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Introduction to the Payroll Module

The following information is intended to provide you with an
understanding of the functions and procedures for processing
payroll in BusinessVision.

In order to use the Payroll module effectively you should have
an understanding of the payroll process. Once properly setup,
the system handles the complexities of payroll accounting
automatically.

Payroll legislation requires that an employer conforms to the
following policies:

= Keep accurate employee records with respect to tax
status, pay rates, earnings, salary, vacation, etc.

= Maintain information on past earnings, benefits and
withholdings in order to facilitate any discussions with
the employee.

= Keep track of employees’ work time, sick time,
overtime, commission and vacation time.

= Calculate the value of each employee’s benefits,
deductions and amounts the employer must pay to
various authorities and agencies.

= Produce pay cheques, pay slips or direct deposit forms
in accordance with current laws and regulations.

= Produce annual documentation for each employee and
for governmental authorities to confirm and verify the
summary details of each employee’s pay, insurable
earnings and source deductions. (e.g. T4 (Canada
Revenue Agency) and Relevé 1 (Revenu Québec))

Properly used, the BusinessVision Payroll module will also
maintain bookkeeping records so that financial statements will
accurately include this information and provide meaningful and
valuable information for making informed business decisions.

Note: From time to time the provincial and federal
governments change methods, rates and/or formulae for
calculating payroll deductions. Sometimes these changes are
retroactive. All businesses have a legal obligation to process
payroll in accordance with the rules and regulations in force by
all levels of government. Therefore, you must ensure that you
always have the most up-to-date tax tables installed in
BusinessVision. These updates are available from
BusinessVision with their Payroll Update Program (PUP).
Payroll updates will be maintained centrally through the ISS
Department at the Chancery Office.
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Payroll Concepts

You process payroll in pay frequencies. You can create up to
eight separate pay frequencies for each company. For
example, you may have monthly and biweekly paid
employees. Each of these is a pay frequency.

You may create up to 10 benefits and 10 deductions. Benefits
are non-monetary benefits you provide employees. For
example, Life Insurance premiums paid by the employer.
Deductions are non-statutory deductions you make from an
employee's gross earnings. For example, voluntary pension
plan contributions, and optional group life insurance premiums.

You may have up to 99 departments. Departments allow you
allocate employee expenses in separate General Ledger
accounts on a departmental, geographic or any other basis.
For example, you may wish to create separate payroll
departments for clergy salaries; administrative salaries;
caretaker salaries, and so on.

Once your payroll setup is complete you create employee
records which include:

= A unique, permanent, six-digit employee code.

= Personal information such the employee's address,
telephone number, e-mail address, etc..

= Which province's tax table is to apply to the employee.

= The employee's salary and/or hourly rates, including
regular, overtime and premium rates, as well as dollar
amounts for any of the benefits and deductions that
apply to the employee.

= Any special tax exemptions as well standard rates for
various statutory deductions.

=  Whether to accrue vacation pay or to add it to each pay
cheque.

= Optionally, you may attach an image of the employee
to their employee record.

You begin the payroll process by updating the Payroll
Schedule and setting the period for each pay frequency, the
pay cheque and transaction date period, and, if applicable, the
next Pay Slip number. (Pay Slip numbers are used if you are
not processing pay cheques from a bank account; for instance,
if you are using direct deposit, or if you are using a separate
cheque numbering scheme than you use for Accounts
Payable. If you are processing pay cheques from a standard
bank account, and using the same numbering as Accounts
Payable, leave the next Pay Slip number at 0.)
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You then create a timecard for each employee by entering
regular pay information such as hours worked. You can print
individual pay cheques as you process timecards or you can
batch them. If you batch timecards, the system creates
timecards for salaried employees automatically. Of course, if
there are one-time changes for a salaried employee you will
need to enter a timecard for them.

You may pay employees by cheque or by direct deposit into
their bank accounts. If you use direct deposit you must set up
direct deposit processing with your bank. You also need to
obtain banking details from your employees. Note that direct
deposits can only be processed in batch mode.

If an employee loses a cheque you can void it. This reverses
all values on the employee file and the General Ledger
allowing you to pay the employee again to replace their pay
cheque.

If you make an error on a timecard you can issue a
supplemental timecard in the same period to correct the error.
Alternatively, you can void the timecard, correct the error and
re-process it. Note that you cannot batch supplemental
timecards; therefore, you must always pay these by cheque
and never by direct deposits.

The system allows you to produce all the necessary statutory
reports and information including submitting T4 reports
electronically.

At the end of the payroll year (which is always the calendar
year end regardless of your fiscal year end) you run the payroll
year end procedure to reset all of the balances to zero and
prepare the system for the next payroll year.
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Payroll Accounting

The General Ledger system creates journal entries
automatically during payroll processing regardless of the
status of AutoPost as payroll journal entries can be quite
complex. Itis not unusual for a payroll journal entry to consist
of as many as 15 to 20 transaction lines. The system is able
to post an entry with over 100 transaction lines if necessary.
Posting to the General Ledger takes place when pay cheques
are printed.

Note that the journal entry uses the pay cheque date as the
transaction date and automatically creates the memo portion
of the transaction to show the employee number.

The system shows the actual pay cheque number on the
payroll clearing or bank account transaction entry. The
transaction number on the timecard and the General Ledger is
the same, providing an audit trail between the Payroll and
General Ledger modules.
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Payroll Setup

Before using the Payroll module the following steps must be
taken to prepare the system for processing payroll for your
company:

System Setup

To setup a new department you must call the Accounting
Department.

Special Accounts

General Ledger accounts must be established for various
payroll items. These have been setup for you.

User Details

You must enable payroll processing for every user who needs
to process in, or view, the Payroll module. You must ensure
that unauthorized users are prevented from accessing
this module to maintain confidentiality and security.
Printer Setup

Print formats for pay cheques, pay advices and statutory forms
must be set.

