Fiscal Year End Split Payroll Posting

Post Labor Distribution/Email Advices
Goto.. L Perfect Attendance ——— | —oeeeeeeees Time & Expense Time Split ——eeeeeoeeee e Benefit Split -
; Chargeback Chargeback
Actions Warrant Post? Period Ending | Posting Date  Split FY? Fiscal YE |Indicator Percentage Indicator Percentage
1 Post Labor Dist B0E924 OYes @ No | D3-IJul-2024 ®Yes O No [Z0-Jun—2024 [ B |
Dayz kWorked ALL Period Beginning
2 Menu T&E Posting Date is the Period Ending Date
Time & Expense
Posting Date / Split FY? Fiscal YE )
Thursday, June 6, 2024
LuAnn Moore
Theresa Campbell
]
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Tips for GoToMeeting

Microphone - Mute/Unmute toggle
Chat - send a question or comment

Raise your hand or send an emoji
Exit the GoToMeeting
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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.
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Post Labor Distribution-Default 9

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

Warrant Pay Groups
Warrant ___ EREEREY 0 Notes
Period Start 02-May—2024 Bank PAYC Period BI #Pays/Deds |1 |Check Date [10-May-202d Status  Posted
End [08-May-2024 Batch 4125  NoTimesheet () Yes (® Mo \ Unposted Void/Manual
<

X
Period Start D2-May—2024
End  j08-May-2024 Check Date [10-May-2024
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“Regular” Cycle Processing of

Employer Paid Benefits & Labor $

This shows typical transactions:

The expense accounts show the labor dollars & contributions
The withholding payable shows the employ' "~ contributions

Regular payroll within one fiscal year
Account Number & Description

1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2024  5/10/2024 1,243.17
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024  5/8/2024 1,014.88
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024  5/10/2024 1,014.88
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2024  5/8/2024 205.96
1000.154.0000.001.00.00 0 DEDARTRAENT HEAD SALARY 2024  5/8/2024 n 1,346.15
Salaried, Sally  Hourly, Henry  |CAEMPLOYERC 2024  5/8/2024 3346 B
FICA & 23 46 g 55.66 EMPLOYER CONTRIBUTION 2024  5/8/2024 19.52
Salaried, Sally E mployee Total 2464.01 2,464.01
MEDI 5 1952 5 12.02 f
Total EE Contribution %  102.98 5 68.68 RAL FUND 2024 5/10/2024 829.09 |
AYROLL, GENERAL FUND 2024  5/8/2024 718.85
AYROLL, GENERAL FUND 2024  5/10/2024 718.85
Total Labor &  2,243.92 § 1,346.15 897577 AXES WITHHOLDING PAYABLE 2024  5/8/2024 137.36
A EMPLOYER C 2024  5/8/2024 5566
S 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024  5/8/2024 13.02 n
1000-510-0000-005-00-00-51130 PERMANENT PERSOMNEL 2024  5/8/2024 E 897.77
Hourly, H enry E mployee Total 1,685.30 1,685.30
]
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Town of ADMINS Setup

This site’s payroll cycle:

Begins on Thursday

Ends on Wednesday

Paychecks dated the following Friday
Employees are paid weekly

Pay Period Thursday, June 27 through Wednesday, July 3, Paid on July 5
Time, Benefits, & Deductions split between FY 2024 & FY 2025;
Cash posts on July 5, 2024 to FY 2025

T T T T T
June 23 June 24 June 25 June 246 | Start Pay Period Juns 27 June 28 June 2%
Salaried -$249.23 Salaried -$24%.23
Hourly -$192.38 Hourhy —$115.43
June 30 Juby 1 Juby 2 | End Pay Period July 3 July 4 Juby 5
Salaned -$249 23 Salaned -$249 23 Salaried -$259 23 Check Date for Period
Hourhy —520:5.20 Hourhy 519238 Hourly 5192 34 June 27 — July 3
Split
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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)

If the check date is in the new FY, & work dates are only
In the old fiscal year, a GL batch will be created for each
fiscal year because cash always posts on the check date
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How to Decide on the Split?

