stppress PomlUE Crsts fonGdd Bl fee

f* Enable ‘ = Al Payrolls {* Single Payrall ‘

LCancel |

Apply |

Fig. 55
The Add Employee Wizard Enabled

3. Click OK to close the dialog box and save the change. The Add Employee Wizard will now
operate the next time you add an employee to your payroll.

Assigning an Earning Rate Table in Payroll Specific Information

Earning Rate Tables can be assigned to an existing employee at any time. This may be useful if
have one or more employees existing in the payroll who do not have an associated earning rate
table.

The Payroll Specific Information dialog box allows you to define an earning rate table in several
ways.

Assign aPosition that has an attached earning rate table.

Updating the employee's assigned Template with a new template that has an attached
earning rate table

As mentioned earlier, when you assign an earning rate table to an employee in the Payroll Specific
Information dialog box, the program will only use this rate table aslong as no other tables are
assigned elsewhere.

Note: The following section assumes that you have created an earning rate table. If you have not
yet created a table, refer to the Creating Earning Rate Tables section of this document.

TO ASSIGN AN EARNING RATE TABLE IN THE PAYROLL SPECIFIC INFORMATION DIALOG BOX:

1. Open the Employee Module and select the employee to which you would like to assign the
earning rate table. Y ou can open an employee using the Employee - Open command or by
choosing the Previous, Next or List Employee Iconsuntil the desired employee's name appears
inthetitle bar.
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Fig. 56
The Previous, Next and List Employee |cons

Once the employee is selected, choose the Payroll Specific Info command from the Data
menu.

<. Payioll Module [XYZ_CD)
Fil= Groupz Employee  Payroll Calculation Bepaorts  YearEnd  Help

[=|SlE

<. Employee Module - XYZ_C0 : ABRAM MIKE {A}[10)

File  Emploves Erofilegalculation Beports  Help
(=5

X¥'Z Company Fa

Employee |nformation...
Payrall ific Infa...

Earmings...
Deductions...
Accumulators...

Lau Erber Hours...
Tranzactions Entered...

Pay Advances

Pay Period Dverrides
Adjustments

Papout &ccumulator
YT Adjustments
YTD Overndes

- v v v v w

Fig. 57
The Payroll Specific Info Menu Command

This opens the Payroll Specific Information dialog box that allows you to define awide
variety of payroll-related data for the employee.

s':_ﬁ: FPayroll Specific Information

File Help
ProvincialInfo | Categories | Week | Addiional Fields | Bank1 | Bank2 | Bank3
General | Dates | BazesDefault | Federal Tax | Statutary Deductions
Employee Humber: I?—
Paprall Status: IACTNE j
CCRA Account: I FULL RATE j

— Pay Statement Message

Text: |

[Far thiz emplayee only)

—EFT Settings

EFT Bark Frofile: I

[¥ Enable Direct Deposzit

ak Cancel |

Fig. 58
The Payroll Specific Information Dialog Box
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For thislesson, we will only require the use of the Base/Default tab need to assign the earning
rate table.

3. If you are assigning an earning rate table that is attached to a Position, proceed to the
following step (Step 4). If you are assigning an earning rate table that is attached to an
employee template, skip forward to Step 7.

4. Choose the Base/Default tab then place the cursor in the Position field and press<F8>. This
opens the Employee Positionsdialog box that displays the existing Positions available for use
with this payroll.

s':_ﬁ: FPayroll Specific Information

Fil= Help
Provinciallnformationl Ealegoriesl Wweek | additiotal Fieldsl Bank 1 I Bank2| Bank 3 I
General I Dates Baze/Default | Federal Tax | Statutory Deductions I

~Baze

E arning: I 1 Salam
Diztribution: I

I Puosition: I I Edit... |
Template: <ﬁl Employee Positions
File  Help
— Statistics Car — posiions
el "PRODUCTION Production area emplogees oo
SALES 5ales department employees
WELDER Welder crew
Full Tire Equi
Annualized S5z
Inzert. . Edit... Delete
ok I Cancel |

Fig. 59
The Employee Positions Dialog Box with 3 Available Positions

Note: If there are no available Positions in the list, refer to the Online Help for more information on
how to create a Position.

5. Select the desired Positionthat hasthe attached earning rate table then click OK to apply it
to the employee. This closes the Employee Positionsdialog box and adds the name to the
Position field. Thetext label beside the Position field also updates to show the name of the
selected Position.



c?.' Payroll Specific Information

Earning Rate Tables 47

Fil=  Help
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Fig. 60

The Position (with attached Earning Rate Table) Applied to the Employee

Click OK to apply the change and you are returned to the Employee Module.

The next time you process the employee's pay, they will have their earnings generated
automatically using the valuesin earning rate table you have just assigned (through the

associated Position).

If you have an earning rate tabl e associated with an employee Template, choose the Edit
button located to the right of the Template field (or if the Template field is enabled, place the
cursor inside and press<F8>). This opens the Assigned Template dialog box.

s':_ﬁ: FPayroll Specific Information

Fil=  Help

Provinciallnformationl Ealegoriesl Wweek | additiotal Fieldsl Bank 1 I Bank2| Bank 3 I
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Code Template: I—

Effective Date IDUUWUU#’UU
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Fig. 61
The Assigned Template Dialog Box
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8.

Place the cursor in the Template field and press<F8>. This opens the Employee Templates
dialog box that displays the existing employee templates available for use with this payroll.

s':ﬁ: Aszsigned Template ]
Template: I
Effective s':_ﬁ: Employee Templates E
Fil= Hel
[/ SetB P
— Templates
[ Disah | e ¥Y7 £ Hourly Employess
[T Disab SALARY X¥2_C0 Salaried Employees
™ Dizah
Inzert... Duplicate... Edit... Delete |
i LCancel |
Fig. 62

The Employee Templates Dialog Box with 2 Available Templates

Note: If there are no available employee templates in the list, refer to the Employee Templates
Update online help topic.

9.

10.

11.

Select the desired template that hasthe attached ear ning ratetable then click OK to apply
it to the employee. Thisdisplays amessage prompting you to accept or reject the employee
update procedure.

Update Employee with New Template Settings E

Tes Yesz - to Proceed with action

Mo - to Cateel action

You hawe changed the emploves Template Code

Fig. 63
The Update Employee Message

Choose Yesto proceed. This closes the message box and adds your selection to the Template
field.

Enter an Effective Date for the template. Thisisthe date that the template will bein force
when processing this payroll.
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s':ﬁ: Template Update
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Fig. 64
The Completed Template Update Dialog Box

12. Click OK to close the dialog box and accept the changes. This closes the Template Update
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dialog box and adds the name to the Template field. Thetext label beside the Template field

also updates to show the name of the selected templ ate.

c?.' Payroll Specific Information
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Fig. 65

The Template (with attached Earning Rate Table) Applied to the Employee

13. Click OK to close the dialog box and save the changes. Depending on your settings, you may

receive another message prompting you to accept or reject the employee update procedure.

Choose Yes if the message appears.

The next time you process the employee's pay, they will have their earnings generated
automatically using the values in earning rate table you have just assigned (through the

associated Template).

This document to be completed. Please check www.canpay.com for updates!