Payroll Benefits

Enter benefit descriptions. Page 6

Payroll Deductions

Enter deduction descriptions and their associated General
Ledger accounts. Page 7

Employee Details

Create, maintain and delete employee records including hourly
rates and salary information. Page 8
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SETTING UP EMPLOYEES BENEFITS / DEDUCTIONS

Benefits

Go to Utilities cursor down to Payroll Setup and select Payroll
Benefits

P o - T =

The following screen will appear. Enter the department
number for which you will be entering taxable benefits for and
click OK.

Payroll Department | x|
Fayroll Department | m

(] 4 I E xit | Help |

Enter a Short Name for all taxable benefits that apply to this
department and click Save. Follow this procedure for each
department until all taxable benefits have been entered.

Payroll Benefits - Department 01 | x|

Short Mame
Benefit 1 [Raom
Benefit 2 [Boad
Banefit 3 m
Benefit 4 —
Berefit 5 —
Benefit —
Banefit 7 |—
Benefit 3 —
Berefit 3 —
Benefit 10 —
Save I E zit | Help |
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Deductions

Go to Utilities cursor down to Payroll Setup and select Payroll
Deductions.

Enter the department number for which payroll deductions
apply and click OK.

Diocesan clergy do not have deductions, outside of CPP, El,
TAX and RPP.

Payroll Department

Fayrall D epartment | 03

Est | Hep |

(Generally Voluntary Pension Plan Contributions and/or Group Optional Life)

Payroll Deductions - Department 03 [ %]
| G/l Mo. Bll Account Description Bll Short Mame
Deduction 1 [E020-0-00-000 Medical Benefits - Administrat OptLife
Deduction 2 2020-0-00- Pengion Payable WolPen
Deduction 3 oooa- - -
Deduction 4 oooa- - -

Deduction 5 oooa- - -
Deduction B 0000- - -
Deduction 7 0000- - -
Deduction 8 0000- - -
Deduction 9 0000- - -

|
|
|
|
|
Deduction 10 0000- - - ’
Save I Exit | Help

. |
Select the appropriate G/L No. and use or create a Short
Name as above.

Follow this procedure for each department until all deductions
have been entered.

Employees with benefits and a member of the pension plan
have the option to purchase more life insurance and voluntarily
contribution to the pension plan. (Remember the voluntary
contributions to the plan are not matched by the parish.)

The optional life premium is found on the Morneau Sobeco
billing under the heading “Description” as Optional Premium.

Premiums are paid monthly, therefore you must calculate the
yearly total (x 12, add 8% PST) and divide by the number of
pay periods to deduct the appropriate amount from each pay.
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Deduction for Non-Incardinated Clergy Savings Account

For all non-incardinated clergy a new deduction must be set
up for the mandatory savings. The amount is equal to the 5%

similar to the clergy contribution to the St. John the Evangelist
Pension Plan.

Under Utilities scroll down to Payroll Setup and select
Departments (01) (make sure all users are logged off - click
Yes). The following screen appears.

B Puyrull Departivests 01

Pt buwwed [l
R [P e . 01

Pl dccourty Dedenioes | berats |

Datucton  Accourt Omazpaon Tyom Aast Mo

Detutan nww
n Soacn Doduckorn Fopttle Loy 20Fe TN, 020902 G
w O gy Foezssee Pogabide Lisltms MSS 0G0 twrg
m Expore
o [EE

Click on the next available line under Acct. No. and type in
2015-0-00-000. Under the Deduction name type in Savings
and save.

Under Payroll find the non-incardinated clergy and go to the
Deductions tab. Enter the amount to be deducted after tax.
Make sure that TAX, El, and CPP are checked.

BN Sage Business¥ision Client-Server Edition - ¥ PARISH PLAY DATA ** - [Employee Details - 000010]
& File Edit View Utlities Options ‘Window Hilp

&S Ed ﬁ@lﬁﬂ,@,@,@\
BR G X|0|eE& @\gm @ »3l|@
Employee No. I \
Mame Fr. Emaniugl Priest
Status Active YI
gddressl Qetailsl Amountz  Deductions Iﬁenefitsl Ti ecardl Ea_mingsl Imagel Hotes I
Deduction name | | | ‘Amount| T.ﬁ.><| El | CF'F'| Wi |
Oz @3 noo P MW T
Savings Oz ® 3 155.04 W I v -

If the non-incardinated clergy is CPP exempt do not check off
CPP.
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Entering Employee Information

Select the Payroll icon.

Payrol

Select or set the next Employee No. (6 digits - 000001)
Enter all information in the address tab.

£eiden | iotab | Aoty | Dedugtors | Beretts | Teveca ] trimpe | ot |

Adden 333 Wapecwn [Cotad 81 w|dme |
| Té Ho §000| cco0om £ B
{ fanind §000] 000 0000 =+
| oo | i

Ly fLorom et a0

Pod code ¥ Pran  [ON - I

Contn Fm -

Tolbia §519) D08 Em. 231 -

S L — i

Eaal fraedpece el ] Lo modbat  DEI31/2006 by GSA

!:v-.:m}'

Select the Details tab. Enter the Department code for this
employee. Fill in each appropriate field, the tax table field is a
mandatory field, select ON (Ontario). Enter the appropriate
payroll cycle for this employee; i.e. 26 = bi-weekly, etc.

S Empluyer Detoils - 00014 CEE|
g X DleER Oy E e & & )@
Esplosca Be.  [0001¢ A
Mg [N My =3
Unha P ~|
fbmis Dotndt | Avearey | Dachghons | famabtz | Tromewsd | ippage | etes |
Pesaral ot
Dege tode l:G Jebhuk {Pauh Secreiany
- Mok Fongy = | ouiatie o3
Py piads ll$ 'I
Odos ity fronE =] | pustase M0 )
““““ —a—
LUK [000.000.00 Feven dibo ‘@1;111;;21_3—1
Unin LD [ Tovrarishar: Side {00000 )
Heamnbo | ;"”
Bvbwct | Seochies
Lonpusge =l
Ergscpes o
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IF EMPLOYEE IS CPP EXEMPT...

o -
D I Yeu 2w (pece o e -
o 4G L 2= =] =
S fax T2l HPHOW G G-
x = EQ ) 3

Fawkasas S0 Jaoeces

Gen [rae e

e = |

btrry 0o | domorty | Dindaciors | Gt | [t | e |t |
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- LT [ Lo

P owies
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faw %

g =l
§ ian f

00 sabua (FF Alde 2D0e0N8

Edgar’s birth date must be changed to a data that does not
trigger the CPP deduction, select a year that reflects an age
over 70. You can place his real date of birth on the notes line
above. Unfortunately this is the only way to trick the system to
exempt the CPP deduction.
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;

Select the Amounts tab.

