Fiscal Year End Payroll Posting 9
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------ Perfect Afttendance ——

Warrant Post?

- Time & Fxnense

Posting Date  Split FY? Fiscal YE

itor

Time 5plit ——————  ——- Benefit Split ——-
Chargeback Chargeback
Percentage Indicator Percentage

BosEE7 OYes@No |95 T,]1-2022 @ Yes O No [30-Jun—2022 |H
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Please join my meeting from your computer,
tablet or smartphone.
https://global.gotomeeting.com/join/174274325

ADMINS

United States: +1 (224) 501-3412
- One-touch: tel:+12245013412,,174274325#

Access Code: 174-274-325

IDEAS. RELATIONSHIPS. RESULTS.

www.admins.com

Please MUTE your phone after
joining the conference call.

Thanks!

Wednesday, June 16, 2022
10AM - 11AM
LuAnn Moore
Theresa Campbell


https://global.gotomeeting.com/join/174274325
tel:+12245013412,,174274325

Tips for GoToMeeting

7 o Fa
% GoToMeeting v OREC| (A View Everyone

2

Meet Now

AUC Financial Management

PO Rollovers
FY21 to FY22

https://global.gotomeeting.com/join/857
861445

+1 (872) 240-3311

Access Code: 857-861-445

Please MUTE your

Wednesday, June 15, 2021 phone after joining the

Z

Camera Screen

1. Controls appear when the mouse is moved onto the G2M window
2. Slider resizes the viewing canvas versus the attendee’s area
3. Chat bubble allows for questions
4. Camera and zoom controls for screenshots or a closer look
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What Will We Cover?

How “regular” processing works
Preparing to use the split processing
Where to set up the accrued payroll account

How to post the split payroll
Labor/Time (days worked vs. percentage)
Benefits (period start, period ending or percentage)

How to review the labor distribution prior to posting

This process allows for the posting of expenses, accrued
payroll, and cash in two fiscal years.

I
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Post Labor Distribution-Default

Dates used for “reqgular” payroll cycle?
Time & Benefit Expenses - period ending (default)
Cash — check date

Woarrant/Create Timesheet Screen

| Pay # Unposted
2 Warrant# 3 Check Date Post Date Period Bank Batch# Start End tatus YoidiManual

lnIE FAYC 3529 |12-Jun—2 eckz Printed

2d=Jun-2022 WE  [PavC o-Jurn—2d18-Jur—2022 bcalculated
4 [F= =T = | l-E PAYC Z2h—Jun—Z20 [ =Fs izalocul ated

B e - e — —— ~ — —— e — n s s P Ay v gem—go o~

Post Labof Distribution/Email Advices

------ Perfect Attendance - I ime & Expense Time Split - - Benefit Split -
- . Chargeback Chargeback
Warrant Post? Period E Postlng Dat Split FY? Fiscal YE Indicator Percentage Indicator Percentage
() ¥es (&) No () Yes @ Mo | | | | |
I15-Jun-2022
T&E Posting Date is the Period Ending Date

IDEAS. RELATIONSHIPS. RESULTS.
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“Regular” Cycle Processing of

o

Employer Paid Benefits & Labor $

s aw | This report shows the typical
Deductions Federal Taxes s 300.53 $ 106.73 2
w s transactions:
T S 1.) hourly employee’s benefits
e LR e 2.) salaried employee’s benefits
Total Benefits e 5 15242 o 5 61.20

The expense accounts show the labor dollars & employer contributions

Account Description Fiscal Year Transaction Date Debit Credit
1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2022 24-lun-2022 S 214476
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2022 13-lun-2022 3 1,992.24
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 18-Jun-2022 3 28.89
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 18-lun-2022 5 123.53

071597 SALARIED, SALLY S. $ 2,144.76 § 2,144.76
1000-000-0000-000-00-00-10400 CASH, GEMERAL FUND 2022 24-lun-2022 S 861.20
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 18-lun-2022 S 11.60
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTIOM 2022 13-lun-2022 3 49.60
1000-300-4110-130-06-00-51450 CUSTODIAN SALARY-HS 2022 18-Jun-2022 5 200.00

071599 HOURLY, HAROLD 5. 5 861.20 5 861.20

The DR and CR to accrued payroll not shown;
this does not cross a fiscal year. 5
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Town of ADMINS Setup

This site’s payroll cycle:
ey y In June 2022 — if check date is the

Begins on Sunday following Friday, there are two
Ends on Saturday pay periods that will each
Paychecks dated the following Friday produce two GL posting batches.