What was Done in the Past?

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
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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

Goto...
Acti escription Fund Status o
o O | d FY EMERAL FUND OPEN SeEans
1-Edit List
‘ Line  Account Mumber Description Summarize Postings?
2-Error Check
S L JGCERUIE PATABLE, GENERAL FUND ]
Accrued Payroll 14 1DDCI Q00— CICIDD DCID 00-00- EDElD PATROLL, GENERAL FUND ]
= s | | ” T yroll Expenditure Control ]

RS TE RSN T S TR

-- Added 16-Mar-2023 By Changed by
M o S T N, ST Ty ey, =

Maintain General Ledger Controls

Goto...
Act pscription Fund Status o
ons N eW FY FHERAL FIUMD OPEM e
1-Edit List
‘ Line  Account Mumber Description Summarize Postings?
2-Error Check
— 0 laSEELMES FATAELE. GENERAL FUND ]
Accrued Payroll 14 1DCICI Q00— DCIDCI 000-00-00- EDElCI [PATROLL, GENERAL FUND =
| T v T froll Expenciture Control ]

-- Added 16-Mar-2023 By Changed by
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Post Labor Distribution Screen

Warrant Pay Groups

l. S 0 Notes
Period Start Eg—Jm—2024 bnk PAYC Period WE #PaysD| Check Date 7-Jul2024 [vs Checks Printed
End 51-Jul -2024 htch 32334 NoTimesheet (Ores—wrmo omposted Void/Manual

Select Yes radio button to

: : If using a split Fiscal Year, the Fiscal
split the Fiscal Year

YE date must be set to June 30

ost Labor Distribution/Email Advices

------ Perfect Attendance s «ev eeees TIME & EXPENSE —orevrveernnne > Ll L1 1 . [ - e Benefit Sphit -

Chargeback Chargeback

Warrant Post? Period Ending  Posting Dat plit FY? Fiscal YE  Indicator Percentage Indicator Percentage
. O vYes @No [ b1} @ Yes ONo [30-Jun-2024 D B |

T&E Posting Date is the Period Ending Date

Default time split is "D"; "C"
and "P" options require a %

Default Benefit Split option is

"B"; if using "P", enter a %

IDEAS. RELATIONSHIPS. RESULTS.
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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, both salaried and hourly.

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.

ADMINS IDEAS. RELATlONS.HIPS. RESULTS.
www.admins.com

11



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 4Chrs Salary Base H  Hourly
Grade | 8 ffu21 municipal clerical 40 h/u

Effective Date

01-Jan-2021 [1.1,2021 1% increase clerical 40 h/w

<Hourly/Salaried/Per Diem Salaried> |

A R TN S e e Y N SR L P, TR T

Hourly/Salaried/Per Diem:
H = Hourly
S = Salaried
P = Salaried

B ' Employee Payroll Type X

Code Description Status Tof
~
H Hourly A
P Per Diem H
S Salaried A

OK Find Search

Cancel  Help Eof

——
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Work Date Fiscal Year Report

€527-HRCHECLC FY.REP

T Admins
W L Yzar K
Fiscal
Batch: 4121
i1ear Amount
¥ Ao

546.27

FY 2024
Thursday Friday ay Tuesday er:mﬁsnhy
Sola ried 269.23 269.23 269.23 269.23 269 .23
Hourly 192 38 115.43 205.2 192 58 192 .36
461.61 38466 47443 461.61 461.59
g846.27 1397 .63
m IDEAS. RELATIONSHIPS. RESULTS.
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“Regular” Cycle Processing of

Employer Paid Benefits & Labor $

This shows typical transactions:

1. Salaried employee’s benefits ($83.46 $19.52 + = $102.98)

2. Hourly employee’s benefits ($49.05 + $11.07 = $60.52)
The expense accounts show the labor dollars & contributions
The withholding payable shows the employ  contributions