% Drployee Detadls - D000 4 0] x] I
B O X SN Bl & $ s | @
Emphrens No. foonata )
Naye [w:we Nay Q
Slaba Adttee v]
bdden | Qetads Arourts | Dedugtons | Bensts | Dimecss| Imsos | Motes |
Crediy and eavghions Deductars aed 1abes
Tae crecht 940300 A RifPennm 8 &8 500 %
TS 5504 e <
Otves s | 000 A Undese 8 x| 000 pet <

Aoy 000 M Eleond (D7 paga 14 | B
Ferem 000 M

Prov. clm | 837700 M Estnated pay* [ D@ M
£ stmiad sscensar” [ 00 M
Paynanis
Sdby [ 100000 pet EL facks M T
Adusoce r— r
Viatalin owed | W.EB, jue [ “poe %
e Lssestnvent  Tom
Repduime | 000 M PESREY T
Dvertre i 00 M _— —
Provwan tom [ 000 e Retan weaind <

* Comvrazen mevrsooted smplopess ardy

Tghopee N

The system will default to the current basic tax exemptions
(Tax credit & Prov. Claim). Each employee should fill out a
TD1 and a TD1 ONT. From these forms enter the appropriate
information.

Payments section — Establish whether the employee is paid
salary or hourly and enter the appropriate amounts per payroll
cycle. If an employee is salary no information should be
included in Regular time and vice versa.

Deductions and rates section — For lay employees that are
members of the pension plan select % and enter 5. For clergy
select $ and enter the appropriate amount.

If an employee elects to have extra income tax deducted from
their pay (TD1), enter the whole dollar amount per pay period.
(Must round to the nearest whole dollar) Do not enter cents.

The E.I. factor has been automatically setup.

W.C.B. rate does not apply, leave blank. This is not an
employee deduction.

**\/acation rate applies to all employees who receive paid
vacation. For salaried employees leave % blank. If vacation
pay is accrued make sure the box is checked, if vacation pay
is included with each pay uncheck the box.

11
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Select the Deductions tab.

£ Evphoyee Detals - 0091 4

S0 X DS & I ES s s @

Lackopen Mn, (o0t

Nawe [sreMe E

£ [acve -

3enr | [etahr | Awenry nldl*'"lﬂ-'ﬁ[!n--l[lwlua-|

Creductan seme Aoy TR B BF WO

Optlie 081 s PO P

Yol s @[ Fur =3 3 |
s 01 4 @ d [
0:01 4 4 {4 [y
0501 4 (& 134 g
0Os 01 4 @3 1d W
o 00 4 G W L
s 01 r r r r
0% 01 4 (&3 (d (o
0501 o [ 14 4 |

Ergloyes Na

Enter the dollar amounts for each of the deductions listed.

The Optional Life premium is subject to TAX and CPP only, El
and WC should remain blank.

The Voluntary Pension contribution is subject to El and CPP
only, TAX and WC should remain blank.

Generally clergy do not have any deductions.
Select the Benefits tab.

% Boplayes Detals - 000014

Emgbwos Mo, [000014 A
\aze [Mexa ey Q)
Sien [‘-'Zyn == E]
200t | [stobt | Aoy | Deaugrons Bt | Twrwcend ) hangs | thores |
Doyt roms Avma! TRL DGV WE
Linlae 0191 W r v r
0% 01 - rorr
0% O wr roror
ox 01 mwr rorr
03 01 am r r r
0Ox 01 ae r r r
05 01 ol moar
0% 01 mr. rororm
03014 om r r r
Ox01 am r r r
Enckes e

Enter the dollar amount for each benefit. Life Insurance
Premium is subject to TAX and CPP, El and WC should be
blank.

If you wish you may add notes for each employee under the

Notes tab. Remember to click save & or your information will
be lost.

Clergy Benefits: Room subject to EI only, Board subject to
Tax, El and CPP.
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Entering Opening Balances

If you are using the BusinessVision Payroll module for the first
time at the beginning of a calendar year you do not have to
enter opening balances. However, if you start in the middle of
the year you will need to update employee year-to-date
information so that deductions are calculated properly and T4s
will print accurately.

Since the General Ledger will already contain these balances
from the initial setup, the employee balances must be entered
without updating the General Ledger. To do this, General
Ledger integration must be turned off while the information is
being entered. Integration is turned off in the General Ledger
Setup subsection of the System Setup function.

Note: While the integration is off none of the other modules
will post to the General Ledger. It is very important that no
processing is done in any of the other modules while the
payroll opening balances are being entered.

To enter opening balances

1. The system must first be setup correctly, including all
benefits and deductions (see the section Payroll
Setup).

2. Next, information for all employees must be entered in
the Employee Details function.

Important: This is the only opportunity to enter
Vacation Pay owed to an employee and Advances due
from an employee as these fields are automatically
maintained by the system and cannot be edited except
when an employee record is first created. Before
entering employee details, calculate the total vacation
pay owed to, and any advances due from, each
employee and enter the amounts at the time you create
each new employee record.

3. Turn General Ledger integration off.

4. Use the Timecard function to enter a timecard for each
employee. Adjust the totals to reflect the employees'
year-to-date earnings and deductions.

5. Print the paycheques to plain paper as actual cheques
do not have to be issued. This procedure will update all
of the employees' year-to-date information.

6. Check the totals to ensure they are correct. Errors can
be corrected by processing adjustments in the same
manner as above.