Employees are paid weekly

June 19 - 25, paid on July 1 will be Split for Benefits & Deductions to 2022 & Cash to 2023

Period Start June 19 June 20 June 21 June 22 June 23 Pay Day June 24 Period End June 25
Period Start June 26 June 27 June 28 June 29 i Pay Day June July 1 | Period End June July 2
Period Start July 3 July 4 July 5 July 6 July 7 Pay Day July 8 Period End July 9 |
I June 26 - July 2, cross fiscal year, paid on July 8 will be Split '
m— - - - — — — m— - .
I

IDEAS. RELATIONSHIPS. RESULTS.
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Post Labor Distribution Fiscal Year-End

Warrant Pay Groups

[

Warrant ; ; 0 Motes

Period Start 26— Jun—2022 Bank PAYC Period WE #Pays/Deds |1 Check Date [03-Jul-2022 Status Checks Printed
End EiE—Jul—EOEE Batch 3531 NoTimesheet () Yes (@ Mo Unposted Void/Manual

T283-HRLABDSTEMP.REP Printed 03-Jun-2022 at 12:12:
City of ADMINS

Labor Distribution Detail-By Employee

Payroll Batch: 3531

Fiacal Transaction

There can be multiple warrants
that create GL transactionsin - | /———mm—m—mmmmmmm ™ — |

071597 SALARTED, SRALLY S.

.
tWO flscal yea rs 1000-000-0000-000-00-00-20210 ACCRUED FAYRCLL, GENERAL FUND

2022 30-Jun-2022 1575.53
1000-154-0000-001-00-00-51110 DEFARTMENT HEAD SALARY 2022 30-Jun-2022 1423.11
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUIION 2022 30-Jun-2022 28.89
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 123.53

Wa rrant 903 586 071597 SALARIED, SALLY 5. 1575.53 157553
Period Start: Sunday, 19 June et e

1000-000-0000-000-00-00-20210 ACCRUED FAYRCLL, GENERAL FUND 2022 T01.20
P . d E d- S 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUIION 2022 11.80
Y t d 2 5 J 1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUIION 2022 49.80
erlo n I n g 2 a u r ay’ u ne 1000-300-4110-190-06-00-51450 CUSTODIAN SALARY-H3 2022 30-Jun-2022 640.00

CheCk Date: Friday, 01 JUIy 071599 HOURLY, HAROLD 3. 701.20 701.20

Batch: 903587 2276.73 2276.73

Warrant 903587 Trrer e, e e,

o . 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 1897.70
erlo ta rt. u N ay u ne 1000-000-0000-000-00-00-20210 ACCRUED PAYROLTL, GENERAL FUND 2023 1575.53 1443.03
! 1000-000-0000-000-00-00-20210 ACCRUED BAYROLL, GENERAL FUND 2023 1443.03
. . 5 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 247.06
Pe r|0d End l ng. Satu rd ay' 02 Ju Iy 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2023 569.23
N 071597 SALARTED, SALLY 5. 3587.79 3587.79
.
Check Date: Friday, 08 July
071599 HOURLY, HEROLD S.
1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 08-Jul-2022 762.00
1000-000-0000-000-00-00-20210 ACCRUED BAYROLL, GENERAL FUND 2023 02-Jul-2022 701.20 506,28
1000-000-0000-000-00-00-20210 ACCRUED BAYROLL, GENEBAL FUND 2023 08-Jul-2022 526.28
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-Jul-2022 93.20
1000-300-4110-190-06-00-51450 CUSTODIAN SALERY-HS 2023 02-Jul-2022 160.00
071599 HOURLY, HAROLD 3. 1457.48 1457.48

IDEAS. RELATIONSHIPS. RESULTS. Batoh: 9035871 6286.05  6286.05
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Post Labor Distribution

Warrant Pay Groups

Warrant 3506 0 Motes
Period Start [19- Jun—-2022 Bank pPAvC Period WE #Pays/Deds |1 Check Date [01-Jul-2022 Status  Posted
End P5-Jun-2022 Batch 32527  MNoTimesheet () Yes (@ Mo Unposted Void/Manual
Pay period is all within FY 2022; check date and cash posts 2023.
Warrant #903586
Period Beginning: Sunday, June 19
Period Ending: Saturday, June 25
Check Date: Friday, July 1
Post Labor Distribution/Email Advices
Goo.. = Perfect Attendance -—-—-—-- - Time & Expense Time Sphit - Benefit Split -
. Chargeback Chargeback
Actions Warrant Post? Period Ending  Posting Date  Split FY? Fiscal YE Indicator Percentage Indicator Percentage

1 Post Labor Dist EE-Jun-2022 (O Yes @ No | [ | | |

2 Menu T&E Posting Date is the Period Ending Da

The Split button is ®No, but the Fiscal Year is crossed due to the check date.

I
ADMINS
I

IDEAS. RELATIONSHIPS. RESULTS.
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Preparing for Split

Decide on which method to use for Time
Decide on which method to use for Benefits
Set up Accrued Payroll Accounts

Review how employees are paid (hourly vs.
salaried)

Note: Even if not doing a FY split, if the check date is
In new FY, & work dates in FY, a GL batch will be
created for each year

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com
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How to Decide on the Split?

Human Resources P Queries » Warrant History P Select Warrant

Warrant History

Goto... Warrants  EREI® Batcnt 7247 |ChEckDate  01-Jul-2020 Period Stat  18-Jun—-2020

R Bank PAYR  PAYROLL - CITIZENS BANK | Posted Date 26-Jun-2020 Period End 24-Jun—-2020
Seq# |Description Filename |Buttons ~
1 karrant Employee Count Report - - - - 7 View 8 Email
2 barrant Summary Report — E—
3 Labor Distribution GL Posting Report
q kage Summary
5 Fayroll Register . . .
= Fagroll Feeister — Excaption Feport The labor distribution summary reports on the
B Warrant History Screen will show how the split
0 Jpenefit Categories was handled in past years - look at the legend at

ayro. ec egister .

