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How to Use GrandMaster Suite - Workers' Compensation

Overview

Each province enacts Workers' Compensation legislation to provide income for employees who
are absent from work because of awork-related accident or industrially caused disease.
Employers are assessed annually with the collected funds being used to create the accident fund
from which the injured employees are paid.

The annual assessment of employersis based on arate per $100.00 of the total assessable payroll.
Thisrateis determined by the amount of assessment payments required to meet the projected
accident costs of that particular industry. Each province establishes a maximum assessable
amount for employees.

Contractars
*Ratel =14

sRate2 = 1.2
*Rate3 = 0.75

WCB RATE TABLES

GrandMaster Suite allows you to assign
. WCB Rate Table different WCB rates to employees in
(with multiple rates for Contractors) various categories.

\l X/ For example, you can use a
single rate table to assign
WCB pay rates to

contractors who perform
different tasks

-

Plumbers paid at Electricians paid at
Table Rate 1 Table Rate 2
(1.4%) (1.2%)

Why do | need to apply Worker's Compensation Settings?

Worker's Compensation settings (WCB) are required in order for your payroll to comply with
provincia and territorial legislation. GrandMaster Suite requires the WCB values when
calculating each payroll.

WCB settings must be completed to activate the calculation. In turn, these settings will generate
an employer cost that will appear as a statutory benefit on each employee’ s payroll record. This
information will also appear on each employee’ s printed record on the payroll register.

How does it work in GrandMaster Suite?

Each time you calculate a payroll, GrandMaster Suite references each employee's tax province
along with the province's assigned WCB values. The program uses these valuesto apply each
employee the appropriate rate in the table.
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A singleratetableisused for different types of employees (i.e. one table per province). For
example, if your company provides general contracting services, you may have electricians
assigned arate of $12.00 per hundred, by the WCB, and plumbers assigned arate of $14.00 per
hundred. Inthis case, you would set up arate for electricians and a second rate for plumbers.
When defining the information for these employees, you would simply assign either the electrician
or plumber rate as required.

Working at the Payroll Level

When you begin working with Worker's Compensation settings, you do so at the Payroll level via
the Worker's Compensation dialog box. Thisiswhere you define such items as the WCB record's
start and end dates, maximum amount and varying rates.

Later on, once the settings are in place, you can move to the employee level to assign it to each
employee (or change it on a per-employee basis).

Defining WCB Settings at the Payroll Level

Generally, most users define their company's WCB settings as they create the payroll. The
following section assumes your payroll is aready created and you are creating a new WCB record
for your employees province.

TO DEFINE WCB SETTINGS AT THE PAYROLL LEVEL

1. Ensureyour payroll isopen and ready for use. You can tell if you have a payroll selected
because its name will appear in the center of the Payroll Module.

2. Choosethe Payroll - Workers Compensation command. This opens the Workers
Compensation dialog box.

s':_ﬁ: Workers Compensation

Fil= Help
— Date Fange
From: To: Set Date Bange... |

— Settings

[~

Inzert.. | Edit.. [Welete

Fig. 1
The Workers Compensation Dialog Box with no WCB Records

3. Select theInsert button. This opensthe Insert New Province dialog box where you must

specify the province where the employeesreside. If your company has employees that work
in different provinces, you will need to set up aWCB record for each province (i.e. complete

steps 2 through 8 for each province).
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Inzert Province E2

Province; I List...l
Cancel |

Fig. 2
The Insert Province Dialog Box.

4. Enter atwo-character province code (or choose the List button icon and select a province from
the list provided) then click OK. This opens the Workers Compensation Settingsdialog box.
This dialog box is used to define the WCB record's start and end dates, maxi mum amount and

varying rates.

cR Workers Compensation Settings

Eil= Help

Province:  Manitoba

—Date Range

Start Date: IM End Drate: IM
—Azzeszable Earings

[ ERTT I—
~ Rates

Rate 1: I— R ate B: I—
Rate 2 I— Rate 7: I—
Fate 3: I— Fate 8: I—
Fate 4: I— Rate 3 I—
Fate & I—

Cancel |

Fig. 3
The Workers Compensation Settings Dialog Box.

5. Inthe Sart Datefield, enter the day of the year on which the WCB record should begin
calculating. In some cases, the date would be set to January 1 of the current year. In other
cases, the date may overlap calendar years. If your province undergoes arate changein the
middle of the year, you can start the WCB record on the new date (provided you have finished
processing your payroll for the last month with the old rate). See the Frequently Asked
Questions section of this document for more information on mid-year rate changes.