13


mk:@MSITStore:C:/BusinessVision/help/BusinessVision.chm::/System/System_Setup_-_General_Ledger_Section_-_G_L_Setup_Subsection.htm
mk:@MSITStore:C:/BusinessVision/help/BusinessVision.chm::/System/System_Setup_-_General_Ledger_Section_-_G_L_Setup_Subsection.htm
mk:@MSITStore:C:/BusinessVision/help/BusinessVision.chm::/Payroll/Employee_Details.htm
mk:@MSITStore:C:/BusinessVision/help/BusinessVision.chm::/Payroll/Timecards.htm

Payroll

Notes

7.

8.

When all the values are correct turn General Ledger
integration on.

The next cheque number for the bank account will
have to be reset to the proper value before regular
processing continues. This can be performed on the
bank account in the Details tab of the General Ledger —
GI/L code 1010-0-00-000.
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Processing Payroll @J
1. Add any new employees for the period into the system.

2. Edit any necessary changes to existing employees
records.

3. Double check your next cheque number in your bank.

Set the correct pay period and payroll dates in the Pay
Schedule function by selecting Utilities, .Payroll Setup,

Pay Schedule.
Payru Wschedule W
Pay Fi Pay Period

1 ay requency1 ay Perio Pay date B 402
2 ik Period |June 15, 2002
3 1 Mest payslip Mo, | i}
4 1
5 1
G ]
7 ] ] Direct deposit [
53 i} i}

52 or 53 [weekly] 13 [d-weekly]

26 or 27 [bi-weekly] 12 [monthly]

24 [zemi-maonthly]

Save | E it | Help

= | 7

5. Enter Payroll and go to the time clock =& or Ctrl
M. Enter any timecards required for employees. If the
Batch Payroll function is going to be used, timecards
do not have to be created for salaried employees
unless changes need to be made to their details.

Ermplopes o [IEEN [ ]| [A]  Pawpsiod [0
Py tpp= Mo Flame ot | oot Ho Apcount name
B m o aoo
1 | L
< [BH] e [1vaciion dus [scteances
Eiy et Hgias Fate Aol feesunt Mo
[ = | | | E
[
| | en | | Hew | e |
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Erghyes No [000005 [RIDIJ Arkorss Markaron & Pwpwos [

Fuy e Hisas Rate Avowrd Acd Na Ao e
gwa, 213187 5000000000 Payrol - Clergy

i;']ﬂﬂ[:m: 1 [Vacmme 200 IMJM £000
Hpeay B Apourd  Acsount Na

= I [ 2mm=e [F0000000 Q]

: [Papch vy G
I poe | mew | b |

6. If the Batch Payroll function is not being used, each
employee’s pay cheque may be processed manually,
and pay cheques printed individually, at the same time
as time cards are created. Go to the Timecard for each
individual employee select salary or regular (add
hours), click Total and then click on Print. The cheque
will pop down to the bottom of your task bar, click on it
to openit. Once the cheque has been printed close
the window. Do not close the window until you have
printed the cheque.

7. If direct deposit is being used or you want to print pay
cheques in batch, use the Batch payroll function to
calculate and process timecards and pay cheques.

8. If there are any omissions, produce a supplementary
timecard for affected employees and print their pay
cheques. If there are over-payments, and you pay by
cheque, void the cheques and re-process.

9. Produce any reports you need before working in the
next pay period.

Void Unpaid Timecard

1. Enter Payroll icon and select the employee you want to
void the unpaid timecard for.

2. Enter timecard and click on pay type and press the
delete button.
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Reversing (Voiding) a Paycheque

From time to time you may need to void a pay cheque in the
event that an employee loses theirs or you have printed a pay
cheque in error. Although you can put a stop payment on a
lost cheque or physically destroy an invalid one, the system
has updated the Payroll and General Ledger modules. To
correct this you need to reverse the pay cheque in the system.

The Void Pay cheque function reverses a pay cheque and the
corresponding employee and General Ledger entries.

To perform this function:

1. Enter the Payroll module.

2. Select the employee whose pay cheque is to be
voided.

3. Click on the Timecard tab and select the timecard to be
reversed.

4. Click on the Void Cheque icon.

5. Select Yes to confirm reversing the timecard and
voiding the cheque. void cheque icon

Son Hhae bt Ao,

Important: You should not reverse a timecard if you have already
issued a T4 that includes the timecard needing to be reversed. Also,
the system creates a supplementary timecard to reverse the original
timecard. In the unlikely event that you have produced nine
supplementary timecards for this employee during this pay period,
you will not be able to reverse the timecard.

To reissue a pay re-do the timecard, the pension box will be greyed
out, save and exit. Go back in and change the pension deduction
amount to the correct amount and process the employees’ pay. Be
sure that the taxable benefits and deductions are correct before
proceeding.
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Payroll Remittance

Print the Receiver General Report:

1. Open the Reporting Suite window; select the Payroll
module and the Pay Journal and Receiver General report.

3 astomsa¥inems Cheod Sestwar BNt - % FAE TSI M AY I TA ™

# vew Al (Ommw  Wertaw e

A4 EUY RIES PP BSE TN a-

Linty Im.na 'I Oezergaon

Accouts Fupatie SurdadPaped.
Accounts Recerrdde . - ICM Regans |

33 Uyren
S0M C
Badpus ared Foesodis Emdipon sdvaroet recehabls ond vacalon owed
Corweiz [ vpicpes ke - Satabed

Curhrvs E e
Cowamons
Sermd Linipe ‘wioh chega iegeter
rd Tead ALY e
3‘3.‘%:' Temecasd peint
,-Ina.n i)a-

Plrzhant Avglprn

Pachos Crom
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Sain: Toess
S aspecoe
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2. Change the dates to reflect the correct period and press
OK.

Pay journal and Receiver General report |

Payrall departrnent [w ik

......

Start at employee number ¥ First I IEI
End at employes number ¥ Last I IEI

Start date... |1 -May-06
End date... [31-Hay-06 [a]

Receiver General repart only o

k. Cancel | Help |
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In Accounts Payable enter the invoice and payment to Canada
Customs and Revenue Agency.