T1 [Deduction Rezister - Enplogse Detail the bottom of the reports; this examples shows the
5 Pauroll Vaucher — Prelomrnany Time Split as "D" for Days Worked ALL,

15 |Labor Distribution Detail with a

16 |Labor Distribution Detail-By Employee Benefit Split of "P" and a percentage of 57.14
17 |Labor Distribution Summary

Split Payroll Legend

Time Split Indicator -- Days Worked All Chargeback Percentage --
Benefit Split Indicator -- Percentage Chargeback Percentage -- 57.14

L
ADMINS IDEAS. RELATIONS.HIPS. RESULTS.
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Accrued Payroll Account

All funds, both “old” & “new” fiscal years must have the accrued
payroll account set on line #14 of the General Ledger Controls Table

Ledgers » Account Maintenance » General Ledger Controls

Maintain General Ledger Controls

FY Fund  Description Fund Status
GENERAL FUND OPEM
1000
‘ Line  Account Number Description Summarize Postings?
| Accrued Payroll [14  [1000-000-0000-000-00-00-20210 [ACCRUED PAYROLL, GENERAL FUND 5 |

Maintain General Ledger Controls

Fl.ll'ld Description Fund Status
GEMERAL FUMD OPEM
1000
Line  Account Mumber Description Summarize Postings?
Accrued Payroll 14 [1000-000-0000-000-00-00-20210 | [ACCRUED PAYROLL. GENERAL FUND 0] |

ADMINS IDEAS. RELATIONSHIPS. RESULTS. -

www.admins.com



Post Labor Distribution Screen 9

Warrant Pay Groups
sote- | Warrant F_ Check Date [p5—Jul- 0 Notes
et Period Start P6-Jun—2022 ik FAYC  Period JE #PﬂysteumMMﬂs Checks Printed
s - = atch 3531 HoTimesheet ()Yes (@ MNo Unposted Void/Manual
End 02-Jul 2022. :
I Select Yes to split the Fiscal Year. Default Fiscal YE = period end;
l change it to Fiscal Year End 06/30/2022
Post L,abJr Distribution/Email Advices
...... Perfect Attendance —— -4 Time & Expense Tim s Benefit Split Benefit Split Option -
Chargeback Chargeback 1 - ummn
Warrant Post? Period Endi Posting Ifte Split FY? Fiscal YE Indicator Percentage Indicator Percentage dEfaUIt IS B . |f
el O Yes @ No [ pz—JuH'zozz ® Yes (O No  [E0-Jun—2022 % | P | 8, 0000 : USing "P" entera %
T&E Posting | Posting Date J Split FY? Fiscal Indicator — Lﬁ

fo2-J01—2022 @ Yes ONo [Bo—Jun—2022 [0

Time Chargeback % entered
here if using "C" or "P"

[ Time Split Option - default is "D" }

Split FY “®Yes” Radio button is selected; different options will be shown.

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com 12
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Time Split ()

Three options - D, C, or P
Hourly vs. Salaried Employees

ADMINS

www.admins.com
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Time Split Options

D — Days Worked All
The timesheet work date will be used as a basis to post the
labor expenses for all employees.

C — Hourly-Work Date/Salaried % *

The timesheet work date will be used as a basis to post the
labor expenses for the hourly employees.

The chargeback percentage will be used for salaried
employees.

P — Percentage All *
The chargeback percentage will be used for all employees.

* Chargeback Percentage is the percentage charged to the Fiscal Year-End
date. If chargeback =0, 100% will be charged to the new year.

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com
14
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Is the Employee HOURLY or SALARIED?

Human Resources P Tables P Bargaining Unit Table P Detail » Salary

Bargaining Unit - Salary
Bargaining Unit TocL -01 Municipal Employees Calculator Fields
Schedule £1 Town Clerical 40hrs Salary Base H Hourly
Grade | 8 fy21 municipal clerical 40 h/w ourly/Salaried/Per Diem = g :
_ = alari
Effective Date 01-Jan-2021 [1,1,2021 1% increase clerical 40 h/w @ ! )

Hourly/Salaried/Per Diem:

H = Hourly
Si= Salar|6d Sadly Salaried Hawrold Howrly
P = Salaried Gross $1,992.34 $ 800.00
Deductions Federal Taxes 5  300.53 5 106.73
State Taxes 5 96.36 5 35.79
B Employee Payroll Type X FICA 5 123.53 S 49.60
o o Medicare 5 28.89 5 11.60
_C‘:'de Description L2 -: Total Deductions § 54931 § 203.72
H  Hourly - Net Pay $1,443.03 $ 596.28
P Per Dien H
S Salaried =
Benefits FICA 5 123.53 5 49.60
v Medicare $  28.89 $ 11.60
Total Benefits 5 15242 5 61.20
Find  Search Cancel Help  Eof —_— —_—
]
IDEAS. RELATIONSHIPS. RESULTS.
ADMINS
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Time Split Indicator: “D”

Days Worked All

The timesheet work Post Labor Distribution/Email Advices
date is the basis for | Perfect Attendance — Time & Expense
posting labor expenses
for all employees.