1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2024 5/10/2024 1,243.17 |
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 5/8/2024 1,014.88 |
. GENERAL FUND 2024 5/10/2024 1,014.88
Salaried, Sally  Hourly, Henry iz 0 oinG pavasic 2024 5/8/2024 205.96
FICA 5 23 A6 5 55.66 LARY 2024  5/8/2024 1,346.15
OYER C 2024 5/8/2024 3346 ,
MEDI _S 1952 S 13.02 I contriBuTION 2024 5/8/2024 1952 n :
Total EE Contribution %  102.98 5 68.68 Salaried, Sally Employee Total 245401 246401 |
) 2024 5/10/2024 829.09 |
Total Labor & 2,243.92 % 1,346.15 a897.77 ENERAL FUND 2024 5/8/2024 718.85 |
ENERAL FUND 2024 5/10/2024 718.85 f
——————————————————"[ T0U0-00UU00C-000-00-U0-ZTZI0 MEDK RESWITHHOLDING PAYABLE 2024 5/8/2024 36 |
1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 5/8/2024 55.66 :
1000-195-0000-001-00-00-57010 MED ICARE-EMPLOYER CONTRIBUTION 2024 5/8/2024 13.02
1000-510-0000-005-00-00-51130 PERMANENT PERSONNEL 2024 5/8/2024 897.77
Hourly, H enry E mployee Tofal 1,685.30 1,6685.30 :
— IDEAS. RELATIONSHIPS. RESULTS.
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Time Split Indicator “D”

Days Worked All

The timesheet work
date is the basis for

................ Time & Expense Time Split

Posting Date  Split FY? Fiscal YE Indicator

posting labor expenses
for all employees.

03-Jul-2024 ® Yes O Mo E0—Jun—2024 [D

Dayzs kWorked ALL

Set Fiscal
Year End

date to

June 30

If the entire labor time

Option D, Days Worked, All Employees
g Description

1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND

641.44) B

2024  6/30/2024
fa"s Within a Sing Ie 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2024  ©6/30/2024 53846
d h . I I b 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024  6/30/2024 8346
ay, t e COSt Wi e 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024  6/30/2024 19.52 J
a I |Ocated tO the Fiscal Salaried, Sally E mployee Total 541.44// 641.44 '
Ye ar in Wh iCh th at 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND | 2024 6/30/2024 / 376.49
1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024  6/30/2024 55.86 :
p a rticu |a r d ay fa | | S. 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024  6/30/2024 1)3%2 / ',t
1000-510-0000-005-00-00-51130 PERMANENT PERSONNEL 2024  6/30/2024 307.81 g
H ourly, H enry E mployee Total frea9 [ 37649 |
Batch Warrant: 903,934 o173/ 101793
1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2025  7/5/2024 v [ 124317
UND 1,014.88
FY 2024 FY 2025 UND 2025  7/5/2024 1,014.98
Thursday Friday Monday Tuesday Wednesday Weekly NG PAYABLE 2025 7/3/2024 205.96 |
3 192.38 $ 11543  $ 205.20 5§ 192.38 $  192.36 2025 7/3/2024 807.69
Huu.d'y 5 307.81 5 580,04 5 807.75 Sally E mployee Total 24ﬁ4.l}1 246401 [
2025  7/3f2024 N 329.07
UND [ z025  7/3/2024 37649 | 71883
s 269.23 5 269.23 5 269.23 5 269.23 5 269.23 UND 2025 7/5/2024 718.83
Salaried $ 538.46 S 807.69 S5 1,346.15 PAYABLE 2025  7/3/2024 137.36 |
2025  7/3/2024 589.94 i
B R S S S S s H ourly, H enry E mployee Total 1,685.26 1,685.26
Batch Warrant: 9,039,341 4,826.33 4,826.33
I " e e S i
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Time Split Indicator “C”