1. Open the Accounts Payable window, select the supplier
that you have set up for remittances and enter an invoice
using the month as the invoice number and the total owing
as the amount. Do not apply any GST or PST.
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2. Double check the entry and click Post.
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@ M 2000 Accourts Pupsble D Vend AEVCAN ARz
{ 6200008 Uralo ate! Ercerne C Vend HEVCAN
' ] 2010000 Souce Deductern Paobie D Vend HAEVCAN 123
{ 1210000 GET Aecarvedie D Vend REVCAN
Ved  REVOAN
] T 10328 Bz
Scoount No Aptount dalcrphion
oo al
MNero Dbt sevond Conde amorant
Plend  FEVIAN Irrvesce | |
e | | woit | e |

3. Flag the invoice and process the payment.
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Notes

Registered Pension Plan Contributions

Go to Reports and select Payroll (You should have printed
this report above (Receiver General)).

Enter the data on the Pension sheet submitted to the
Diocese for the pension contributions for each employee in
the plan.

Go to Accounts Payable to set-up the payment to the
Diocese for the lay pension contributions. Enter the
necessary information in the A/P Transaction Entry
Screen. Your invoice number should correspond to the
period to which the deductions were made. Example: “Lay
Pension Jan 2006”, or something to that effect. The
amount should be for total payable to the diocese for
employee, employer portions and voluntary contributions.

G4 {09l JUIFURES Tl By o oe

Coces o wome Lok et At i
G

.' " ll
=5 Lot |} =0 Sedwwin O ise s

MO NOoam X
ST

[(ETS B]
rmasr U mm
Dun e R i
[ -1
| CERE -
—bey

] |
T aton BT Mk 08 G e
Eser, L o» [ [T —r—

Make sure that both boxes are unchecked and that the
“Other Amount” is zero.

& GET. oy 801

[T = AerPST. 743
Other Aot 0.00

Cancel | Help |

Click Post, the system will prompt you, “are you sure that
no taxes apply”, click Yes to continue.
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Notes

o M
\» 200000
"

The Journal Entry screen will appear. Click on the line
7030-0 Diocesan Assessment then go down to Account
No. and enter 2020 and tab. Change the amount to the
employees portion of the pension (include voluntary
amounts). Add a line to the end of the list (under 1210 —
GST) by clicking on it — then go to Account No. below and
enter the expense code that each pension plan relates to:
5115-0-00-000 Pension Administration, or 5110-0-00-000
Pension Lay Ministers or whatever department (see
second screen below) and enter the appropriate amount of
the employer’s portion for that department. This is the
employer’s expense portion.

Due 011075 [T]0]  TunsetonNo  X000074  Erws 4 Bakarrcn 108 £208
Acet No, | Accound descipson Memo Dbt arount Cradd et
200000 Accounts Payatie D Vend DECESE 2684

Ferann Payatie D Vend DOCESE 12842
6220 000559 Urwilocaled £ qpernce € Vend [eOCESE
1210000 EST Raceratie D Vend [OOCESE

Tew 12840

23684
Aecount No Acoount deccnphon
foooo [&F g
Marno Date ancurt Cio® amoury
fVerd  DIDCESE Invoce | |
g A gowif | Hew |

You must know which employees belong to what
department and then you can enter their data as one entry
or if you wish you can make an entry for each individual
employee.

Dwe  ONGE [[D]  TisweconNu 200000074  Erises 4 Bedarnce 1084708
Ace Na Accourd desteghen Netro Detd s Dot st

@ M 200000 Aoty Favabie D Vend DNCESE 26 M

i 20000 Parmon Payable D Vend ONCESE 28

] 2000089 Unalocsted Experne C Ved DICESE

i 1210003 55T Aecavabie D Vend ODNCESE

| $1150-05000 Paoan - Adriubston C vend ONCESE
Toiad 1me 2534
Aot No Acomrt descrohon
[s115000 000 [QfFeaen Asraniisncn ]
Novo Dbt arvoure Cred avoure
fvent  DIOXESE ) [ el |

| | wewi® | bep
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Notes

Once you have entered all the appropriate employer
pension amounts the following screen will appear; after
you select “Post”. From here you may select the invoice
for payment to the Diocese. Follow the instructions on the
screen as they appear and print your cheque. Please do
not include any other payments to the Diocese with this
payment.
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Notes

Department List

01 — Clergy

02 — Lay Ministers

03 — Administration
04 — Caretakers

05 — Housekeeper

06 — Musicians

07 — Other

For Direct Deposit

11 — Clergy with Direct Deposit

12 — Lay Ministers with Direct Deposit
13 — Administration with Direct Deposit
14 — Caretakers with Direct Deposit

15 — Housekeepers with Direct Deposit
16 — Musicians with Direct Deposit

17 — Other with Direct Deposit
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Special Accounts — Payroll Account List

Payrol Accounds - Department 01

Spacidl Accourt | Ascourt Deseighen Qf e [GAN 14
St L Wagms Pagyol- Chigy | Expanees  JF0000.00.000

E 1L [wxparss| Pasrofl Enplogw Paticn - Cengy | Expenes  [50350.00000

CRP, jegans) [ Pagit Engloye Pastion - Doy [Erpmses  [50050.00000

Wothsrs Do (esp) Pagnoll Ermploge Partion - Clesgy | Exporens  [50350.00000

Advances 1ecatatie Susperen Expetes  [33930.00000

El papable Souse Dackittiorn Payutie Labdles  [2010000-

CPP payabie Sowce Dechenors Pagubla | Liakdtes  [20G00-

WL papable | Sousce Decucnors Payatie [ Uakdaes 20000

Income Taxpasbie | Sowce Deduchons Pagatio | Ustites  [20100.00-

Pevaion pagatie | Dlergy Poruicn Payatie [ Lskdses  [2015000000
Union dues pagable | Sowce Daduchors Payable | Liabdtes  [2010000-