The correct date format isYYYY/MM/DD. If you attempt to use another format, you may
encounter incorrect calculations. Y ou can verify the correct formatting by pressing the
<TAB>key to exit the date field. If the date looks correct, then you have entered it properly.

6. IntheEnd Datefield, enter the day of the year on which the WCB record should cease
calculating. Thisisgenerally set to December 31 of the current year.

Note: End Dates - It is not necessary to enter an End Date if there has been no change in the rate
for some time. However, if a provincial budget has altered the rate, you should define an End Date
for one record, then create another record with the new rate and its corresponding Start Date.




The WCB settings cease cal culation according to the expiration date defined in the End Date
field. You must ensure that you define the correct Maxi mum assessabl e and Rates for each

Workers' Compensation

calendar year as you move from one year to the next. Once the End Date isreached, the
program will cease processing the benefits and they will not be calculated unless thereis
another WCB record beginning the following day.

If you are advised of WCB rate changes partway through the year, simply insert anew WCB

record with the corresponding start and end dates.

7

Note: Retaining Prior History - If you maintain the rate schedule by date, GrandMaster Suite will

be able to retain the history of rates that have been previously paid.

7. Enter your assigned WCB rates in order, beginning with Rate 1. If your assigned rate were

one and one half percent, you would enter 1.5 in thefield.

In our example, we have entered two ratesin the table. The second rate will be used later in

thisguide.
,':_ﬁ:‘#ulkers Compensation Settings
Eil= Help
Province:  Manitoba
—Date Range
Start Date: I2IJDSHD1 A1 End Drate: IEDDSH‘I 2091
—Azzezzable Eamings
I awimum: I 53510.00
— Rates
Rate 1: I 1.4000 Rate E: I
Rate 2: I 1.2500 Rate 7: I
Rate 3: I Rate 8 I
Rate 4: I Rate 3: I
Rate 5 I
Cancel |
Fig. 4

A Completed WCB Settings Dial og Box with Two Rates

8. Click OK to accept your changes. This closesthe dialog box and returnsyou to the Workers

Compensation dialog box. Y our new record is now displayed in the list.
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s':_ﬁ: Workers Compensation

Fil= Help
—Date Fange

From: To: Set Date Bange... |
— Settings

2885/81/81 20085/12/31 HB - HManitoba

El
insen Edi.. Delete
Exit |
Fig.5
The Newly Created WCB Record

9. Repeat step 3 through 8 for each province, based on your company's requirements.

Working at the Employee Level

WCB settings made earlier at the Payroll level need not apply to al employees, but rather can be
modified as required on a per-employee basis. Thisisespecially useful sincethe WCB settings
you define at the Payroll level are subsequently set as the default for each employee that you add.

Employee-level modification ensures that you can change it for a given employee without
affecting the other employeesin the payroll.

Modifying WCB Settings at the Employee Level

GrandMaster Suite allows you this flexibility viaacommand under the Employee Modul€e's Data
menu. The next section will discuss how to modify an employee's WCB rate.

TO MODIFY WCB SETTINGSAT THE EMPLOYEE LEVEL

1. Open the Employee Module and select the employee to which you would like to assign the
rate. 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 appearsin thetitle

i 0 B

The Previous, Next and List Employee |cons

2. Oncetheemployeeis selected, choose the Payroll Specific Info command from the Data
menu.
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<. Employee Module - ABC_CO : GILSON GEORGE {A}(7)

File Emploves Profile | Data Calculation Reporte Help

% IEI = Emplo_l,le Inrmaion...
Fayroll Specific Info...

Earnings...
Deductions..
Accurnulatars...

Fayrall for ABC Cc

Enter Hours. ..
Trangactions Entered...

Pay Advances

Fay Period Dverides
Adjustments

Payout Accumulator
YTD Adjustments
YTD Overides

- v v v v v

Fig. 7
The Payroll Specific Info Menu Command

This opens the Payroll Specific Information dialog box that allows you to define awide
variety of payroll-related datafor the employee. For thislesson, we will only require the use
of the Provincial Information tab needed to adjust the employee's WCB rate.

Choose the Provincial Information tab then place the cursor in the WCB Information section's
Rate Code field and enter 2. Thisinstructs the program to use the rate located in the second
field as defined in the Workers' Compensation dialog box in the Payroll Module (see Fig. 4 in
the previous section of thisguide)

,':_ﬁ: Payroll Specific Information

Fil=  Help
General | Dates | Baze/Default I Federal Tax I Statutory Deductions
Provincial Information | Categories | Wesk | Addiional Fields | Bank1 | Bank2 | Bank3

W C.B. Information
Province W Manitoba Fate Code: |2_
— Health Information
Fravince W M anitoba Rate Code: I_
Type: I il I Fiate: I—

—Manitoba Tax Information
NetClaim | 7634.00 Overide —

Calculation:
Addiional | |NORMAL CALCULATION l

Other: I Amount: I

Other Federal Amavnt: I

Lancel

Fig.8
Rate Code 2 Assigned to the Employee

Click OK to close the Payroll Specific Information dialog box. Thisreturnsyou to the
Empl oyee Modul e window.