Time Split ——————— —— Benefit Split —
Chargeback Chargeback
Percentage Indicator Percentage

Warrant Post? Period Ending Posting Date  Split FY? Fiscal YE Indicator

DE—Jul-2022 @ Yes O Mo E0—Jun—2022 [0 [ E |
Days kWorked ALL Period Beginning

(O Yes @ MNo |

Set Flscal Option D, Days Worked, All Employees

Yea r E n d 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 30-Jun-2022 5 1,746.34 ]
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 30-Jun-2022 L

date to 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 30-Jun-2022 S 28.85
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-lun-2022 5 123.53

June 30 071597 SALARIED, SALLY 5. $ 174634 )$ /  1,746.34
1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2022 02-1yl-2022 ? 1,897.70
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GEMERAL FUND [ 2023  02-Jul-2022 S 1,746.34 1,443.03
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GEMERAL FUND 2023  08-lul-2022 S 1,443.03
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-Jul-2022 5 247.06
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2023 02-Jul-2022 S 398.42
071597 SALARIED, SALLY 5. 4 358770 § 3,587.79
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GEMERAL FUND l 2022 30-1upn-2022 g 701,20 l
1000-195-0000-001-00-00-37010 MEDICARE-EMPLOYER CONTRIBUTION 2022 30-Jun-2022 5 11.6Dj
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 5 49.60
1000-300-4110-190-06-00-21450 CUSTODIAN SALARY-HS 2022 30-Jun-2022 S 640.00

3 70120 )5/ 701.20

1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 Ow-Jul-20272 762.00
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2@ 02-Jul-2022 5 701.20 g 3596.28
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GEMERAL FUND 2023  08-lul-2022 S 596.28
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023  02-lul-2022 5 99.20
1000-300-4110-190-06-00-51450 CUSTODIAM SALARY-HS 2023 02-Jul-2022 S 160.00
071599 HOURLY, HAROLD 5. 4 1,457.48 § 1,457.48

]

ADMINS IDEAS. RELATIONSHIPS. RESULTS. 16
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Time Split Indicator “C”

Hourly=Work Date / Salaried=%

Labor Post Labor Distribution/Email Advices
eXpenseS for ------ Perfect Attendance - ——eoeeeeeee Time & Expense Time Split ccoceeeeeeeee e Benefit Split -
Chargeback Chargeback
hOUI‘ly Warrant Post? Period Ending  Posting Date  Split FY? Fiscal YE Indicator Percentage Indicator Percentage
em P|0yees are Bo3587 (O Yes @ MNo | DE—Jul-2022 @ Yes O No [Fo-Jun—2022 [C Fi.4206 [
Hourly-lDayz korked/Salaried- Period Beginning
based on the . . . .
: T&E Posting Date is the Period Ending Date
timesheet
wor. k date 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 30-Jun-2022
Y/ V/4 =
(same as “D ) 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 30-Jun-2022 _ 1,423.11
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 30-Jun-2022 g 28.89
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 g 12353
5 071597 SALARIED, SALLY 5. 3 1,575.53 )5/ 1,575.53
Sa la rie d 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 08-Jul-2022 1,897.70
em | ovees’ 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND [ 2023 02-Jul-2022 g 1,575.53 1,443.03
p y 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023 08-Jul-2022 S 1,443.03
Iabor expenses 1 000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-Jul-2022 g 247.06
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2023 02-1ul-2022 g 569.23
use the 071597 SALARIED, SALLY S. 5 3,587.79 S 3,587.79
Ch ar g e ba Ck 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND (2022 30-Jun-2022 5 701.20 )
ercentaae 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 30-Jun-2022 g 11.60
p g 1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 g 49.60
(method “C”) 1000-300-4110-190-06-00-51450 CUSTODIAN SALARY-HS 2022 30-Jun-2022 $ 640.00
: 071599 HOURLY, HAROLD 5. 3 701.20 ) §/ 701.20
Set FISC&' YE 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 08-Jul-2022 73 762.00
d te t 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND (2023 02-Jul-2022 3 701.20 |$ 596.28
ate 1o 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023 08-Jul-2022 g 596.28
June 30 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-1ul-2022 g 99.20
1000-300-4110-190-06-00-51450 CUSTODIAN SALARY-HS 2023 02-Jul-2022 g 160.00
071599 HOURLY, HAROLD 5. 3 1,457.48 5 1,457.48
]
IDEAS. RELATIONSHIPS. RESULTS.
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Time Split Indicator: “P” —

Percentage All

Select “P” to

Post Labor Distribution/Email Advices

O S=rsinig oo et gm0 — Perfect Attendance —— - Time & Expense Time Split ——————— Benefit Split ———
Indlcate that Chargeback Chargeback
Warrant Post? Period Ending  Posting Date  Split FY? Fiscal YE  Indicator Percentage Indicator Percentage

the chargeback

il O Yes @ No | pE—Jul—2022 @ Yes O Mo Eo-Jur—2022 F

Percentaze ALL

F1.4285 [E [
Period Beginning

% will be used

for hourly and Option P Percentage All 71.4286%

Sa Ia ried 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND [ 2022 30-lun-2022 5 1,575.52 ]
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2022 30-lun-2022 5 1,423.1@

employeeS. 1000-155-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 30-Jun-2022 S 28.89
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 5 12353
071597 SALARIED, SALLY 5. 3 1575.52) $/ 1,575.52
1000-000-0000-000-00-00-10400 CASH, GEMERAL FUND 2023 08-Jul-2022 " 1,897.70