Vacaton payable | Accued Vacaton Payable | Gabdies  [2040.0.00.000

Lank o Cloing | Chequng - Can [Asets  [1070000000

[ sme ] caa | e |
Payrol Accounts - Department 02

Spacidl Accourt | Accourt Deserghon [ Tipe JGANo. i8]
Sabariet & \Wagme Paprol Loy Mevetws | Exparees 5005000000

EL [wepaean| Pastifl Enplopw Porticn - Lay Missters [Expenres [5040000000

CPP, jugans) | Pagrll Englipe Pastion - Lay Mrestare [Expures  [50400.00000

Wothss oo (asp| Pagnill Ermplogw Postion - Ly Miestars | Exporens  [50400.00000

Advancas 1ecatvatie Suapercn Experies  [33930.00000

E payable Souse Dackittiorn Payutie Labdles  [2010000-

CPP pyable Souce Dechienors Pagabln | Lakdtes  [210000-

WL pagable | Sousce Decucnors Payatie [Uakdaes 20000

Income Taxpasbie | Sowce Deduchons Pagatio | Ustites  [20100.00-

Peveion paystie | Pensan Payeble | Likdties  [2020.0.00

Union dues pagable | Sowce Daduchors Payable | Labdtes  [2010000-

Vacaton payable | Accued Vacaton Payable | Labdiies  [2040.0.00.000

Lark o Clewing | Ohequng - Can [Asets  [1010000000

[ sme ] coca | e |
Payrol Accounds - Department 03

Spacidl Accourt | Accourt Deseighen Qf e [GAN i)
Solries & Wages Papyll - Adnrectidion | Expones 5010000000

EL [weparss) Pagrofl Enplopw Particn - Admeeist alun | Experes |50450.00000

CPP. jeoans) | Pagrult Englope Pastions - Advwesn ston [Expanms  [50450.00000

Wotkars Lo (esp] Pagnoll Errplogm Partion - Advirish aton | Exporepe  [50150.00000

Advances 1ecatatie Susperes Expenies  [33930.00000

E papable Souse Dackittiorn Payutie Labdtes 12010500

CPP pyuble Souce Dechienors Paguble [ Labdies  [2100.00-

WL pagable | Sousce Decucnors Payatie Uakdaes  [20100:00-

Income Taxpasbie | Sowce Daduchons Pagatio Usbides  |20100.00-

Peveion pagatie | Penson Payoble [Lakdses  [xC0000

Union dues pagable | Sowce Daduchors Payable | Labdtes  [2010000-

Vacaton payable | Accued Vacaton Payable | Labdiies  [2040.0.00.000

Bank o Clearng | Orequang - Can [Aszets  [1010000000

[ sme ] caca | i |
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| GANo QY

[Pccoint Dasciction R i

Salwes L \Wagnr | Pagsel Custider Epeens[50750-00000

ELjemenmel [ P Exghopes Fisteon - Comiks Exparnes [50%0 0 00000

CPP (woems] | Pagcl Exghopet Paten . Cawabm Exparies 5090 0 00000

Wokets Cono. (ep] | Payscl Emplopss Portion - Caneties Exporaes 5500 00000

Advances moenmble | Susparaw Erparwes |3593 000000

“E1 pagelie | Gturce Deducton: Fayeble Labises  [2010:000-

CPP papsbls 1 Source Deductom Fryetie Lobies  [2010000

W.CH: payelie | Sarce Dedatenn Fuyidin Liahiibes [2010:000

Woore Tapaykle | SouceDeduction Fageble Liebites  [2010000

Parion pmdie Prryion Papable Labiisey [2000000

Urin dues pogetde | Scurce Ded. Faydble Labibes | 2010.0.00-

Vacsion pyptle Accnusd Veoson Papstls Liebises  [20¢0000000

Bark o Cleawng Chagung - Can | Atants O10-0-05000

T __tw |
e -
Specel fccou [ Rceoon Descition £ T T Y
Salwbes L \Wagnt Pagred - Houtebeepst Exprass | 520.005000

EL jesemel Prassed Eghopes Porton - Houses seoes Expares |5250.00000

CPP (wpens| Fagsel Evghapet Paten - Houreh Evparies |55 00000
Woken Cono (o) | Pagack Eplopss Poction - Hou sk easer Exporaed [505.0 00000

Advances moenable Surparaw Eperam  |F506000000

“EL payelse Gource Deduclon: Fayeble Labies 2010005

CP P papstls Source Deducton Payeble Lshises  |2010000

WCE. papelie Surce Dedactem Fapuie Lablibes - [2010:000

Ioone 1 doie Souce Deductons Fayeble Licbises  [2010000

Parion ompubie Prryiion Papatle Lnbiisey [200000

Uacn Qs caguble Souce Ded. Faydlie Labibes 2010000

Vacston papstle Aconsed Y eoson Papstle LisbiSes |2040 000000

Hark o Cheawng | Dhmgung T Adasts 0000000

| GANo QY

[ Rceaint Dasciction R i

Salues 4 Wagn [ Pagaad - Musicsee Expernes |5/250 03000
ELleemel [ Poasch Emghopes Frston - Muoscons Exparnes |50€0 000000
CFP (wpenal | Pagscl Exghopet Paten - Muscans Expares | |5060 0 00000
Woken Cono. (o) | Pagack Emplopss Portion - Muscans Exporned |5060 0 00000
Advances moenmble | Susparaw Erparwes |3593 000000
“E1 pagelie | Gturce Deducton: Fayeble Labises  [2010:000-
CPP papsbls 1 Source Deductom Fryetie Lobies  [2010000
W.CH: payelie | Sarce Dedatenn Fuyidin Liahiibes [2010:000
Woore Tapaykle | SouceDeduction Fageble Liebites  [2010000
Parion pmdie Prryion Papable Labiisey [2000000
Union dues pogetle | Source Ded Faydble Labibes | 2010.0.00-
Veacston papstie Accrusd Yeoson Papstle Liebiibes (2040 0 00000
Bark o Chesing Chagung - Cén | Atants 010000000
T __tw |
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il Accounts - Departmest 07