Now we can verify our rate change. Y ou can do this in multiple ways (e.g. running a pay,
creating areport, etc.). Wewill verify the rate change by simply viewing the employee's
payroll profile.
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5. Choose the Employee Profile command from the Pr ofile menu then choose the Province tab.
This displays the provincial regulations that apply to the current employee.

gk Payroll Profile - GILS0HN GEORGE
Eil= Help

Batk 3 | Faprall | Dietails | Federal | [uebec | E arnings | Deductions | Accumulators | El
Address | Mates | Erployes | Statutory Deductions  Provinee | Miscellaneous | Categary | Bank 1 | Bank 2

— Pravincial Tax Parameters and Allowances Update.

Marmal Calculation
Ovwerride
Met Claim TE34.00
Addn Tax
Other

—w.C.B. Parameters

Province ME
Fiate 2

— Health Parameters

Province ME
Type
Code Rate
Rate
<< Previous Pay | Mest Pay »> | Select Employes... | Beport | Exit |
Fig.9

The Payroll Profile's Province Tab Shows the Employee's Assigned WCB Rate

6. Moveto the WCB Parameters section and view the number in the Rate section. Thisvalue
will correspond to the number you just assigned. 1n the example above, the employee will be
assigned rate 2.

7. Closethe dialog boxonce you have compl eted reviewing the employee's information.

When is the Best Time to Set Up This Feature?

The optimal time to define WCB settingsis as you create your payroll. Thisensuresthat when
you begin adding your employees to the payroll (later on), the WCB settings are ready to be
applied as required.

Frequently Asked Questions

My province changed WCB rates in the middle of the year. What do |1 do?

If your province undergoes arate change in the middle of the year, you must create anew WCB
record and assign its Start Date to correspond with the new date. Y ou must also open the original
WCB record (i.e. the old one) and assign it an End Date so that the program will cease using the
old rate. You should also ensure that you have finish processing your payroll for the last month
with the old rate.
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How do | set up a WCB rate for use with a Template?

If you are creating a new template, choose the Payroll menu's Employee Template Processing -
Employee Templates command, choose the Insert button and enter a name for the template, then
click OK. When the Employee Template Update dialog box appears, choose the Setting tab and
enter the corresponding number and province into the WCB Code and WCB Provincefields. The
next time you apply this template to an employee, they will have these WCB settings applied.

If you already have an existing template, simply edit the template, open the Setting tab, then enter
the corresponding number and province into the WCB Code and WCB Provincefields. All
employees that use thistemplate will now have the WCB settings applied.

What considerations are there for setting up yearly rate tables?

When you insert the rate records for each new year, you should ensure that you maintain the same
order of rate entries asthe original WCB record. For example, if Rate 1 in 2004 was for job class
41673, Rate 1 in 2005 should also be for job class 41673. Otherwise, you will need to edit the
Rate Code for each and every employee that uses the rates.

Where can | find the latest WCB rate for my province?

The best place to find updated WCB rates and information is on each province/territory'sWorker's
Compensation website. Use the following list to locate the appropriate website. Note: Thislist is
current as of August 2004.

Alberta Nunavut

Workers' Compensation Board Workers' Compensation Board
http://www.wch.ab.ca http://www.wcb.nt.ca

British Columbia Prince Edward Island
Workers' Compensation Board Workers' Compensation Board
http://www.worksafebc.com http://www.wcb.pe.ca
Manitoba Ontario

Workers' Compensation Board Workplace Safety and Insurance Board
http://www.wcb.nb.ca http://www.wsib.on.ca

New Brunswick Quebec

Workplace Health, Safety and Compensation | Workers' Compensation (CSST)
Commission http://www.csst.qc.ca
http://www.whscc.nb.ca

Newfoundland and L abrador Saskatchewan

Workplace Health, Safety and Compensation | Workers' Compensation
Commission http://www.wcbsask.com
http://www.whscc.nf.ca

Northwest Territories Yukon Territory

Workers' Compensation Board Workers' Compensation
http://www.wcb.nt.ca http://wcb.yk.ca

Nova Scotia

Workers' Compensation Board

http://www.wch.ns.ca