3 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND I2DZ3 02-Jul-2022 5 1,575.52 J 5§ 1.443.03

Set Flscal YE 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023  08-lul-2022 g 1,443.03

d ate tO 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-Jul-2022 5 247.06
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2023  02-Jul-2022 s 509.24

J u n e 3 O 071597 SALARIED, SALLY 5. 4 3,587.70 & 3,587.79
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND [ 2022 30-lun-2022 5 632.63]
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTIOMN 2022 30-Jun-2022 5 11.60
1000-155-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 S 49.60
1000-300-4110-190-06-00-51450 CUSTODIAN SALARY-HS 2022 30-Jun-2022 5 57143
071599 HOURLY, HAROLD 5. 5 632.63 5/ 632.63
1000-000-0000-000-00-00-10400 CASH, GEMERAL FUND 2023  08-Jul-2022 A 762.00
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND I2DZ3 02-Jul-2022 5 632.63] 5 350,28
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023  08-Jul-2022 S 596.28
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-Jul-2022 5 99.20
1000-300-4110-150-06-00-51450 CUSTODIAN SALARY-HS 2023  02-Jul-2022 s 228.57
071599 HOURLY, HAROLD 5. 4 1,457.48 & 1,457.48

]

ADMINS IDEAS. RELATIONS.HIPS. RESULTS.
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Benefits Options ()

Benefits are treated separately
Three options for benefits

Hourly and Salaried employees
are handled using one method —
no mixing & matching within the
warrant