Hourly=Work Date / Salaried=40%

Set Fiscal YE date
to June 30

---------------- Time & Expense Time Split ————————————
Chargeback |
Posting Date  Split FY? Fiscal YE  Indicator Percentage |
s Days for H ourly E mployees
03-Jul-2024 @ Yes ONo  [50-Jun-2024 [C H0.0000 [D PAYROLL, GENERAL FUND 2024 (_6/30/2024 64143 ) |
Hourly-Days Worked/Salaried- i
— ENT HEAD SALARY 2024  6/30/2024 53845 |
Salaried 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 6/30/2024 #2346 5
I} 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER COMNTRIBUTIOMN 2024 6/30/2024 1952 §
employees’ labor . f30f
Salaried, Sally E mployee Total 641,43 I 641.43
expenses use the
Chargeba(:k (CB) 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 [ 6/30/2024 I 37649 ]
percentage 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 6/30/2024 25.66
1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024 6/30/2024 13.02
1000-510-0000-005-00-00-51130 PERMANENT PERSOMMEL 2024 6/30/2024 307.81
Hourly, Henry E mployee Total 37649 [ 37649
Thursday Friday Fy 2024 Monday Tuesday Wednesday FY 2025 Weekly J 124317
Salaried 40% § 538.45 50% &  807.70 S 1,346.15 o
1,014.88
Hourly 5 192.38 5 115.43 & 307.81 5 205.20 5 192.38 5 192.36 & L0 04 5 897.75 101488
11543 5 846.26 5 20520 % 102,38 % 192,36 5 1,3297.64 5 2,243,900 .

Labor expenses
for hourly
employees are
based on the
number of days

I
ADMINS
I

1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2025
Salaried, Sally E mployee Total
1000-000-0000-000-00-00-10400 CASH, GENERAL FUMD 2025
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025
1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2025
1000-510-0000-005-00-00-51130 PERMAMNENT PERSONMEL 2025
Hourly, Henry E mployee Total

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

205.96

7/3/2024 807.7
2,454% 2,464.01
7/5/2024 829.07
[ 7/3/2024 376.49 718.83
7/5/2024 718.83
7/3/2024 137.36
7/3/2024 589.94
1,685.26 1,685.26




Set Fiscal YE date

Time Split Indicator “C”  «une30

Hourly=Work Date / Salaried=50%

Salaried 2024-2025 Option C 50% Chargeback Salaried; Days for Hourly Employees
I P 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 6,/30/2024 776.08) |
IerE p Oyees 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2024 6/30/2024 673.10 :
abor 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 6/30/2024 8346 v
expenses use | 1pp0-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024  6/30/2024 1952 g
th e Salaried, Sally E mployee Total 776.08 I 7re.0a |
chargeback / :
(CB) 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 6/30/2024 I 37649
1000-195-0000-000-00-00-57015 GEMNERA-FICA EMPLOYER C 2024 6/30/2024
percentage 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024 6/30/2024 13.0 i
$  192.38 ¢ 11543 3 20520 5 19238 & 19236 (M. Henry Employee Total 3?‘5[‘9 3?5 49
—_——— —_——— FUMD 2025 7/3/2024 77608 014.88
50% to theold FY 50% to the New FY [; / ]
salaried $  673.10 $ 673.05 FUMD 2025 7/5/2024 1,014.88
_ _— 2025 7/3/2024 20596
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2025 7/3/2024 673.05
La bor Salaried, Sally E mployee Total 2.464.01 I 2.464.01
expenses for
h l 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2025 7/5/2024 829.07
our y 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025 [?,H'E,-"EDE-'-'I 37649 W ] J18.83
employees 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025  7/5/2024 718.83
are based on | 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2025 7/3/2024 137.36
1000-510-0000-003-00-00-51130 PERMAMNEMNT PERSOMMEL 2025 7/3/2024 58994
the number ;
ourly, Henry E mployee Total 1,685.26 1,685.26
of days = e b e e e e e i R e
---------------- Time & Expense Time Split -
Chargeback
I Posting Date  Split FY? Fiscal YE Indicator Percentage
IDEAS. RELATIONSHIPS. RESULTS.
w www.admins.com PE-Tul—2024 ® Yes ONo [B0-dun—2024 [ B0, 0000 17
Hourly-Days Worked/Salaried-