[ Rceount Devcition [T [Gana 4

Salues & Wagn Pugeed - Db Expernes | [500-0 03000

EL jesenel Possed Emphopes Porton - Oives Expernes 5065000000

CPP (wpemn] Prvel Exghape Paten Ot Evparies 50650 03000

Wokens Cono (o) | Passol Erplopss Postion - Oher Boweed [S6500000
Advancer moenabls | Susparaw Eparwms  [7593. 000000

E! papelie | Gturce Deduction: Faybie Labsites | 2010:0-00

CPP papstls | Sowce Deducton Pryetle Labises 2010000

W.CE: payelie Suarce Dedactemm Fupdin Lablas [2010:000

Icone T e payokie Souce Deductons Fayoble Licbies  [2010000

Parion pmtie Parron Papable Labisey [200000

Union dues pogeble | Scurce Deduction: Fageble Labibes  [20100.00-

Vacaton pystle Accrusd Y scaon Papstle Lisbibes 2040000000

Bark o Cheatng Chagung - Cdn Adasts 10-0-00000

e oo | __te |
frarol Accounts Departmest s &
Specel fccout [ Rceoon Descition £ T T &
Salme: 1 \Wagn Pugyel - Clargy E [s0 005000

EL feere) Fnach Exrghopes Fisten - vy Exporaes 525005000

CFPP (mpemn) Fagacl Exghapet Paten - Clegy Expartes  |50065-0.00:000

Wokens Cono. (esp) | Pagsck Emplopst Portion - Dy Exporeed  [5005.0 00000 —
Advances meenable Surparaw Expacwes  [9595.0 00000

“El payelde Gturce Deduclon: Fayebie Labites  [20100.00-

CPP papsbls Source Deducton Payable Lshises (210000

W.CE: payelie Suarce Debatemm Fupain Labias  [2010-000

oone 1 e Source Deductions Fayeble Libies (2010000

Parsion pabie Paroon Papable Labisey [200000

Uinion dues oyl Sturce Deduction: Faydble Labibes  [2010000-

Vecston papstle Accred ¥ eoson Paystle LisbiiSes |2040 000000

Hark o Cleasng | Chagung - T Adants 10005000

[iccaint Dasciction [T [Gane &
Salues & Wagn Pugsed Lay Meistets Expeenes | 50060 03000
EL jeeme] Powsedl Exrglopes Porton - Lay Mesion: Experes [50400 00000
CPP (maennl Pt Exghape Paten - Ly Mestees Evparuts (50400 03000
Wiskens Cono (p) | Pagach Exvplopes Poction - Lay Minstess Bomeed [SH0O00000
Advancer moenabls | Susparaw Eparnms  |7593. 000000
E! papelie | Gturce Deduction: Faybie Labsites | 2010:0-00
CPP papstls | Sowce Deducton Pryetle Labises 2010000
W.CE. payelie Susce Dbtz Fupidie Labibas [2070000
Iroone T payobie Souce Deductons Fayoble Licbies  [2010000
Parion pmtie Parron Papable Labisey [200000
Unin dues pogeble | Sturce Deduction: Fayeble Libibes  [2010000-
Vacaton pystle Accrusd Y scaon Papstle Lisbibes 2040000000
Bark o Chesing Chagung - Can Azt 10005000
e oo | __te |
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Payroll Accounts - Departmest 13

Specel Accout [ Hccount Descegion B Tee [GaNg a
e & Wagnt Frved - Advrartaicn, Exparees [50100 03000

ELjeense| Py Enghopes Porton | Sdvniisten Bigemes [5A5000000
CPP lepeme). Praysch Evglopet Portion - Advarestsabon Exparmes | |0450 00000

Wkiers Cirngs (0] | Paaesl Evglpet Porfen - Adransisbon Eogurass | 50450 00000

Ad e |6 Epormes [ 000000
1 payebie | Source Dieductznm Fapabie Lebisas |2010000

CPP papelds Sarce Deducdirre Prgulde Ladalhas | 2010000

WLE. papable Souce Deduchon Fegotie Lobibas (2010000

Ineome T pagable Source Dedactons Fayable Lashines (210000

Fnnsion pagrabsie | Prnuon Papati Lishibes (200000

Unien deepepebie | Source Daducton Frgable Libises (2010000

Vacaton paple [ Aconind Vacesn Pagetls Lnbibes |2040-0 03000

Hark o Clasteg | Chosuw Can Resets POI0000000

Payroll Accounts - Department 14

Specel Accout [ Eccount Descegion B ves [GaNg &
Sdwiez 4 Wagnt Pared - Curntsbom Exparwes 5015000000

EL jesenta) Payvol Enghopes Forton | Coremkss Bgemes [SE0000000
CPP (mgeme). Praysoh Exvglopet Portion - Caveraken Expacmes |20 000000
Wk Cirng (3] | Paaesd Evglapet Partion - Chrwiahms Eogarass 5050000000

Ay rastd S Epomes [0 00000
1 payebie | Source Dieductanm Fapable Lebisas  |210000

CPP papelds Siarce Deducturrs Frguddn Ladihas | 2010000

WLE paysble Source Deducton Favabie Lobies  [2010005

Incomm T papabie Source Deducions Fagebie Lanbiaes (2010000

Fnnaon pagpabse Fartinn P apatid Libies  |200000>

Liveon g pewelie Source Deducton Frgeble Licbises  [2010000

Vicaton prpcie Accrmd Yacewn P apatl Liabibey 20400 00000

Bk of Clasteg Choaus Ch Rstls POI00 MO0

[ S e |
puivenecoome-Dpietumn s ———————————————————————
Secel bccou [ Rceoun Gescition [ mes [Gana
Salwes 1 \Wagnt Fagred - Houtebeepst Expernss | 520-000000