ADMINS



Benefits Split Indicator

Post Labor Distribution/Email Advices
~~~~~~ Perfect Attendance -———  -—————_Time & Expense ——-Time Split - ------ Benefit Split ——--
Chargeba Chargeback
Warrant Post? Period Ending  Posting Date  Split FY? Fiscal YE Indicator Percentage | Indicator Percentage
03452~ OYes @ No | 03-Jul-2021 @ Yes ONo [E0-Jun—2021 D A |
Days Worked ALL Period Beginning
T&E Posting Date is the Period Ending Date T o
- Benefit Split —
; Chargeback
! Indicator Percentage
Sally Salaried Hawrold Howrly '
Gross $1,002.34 $ 800.00 ! m I _ )
Deductions Federal Taxes 5 300.53 % 106.73 | Period Begmmng
State Taxes 5 96.36 S5 35.79
FICA g 123,53 % 49.60 . . . .
Modicare s 2mss s 1160 B W.I|| post to the Per.lod Beg.lnnlng
Total Deductions § 5a9.31 § 203.72 E will post to the Period Endlng
Net Pay $1,443.03 #9628 | P will post a percentage to each FY
Benefits FICA g 123,53 % 49.60
Med:ﬂare _ 5 2889 S— 5 11-605_ 1. Hourly Employee Benefits
Total Benefits 152.42 01.20 . 5
(> =T (1 2 =1‘ 2. Salaried Employee Benefits
1
ADMINS IDEAS. RELATIONS.HIPS. RESULTS. 20
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Benefit Split Indicator:

B — Warrant Period Beginning

T7283-HRLABDSTEME.REP Printed 13-Jun-2022 at 16:13:2¢

City of ADMINS
Labor Distribution Detail-By Employee

Payroll Batch: 3531

All benefit expenses will be T
based On the periOd Start 071597 SALRERIED, SALLY S.

1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2022 30-Jun-2022 1575.53
1000-154-0000-001-00-00-51110 DEFARTMENT HEAD SALARY 2022 30-Jun-2022

a e. 1000-195-0000-001-00-00-57010 MEDICRARE-EMFLOYER CONTRIBUTION 2022 30-Jun-2022
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30—%
071597 SALARIED, SALLY 5. 53 1575.53

All employer paid benefits post to 2022

071599 HOURLY, HRROLD 5.

B Benefits EJ(_'pE“E.E in BEgiI'II'IiI'Ig Period 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2022 30-Jun-2022 701.20
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2022 30-Jun-2022 11.60
- 1000-195-0000-001-00-00-57015 FICA — EMPLOYER CONTRIBUTION 2022 30-Jun-2022 19.60
Sﬂﬂy Salaried Harold Hmﬂy 1000-300-4110-190-06-00-51450 CUSTODIAN SALARY-HS 2022 30-7un-2022 £40.00
"0ld Fiscal Year" - 2022 071599 HOURLY, HAROLD 5. 701.20 701.20
Medicare 5 2889 5 11.60 I o

FICA 5 12353 5 49.60 . .
Period Ending: 02-Jul-

Total Benefits 5 152.42 5 61.20 s 213.62 Time and Expense Posting Date: 02-Jul-2022 Two GL batches 903587 for 2022, and

9035871 for 2023

071597 SALRRIED, SALLY 5.

1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 08-Jul-2022 18587.70
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023 02-Jul-2022 1575.53 1443.03
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023 08-Jul-2022 1443.03
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2023 02-Jul-2022 247.06
Th f. I t . II 1000-154-0000-001-00-00-51110 DEEARTMENT HEAD SALARY 2023  02-Jul-2022 569.23
ey d d ______________________
e Isca year en a e WI 071597 SALZRIED, SALLY S. 3587.79 3587.79
.
be used as the transaction rsas o, e =
1000-000-0000-000-00-00-10400 CASH, GENERAL FUN 2023 08-Jul-2022 762
date 1000-000-0000-000-00-00-20210 ACCRUED PAYROL. ENERAL FUND 2023 02-Jul-2022 T01.20 596.28
3 1000-000-0000-000-00-00-20210 ACCRUED PA . GENERAL FUND 2023 08-Jul-2022 596.28
1000-000-0000-000-00-00-21210 MEDICRRE S WITHHOLDING PAYRBLE 2023 02-Jul-2022 99.20
1000-300-4110-190-06-00-51450 CUSTO] SALARY-H3 2023 02-Jul-2022 160.00
071599 HOURLY, HRROLD 5. 1457.48 1457.48
Batch: 9035871 6286.05  6286.05
Split Payroll Legend
Time Split Indicator -- Hourly-Days Worked or Salaried-% Chargeback Percentage -- 71.43
_ Benefit Split Indicator -- Pericd Beginning Chargeback Percentage --
INS IDEAS. RELATIONSHIPS. RESULTS.
ADMIN dmi 21
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Benefit Split Indicator:

E — Warrant Period Ending

7283-HRLABDSTEME .REF Printed 13-Jun-2022 at 17:24:0C ° ~——— -~ . _
City of ADMINS
s s Labor Distribution Detail-By Employee
All benefit expenses will be R ——
° . Fiscal Transaction
based on the period ending date ===
of July 2; cash always posts on T
y I y 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2022 30-Jun-2022 1593.32
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2022 30-Jun-2022 1593.92
the check date (July 8) i s, s
071599 HOURLY, HAROLD 5.
1000-000-0000-000-00-00-20210 ACCEUED PAYROLL, GENERAL FUND 2022 30-Jun-2022 £40.00
1000-300-4110-190-06-00-51450 CUSTODIAN SALARY-HS 2022 30-Jun-2022 £40.00
071599 HOURLY, HAROLD 5. £40.00 £40.00
Two GL batches 903587 for 2022,
Batch: 903587 % and 9035871 for 2023 2233.92 2233.92
E Benefits Expense in Ending Period ST
. Period Ending: 02-Jul-2022
SI]'_HF Su;m"jed Hm"dd Hwﬂ‘lr' Time and Expense Poating Date: 02-Jul-2022
" . "
Mew Fiscal Year" - 2023 071597 SALARIED, SALLY S.
Medicare 5 2889 $ 115[} 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 08-Jul-2022 1897.70
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2023 02-Jul-2022 1593.92 1443.03
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, JEENERAL FUND 2023 08-Jul-2022 1443.03