Set Fiscal YE
date to
June 30

Time Split Indicator: “P” —

All

Percentage

s 2024-2025 50 % Labor Split Period Ending
Select “P” to Account Number
o . Option P, Percentage All
I n d I c a te th e 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GEMERAL FUND 2024 l 6/30,/2024 72457
C h arae b ac k O/ 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2024  6/30/2024 673.08
g Y 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024  6/30/2024 41.73
1 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER COMTRIBUTION 2024 6/30/2024 9.76
will be used | /20!
Salaried, Sally E mployee Total T24.57 / T24.57
for all /
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 [ 6/30/2024 / A483.22
emp I oyees 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024  6/30/2024 27.83
h I d 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024  6/30/2024 6.5
( our y an 1000-510-0000-005-00-00-51130 PERMAMENT PERSONNEL 2024  6/30/2024 448 8
. H ourly, H enry E mployee Total 483f2 [ 48322
salaried ).
1000-000-0000-000-00-00-10400 CASH, GEMERAL FUND 2025 7/5/2024 24317
B-20210 ACCRUED PAYROLL, GENERAL FUMD 2025 l 7/3/2024 72457 1,014.88
FY 2024 FY2 20210 ACCRUED PAYROLL, GEMERAL FUND 2025 7/5/2024 1,014.88
50% to the old FY S0%tothe NewFY 5510 MEDICARE TAXES WITHHOLDING PAYABLE 2025 7/3/2024 205.96
Hourly Labor S 448.88 S  448.87 51110 DEPARTMENT HEAD SALARY 2025  7/3/2024 673.07
FIcA 27.83 27.83 57015 GENERA-FICA EMPLOYER C 2025 7/3/2024 41.73
MEDI 6.51 6.51 [F57010 MEDICARE-EMPLOYER CONTRIBUTION 2025  7/3/2024 9.7
Accrued Payroll S 48322 Salaried, Sally E mployee Total 2,454./ 1 2,464.01
10400 CASH, GENERAL FUND 2025 7/5/2024 w 829.07
salaried Labor $  673.08 $  673.07 [F20210 ACCRUED PAYROLL, GENERAL FUND 2025  7/3/2024 483.22 | 718.83
Flca - 4173 [F20210 ACCRUED PAYROLL, GENERAL FUND 2025  7/5/2024 718.83
MEDI! g .:"ﬂ 9 .:"ﬂ 21210 MEDICARE TAXES WITHHOLDING PAYABLE 2025 7/3/2024 137.36
Accrued Payroll S 72457 57015 GENERA-FICA EMPLOYER C 2025  7/3/2024 27.83
57010 MEDICARE-EMPLOYER CONTRIBUTION 2025  7/3/2024 651
51130 PERMAMENT PERSONNEL 2025  7/3/2024 44887
---------------- Time & Expense Time Split —--—--eeee - oes26
Chargeback
Posting Date  Split FY? Fiscal YE  Indicator Percentage
]
IDEAS. RELATIONSHIPS. RESULTS.
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Benefits Options 8

Benefits are treated separately from
labor dollars

Three options for benefits
B E.or P
All employees (Hourly and Salaried)

are handled using one method - no
mixing & matching within the warrant

[ ]
ADMINS - www.admins.com
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Benefits Split Indicator

Post Labor Distribution/Email Advices [ Benefit Split -
______ Perfect Attendance ——- ——————_Time & Expense Time Split - Chargeback
Charge| .
Warrant Post? Period Ending  Posting Date  Split FY? Fiscal YE  Indicator Percenl Indicator Percentage
O Yes @No | 01-Jul-2022 @ Yes O Mo [B0-Jun-2023 P B5.7
Percentaze ALL IB |
T&E Posting Date is the Period Ending Date Period Beginning

B will post to the Period Beginning
E will post to the Period Ending
P will post a percentage to each FY

Hourly & Salaried Employees all work the same way

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

Employer Paid Benefits & Labor $

This shows typical transactions:
1. Salaried employee’s benefits ($83.46 $19.52 + = $102.98)
2. Hourly employee’s benefits ($49.05 + $11.07 = $60.52)
The expense accounts show the contributions
The withholding payable shows the employ' = contributions