EL jeenel Prowwed Erghopes Porton - Houieh seoe Exparaes 1 |5255.0.00000

CPP (e Pagacl Exghapst Paten - Houssh sepet Evparies 5550 00000
Wk Cono (o) | Pagacl Englopss Poction - Hou sk caser Eipormed |5055.0 00000
Advancermoenabls | Susparas Exparwes |7593. 000000

“El payelie | Gturce Deducton: Fayeble Liabies  [2010000:

CPP papstis | Sowce Deduchon Pryatle Labises 2010000

WCE. payelie Soarce Dedctenm Fupdin Labibas 2070000

Ircone T e payokie Sowce Deductons Fageble Libies  [2010000-

Parion pmtie Prroon Papatle Labises [200000

Uinion dues pageble Sturce Deduction: Fayebe Letibes | 2010000

Vacsion pyptle Aconsed Yeoson Papstle Lisbiibes 20400 00000

Bark o« Cheatng Chagung - Coh Raasts  POT0000000

(T __tb |
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Spaciel Acoourt | Accsunt Deoosen A Twe f6aNa &)
Salwies 3 Wages Papill- Mutcans Expenses 5005000000
£1 (el PapillEmployer Poiten Mancam Eapenats (5050000000
CPP (epense] PapEngicges Potson Mucani. Eenses ﬁwwm?_gn
Wabews Conp feset | PayeilEmpleses Possen - Mt Exenass 5000000000
D XL S Ewperpes  [99953000000
.1 pasatie Suze Deductien Papable Llei: 2010000
CPP papabie Gouce Deduchnns Pavebe Liadte: 2010000
WAL, payetse Sowze Dedurtorn Papable Uablis  [2010000
Incores Tawpapstls | Souce Deduchons Papetin Lisdim  [2010000
P papath Praracn Papabie Lidtms  [2020000
Urion g pastle | Gouce Deductiors Payeise Ldms | [201000
Vacapion payabie [ accrmd Varsbcs: Pastie Uiy [2040000000
Eard. o0 Chnieg | Chequng T Aeer | PUICO00000

Payrol Accounts - Department §

Spaciel Acoourt | Accsunt Deoosen A Twe |8 Na a)
Salwies 3 Wiges Papill Dttt Expenses 5000000000

E1 (et Pawtl € rleyer Potten - Oltes Eaperats (5065000000

CPP (epense] PapEngicges Porson - Oty Eacenses | [S0H5000000
Wabss Conp et | ol Emplcges Possen - Ol Exgone 506500000

A e |G Eetner (3995000000

.1 pasatie Sauze Deducten Papable Lledn: 2010000

CPP papable Gouce Deductnn: Payebs Todes | 2010000

WAL, payelse Sowze Dedurtiorn Papable Uablims  [2010000

Incore Tapapstls | Sowce Deduchions Payatie Tiddes | 2010000

P papath Praracn Papabie Lisdtms  [2020000

Union das ot | Source Deductiors Papebie Lisedtins 201000

Vacaion payatie Accrmd Y acatcn Puysthe Lblims  [2080000000

Eard o0 Ty | Chequng T Aeer | PUICO00000
[Ewe | caws | e |
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Payroll

Payroll — Year End Processing
Notes

Before you start to process the final payroll cycle for the
year, make sure you will make any necessary
adjustments/corrections.

Once the final payroll cycle is complete, go to Reports 3

and select the Payroll module from the list on the left. Then
select “Earnings and deductions”, and print out this report for
all departments and employees. You will have no more
opportunities to print this report once the payroll year end
has been run.

Lot by [roocaie =] | Dascscton
JACCOURE Pagatis Stardard Repts | Cucton: Alepoe
LAccourns Recenabie 'C R ‘l

B of Maberad Adnazy labals

B0M Cotngores

Budgets ad Fosscants Ermployes advances recernatie and vacaton owed

Lcrvral: Engloyes bt - detaded

Custone Ernphres B - surmnry

Drvizions Pay pral anc Recere Ganed rapon

Garmead Ladge: Paaol chegue sgile
‘.‘In.wl‘u T2 d BL oo
b Cou Trieoms o3t tariogs and dedoctions _________________ £
Dvdes Em‘ [_

1 Prode! Code : ¢ i

ot Codes I

Purchase Aewbn Swie sy r—-
Fuchase Oide arpigee anbel :
Sales Ansipin S e
Sades Taou Inchade actee anchoeet o

5 e Inchude arophopess oo leave

Shovis s e

Teenws Inchabe heavaraded moglopmes r

T eotones

Lo

Vi =t | I
[ Warnbhousms . B

You should also print a Receiver General report for the
entire year. To print this report select “Pay journal and
Receiver General Report”, start date is January 1, xxxx
and the end date is December 31, XxXxXx.

Print the last page only.

Keep this report on file as you will need it to complete your
T4 Summary.
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Notes

Once the tax tables have been updated for the new year
you must run the Payroll Year End procedure. To run this
procedure, go to “Utilities” and then select “Payroll Setup”,
then select “Payroll Year End”. The following screen will
appear. Press OK and the process will start.

Payroll Year End |
Hemove tmecards r
Far calendar year... |2|:||:|4 j

[ ok | Ea | Hep |

Once the “Payroll Year End” has been processed, you
must run the “TD1 Revisions”. To run this procedure, go to
“Utilities” and again select “Payroll Setup”, then select
“TD1 Revisions”. Press OK and the process will start.

Payroll - TD1 Annual Revisions |

Enter the percentage increaze in the annual
cozt of living - subject to indexation.

Fercentage increase I 0.000

[duly 2008 walue iz 0.0 percent]

Est | Hep |

After the tables have been updated, and the Payroll Year
End and the TD1 Revisions have been run, you must reset
your Payroll Schedule. Your Payroll Schedule is found
under Utilities - Payroll Setup. Again you will start with 1
for each of your pay periods. DO NOT put a cheque
number in the “Next payslip number” box — this is for direct
deposit only.

Before you process the first payroll cycle in the new year,
go to your payroll icon and check to see that each
employee’s data is listed as last year’s information.

If you have any problems, please call the accounting
department.
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