FICA 5 12353 $ 49.60 1000-000-0000-000-00-00-21210 MEDICARE TAXES JITHHOLDING PAYAELE 2023 02-Jul-2022 247.06
- 1000-154-0000-001-00-00-51110 DEFARTMENT HEAM SALARY 2023 02-Jul-2022 398.42
Total Benefits s 152.42 $ 61.20 s 213.62 1000-195-0000-001-00-00-57010 MEDICARE-EMPLYFR CONTRIBUTION 2023 02-Jul-2022 28.89
1000-195-0000-001-00-00-57015 FICA - EMPLQFFR CONTRIBOTTON 2023 02-Jul-2Q2a 123.
071597 SALARIED, SALLY 5. . 3587.79 3587.79
All employer paid
071599 HOURLY, HAROLD S. / benefits post to 2022
1000-000-0000-000-00-00-10400 CASHE GENERAL FUND 23 08-Jul-2022 76
1000-000-0000-000-00-00-20210 ACGRUED PAYROLL, GENERAL FUND 20 2 2022 £40.00 596.28
1000-000-0000-000-00-00-20210 TED PAYROLL, GENERAL FUND 2023 2022 596.28
1000-000-0000-000-00-00-21210 JEDICARE TAXES WITHHOLDING FAYABLE 2023 o2 99.20
1000-195-0000-001-00-00-5701 Y MEDICARE-EMPLOYER CONTRIBUTION 2023 22 11.60
1000-195-0000-001-00-00-57048 FICA - EMPLOYER CONTRIBOTTON 2023 02-Jul-2022 49.60
1000-300-4110-190-06-00-51460 CUSTODIAN SALARY-HS 2023 02-Jul-2022 160.00
071599 HOURLY, HAROLD 5. 1457.48 1457.48
Batch: 9035871 6286.05 6286.05
Split Payroll Legend
Time Split Indicator -- Days Worked All Chargeback Percentage -—-
Benefit Split Indicator -- Period Ending Chargeback Percentage ——
DMINS IDEAS. RELATIONSHIPS. RESULTS.
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Benefit Split Indicator:

P — Percentage

All benefit expenses split based

7283-HRLABDSTEMF.REP

Payroll Batch: 3531

Printed 13-Jun-2022 at 17:29:17 °

City of ADMINS
Labor Diatribution Detail-By Employee

Fiscal Transaction

h h b k Account Tear Date Debitc Credit
g p g 071597 SALARIED, SALLY .
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2022 30-Jun-2022 1715.85
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2022 30-Jun-2022 1593.92
1000-195-0000-001-00-00-57010 MEDICERE-EMPLOYER CONTRIBUIION 2022 30-Jun-2022 23.11
1000-195-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 022 9882
071597 SALARTED, SALLY 5. 1715.85 1715.25
80% employer
071599 HOURLY, HAROLD 5. paid benefits
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUN post to 2022 20 688.96
1000-185-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTT 2022 .28
C Perc EntElgE ChElrgEbEl[:k -80% 2022 1000-185-0000-001-00-00-57015 FICA - EMPLOYER CONTRIBUTION 2022 30-Jun-2022 38,68
1000-300-4110-150-06-00-51450 CUSTODIAN SALARY-HS 2022 30-Jun-2022 640.00
.
5“-'-'? Salaried Harold HW-"'-'Y 071599 HOURLY, HAROLD 5. 688.96 688.96
"0ld Fiscal Year"™-2022 | anRERT s oo | e e
Two GL batches 903587 for 2022, canaa1 201

Medicare 5
FICA 5

2311
98.82

L

9.28
39.638

Total Benefits 5 12103

W | L

4896 S 170.89

Batch: 903587 fh—

Pericod Ending: 02-Jul-

Time and Expense Posting Date

and 9035871 for 2023

02-Jul-2022

071597 SALRRIED, SALLY 5.

1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2023 08-Jul-2022 1897.70
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERL FUND 2023 02-Jul-2022 1715.85 1443.03
" H " 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GEM FUND 2023 08-Jul-2022 1443.0
New FIE'EHI Year 2023 {20% ] 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHLDING PAYABLE 2023 02-Jul-2022 247.06
. 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2023 02-Jul-2022 398.42
M EdICE e 5.78 5 2.32 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYERJEONTRIBUTION 2023  02-Jul-2022 5.78
1000-195-0000-001-00-00-57015 FICA - EMPLOYER JONTRIBUTION 2023 02-Jul-2022 28,71
FICA 24.71 $ 3.92 071597 SATARTED, SALLY S. 3587.79 3587.79
. o,
Total Benefits 5 20.49 $ 1224 5 42,73 20% employer
071599 HOURLY, HARCLD S. .
5 213.62 i ' / paid benefits
. 1000-000-0000-000-00-00-10400 CASH, RAL FUND 23 08-Jul-2022 762.0
1000-000-0000-000-00-00-20210 ACCRUEH FAYROLL, GENWERAL post to 2023 23 02-Jul-2022 688.96 596.28
1000-000-0000-000-00-00-20210 ACCRYED PAYROLL, GENERAL 2023 2022 596.28
1000-000-0000-000-00-00-21210 MEDJEARE TANES WITHHOLDING PAYABLE 2023 22 99.20
1000-195-0000-001-00-00-57010 MEJICARE-EMPLOYER CONTRIBUTION 2023 2 2.32
1000-185-0000-001-00-00-57015 EfCA - EMPLOYER CONTRIBUTION 2023 02-Jul-2022 5.92
1000-300-4110-190-06-00-51450 #USTODIAN SALARY-HS 2023 02-Jul-2022 160.00
071599 HOURLY, HAROLD S. 1457.48 1457.48
Batch: 9035871 6286.05 6286.05
Split Payroll Legend
Time 3plit Indicator -- Days Worked All Chargeback Percentage —-
_ Benefit Split Indicator -- Percentage Chargeback Percentage —— 80.00
DMINS IDEAS. RELATIONSHIPS. RESULTS.
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Benefit Review

B — All benefits will have a transaction date of the
fiscal year-end and be posted to the prior fiscal year

E — All benefits will have a transaction date of the
period ending date and be posted to the new fiscal
year

P — A percentage will be charged to the prior and new
fiscal year

If the Chargeback % is 0, all benefits will be posted to
the new fiscal year (same as option “E")

Accrued Payroll impacted in either or both years

]
ADMINS IDEAS. RELATlONS.HIPS. RESULTS.
www.admins.com
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It's OK to say "No"!

Post Labor Distribution/Email Advices

-emm-- Perfect Attendance --- eemmme-- Time & Expense Time Split

------ Benefit Split ------

Posting Date  Split FY? Fiscal YE .

Warrant Post?

Chargeback Chargeback
Percentage Indicator Percentage

1 Post Labor Dist

Bossar Oves @No  [po—Jul-2022 @ Yes ONo BO-Jun-2022 |H

T&E Posting Date is the Period Ending Date

orked ALL

| B |

Period Beginning

Review the Labor Distribution
Reports produced after clicking on
1 Post Labor Dist__
STOP click on [No], and check the
reports to verify that the activity
will post properly. Review the
reports with the finance
director/town accountant prior to

posting.

]
ADMINS IDEAS. RELATIONS.HIPS. RESULTS.
I www.admins.com

Labor Distribution Report

\ Do you want to post to history files and GL?
Y Click YES to Post
~ Click NO to Abort

Yes ‘

Nl:uh

If the accounting is not
correct, click on [No], run the
step again, and make
different selections.

25



Posting to the General Ledger

Payrocll Batch: 3531
GL Batch: 903,587

st e cesesenes [ WO batches
Fiscal Year: 2022 W|” be
created for
fecount Tope Summary the General

R3set

Ezﬁlé;&iti 2,404.81 Ledger f0r the

Rewvenue

Expenses Attt S p I it paerI I .

Batch: 903587 2404.81 2404.81

'“"]—lj‘pg,—_u.ﬂﬂﬂ—jﬂﬂ—}&L:ﬂﬂrED_Elﬂ_QT”EJ,E_W.LL.HNER}-&L{-") T T

Period Ending: 02-Jul-2022 Payroll Eatch: 3531
msmnd e -y W—-ﬁg““ - GL Batch: 9,035,871

M Erployves/Account Debit C.

Fiscal Year: 2023

190 20000000 UndN) AL D M e 350

One for FY2022 -
Posting #903587 S ——

Lazet 820.39 3,280.0
One for FY2023 -

Fund Equity
° Rewvenue
Posting #9035871
Batch: 9035871 6286.05 6286.05

——

IDEAS. RELATIONSHIPS. RESULTS.
ADMINS 2 ONSHIRIREALTS
— www.admins.com
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Posting to the General Ledger*

Two batches will be created for the General Ledger if
the Time and Expenses are charged to the current year

and the check date is in the next FY.
One for FY2022 - Posting #903586

One for FY2023 - Posting #9035861

Post GL Transactions

Goto...

Actions 1 Select Al 2 Deselect All 3 Edit List 4 Post to GL

SE| YEHI’ GL BatCh Bal Debits Credits Adjustments Encumbrance| Entered By Type Details [Locked By

S035861 3005, 96 3005, 96 THERESH Pauroll Posting Lin

|EI 2022 903586 6011 .92 3005 ,96 THERESH PaHT‘Dll PDStiI"Ig Lin

Ready
(Even if the split radio button is not checked)
]
ADMINS IDEAS. RELATIONS.HIPS. RESULTS.
www.admins.com




Two GL Batches?

The Split button is ®No, but the Fiscal Year is crossed due to the check date.

Warrant Pay Groups

i

Warrant i 0 Motes
Period Start |19-Jun—2022 Bank PAvC Period JIE #PaysiDeds 1 CheckDate [D1-Jul1-2022 Status Posted
End [B5-Jun-2022 Batch 3527  MNoTimesheet (()Yes (@ Mo Unposted Void/Manual
B ' Line Detail for General Led =
ot Post Labor Distribution/ Batch UserBoh# Aocount.# Anount. GLCode Tupe SubTue Tof
i e Perfect Attendance - - Time & Expense —— = 1 11 HRO1 ~
Actons Wammt Post?z  PeridEnding  PostisgDate  Spitrr? 1ol 903556 03556 3527 2 25-Jun—2022 1000-000-0000-000-00-00-20210 2039.31 HROL (R
03556 I0I5E6 3527 3 25-Jun—2022 1000-154-0000-001-00-00-51110 1992,34 HRO1 IR
1 Post Laour Dis M Oves ®No [ a0 OYes ®@No [} 903556 903556 3527 4 O5—Jun—2022 1000-195-0000-001-00-00-57010 152,42 HRO1 IR
) . i i 903586 903586 3527 5 25-Jun-2022 1000~-195-0000-001-00-00-57010 61,20 HROL IR
2Meny ESHRosing|HateisihelEenod|Fnd = 903556 903556 3527 £ 25-Jun—-2022 1000-200-4110-190-06-00-51450 800,00 HROL IR
. 903556 03556 3527 7003 25-Jun—2022 1000-000-0000-000-00-00-39300 1992.34 HRO1 IR
903556 03556 327 7004 25-Jun—2022 1000-000-0000-000-00-00-39300 152,42 HRO1 IR
03556 I0I5E6 327 FO05 25-Jun—2022 1000-000-0000-000-00-00-33300 61,20 HRO1 IR
903556 903556 W7 FOOG O5—Jun—2022  1000-000-0000-000-00-00-39300 800,00 HROL IR
Fef# Total: 901785
W

0K Find  Search Help | Eof

FY 2023 «

LLn TrxDate Account# Amount. GLCode Type SubTyp Tof

8" Line Detail for General Ledga

Batch UserBch# Cliki

9035861 903556 26527 7 01-Jul-2022 1000-000-0000-000-00-00-10400 HRO1 A
9035861 903556 3527 g 01-Jul-2022 1000-000-0000-000-00-00-20210 966.65 HRO1 DR

90355861 903536 3527 a 01-Jul-2022 1000-000-0000-000-00-00-10400 3005,9% HRO1  CR

9035561 903536 2527 10 01-Jul 2022 1000-000-0000-000-00-00-20210 2029, 3

HRo1 DR

Ref# Total : 5011,9

0K Find | Search Help  Eof

] :
ADMINS IDEAS. RELATlONS.HIPS. RESULTS.
I www.admins.com -



In Summary...

This process allows for the posting of expenses, accrued
payroll, and cash for two fiscal years.

Create the accrued payroll account and enter it in the control
table for a// funds for both fiscal years.

HR Module Control #6000 — set it to 2023

Consider timesheets that have all days/hours on one day.

Perhaps update the shift code table before creating the
timesheets.

Waork Date Day |Pay Code Hours Days Rate Flat 5 Amount|5elAccount Mumber Customer [Reason
27=Jun—=2022 |Mon |FEG g0, 00 1927 60 [J]1000—-200-2305—120-03-00-5 1260
[ [ [ ] | ]
]
IDEAS. RELATIONSHIPS. RESULTS.
ADMINS

www.admins.com

29



Questions?

——
. RELATIONSHIPS. RESULTS.

ADMINS 2Lis ONSHIRIREALTS
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