Regular payroll within one fiscal year

Account Number & Description

1000-000-0000-000-00-00-10400 CASH, GEMERAL FUND 2024 5{1{:,"2024 1.243.17 ,-
Salaried, Sally Hourly, Henry owss
FIcA & 83.46 4 55.66 e
MEDI % 19.52 g 13.02 a0 n
Total EE Contribution 5 102.98 5 62.68 245401 248401 |
829.09 ]
Total Labor 5 224392 & 1,346.15 897.77 aas O F

36 |
~ [ 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 5/8/2024 ﬂ g

1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024 5,-’8,-{20 24
1000-510-0000-005-00-00-51130 PERMAMNENT PERSONMEL 2024 51"81"2024
Hourly, H enry E mployee Tofal 1,6685.30 E

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com
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Benefit Split

Benefit Split Indicator: v

E |

B — Warrant Period Beginning ===

All benefit

eXpe NSes wi I I 2024-2025 Benefit Split "B" for Beginning
be based on 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 6/30/2024 641.44
3 1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2024 6/30/2024 538.46 :’
the per tod 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 6/20/2024 83.46
start date. 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024 6/30/2024 19.52
Salaried, Sally E mployee Total G41.44 641,44 "‘F
Indicator "B"
. I _ 210 ACCRUED PAYROLL, GENERAL FUND 2024 6/30/2024 376.49
Smf'”‘?d' sal "5" Old™ Fy New ™ FY D15 GENERA-FICA EMPLOYER C 2024 6/30/2024 55.66
Period Benefits  Chargeback Amount  Amount 010 MEDICARE-EMPLOYER CONTRIBUTION (2024 6/20/2024 1207
FICA § 83.46 % - 130 PERMANENT PERSONNEL 2024 6/30/2024 307.81
MEDI 5 19.52 5 - H ourly, H enry E mployee Total 3176.49 3176.49
5 102.98 5 - 400 CASH, GENERAL FUND 2025 7/5/2024 1,243.17
Hourly, Henry 210 ACCRUED PAYROLL, GENERAL FUND 2025 7/3/2024 641.44 1,014.38
Period Benefits 210 ACCRUED PAYROLL, GENERAL FUND 2025 7/5/2024 1,014.88
FicA & 55.66 % ) 210 MEDICARE TAXES WITHHOLDING PAYABLE 2025 7/3/2024 205.96
MEDI § 13.02 % ) 110 DEPARTMENT HEAD SALARY 2025 7/3/2024 807.69
S 5 Salaried, Sally E mployee Total 2,464.01 2.464.01

10400 CASH, GENERAL FUND 2025 7/5/2024 829.07
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025 7/3/2024 37649 T1B.83
The fi sca I yea r_ 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025 7/5/2024 F18.83
£ 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2025 732024 137.26
en d d ate Wi I I 1000-510-0000-005-00-00-51130 PERMAMNENT PERSOMNMEL 2025 7/3/2024 289.94
Hourly, H enry E mployee Total 1,685.26
be used as the
transaction
date.
]
IDEAS. RELATIONSHIPS. RESULTS.
ADMINS
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“Regular” Cycle Processing of
Employer Paid Benefits & Labor $

Tnis shows typical transactions:

[ ] The expense accounts show the kabor dollars & contributions
The withholding payable shows the employ* - contributions

P — Percentage

All benefit expenses are to be split based on the 50% chargeback

Account Number Account Year Date Debit
""" Benefit Split 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 6/30/2024 72457
Chargeback 1000-154-0000-001-000-51110 DEPARTMENT HEAD SALARY 2024 6/30/2024 673.08
Indicator Percentage § 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 024 6/30/2024 a1.73 i
] 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION Eoza 6/30/2024 976 J=-ss1ae |
P | 50,0000 | Salaried, Sally E mployee Total 72457 72457 |
Percentagze 8 f
e 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 6/30/2024 48322 |
1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C 2024 6/30/2024 27.83
The cha rgeback % 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2024  6/30/2024 6.51 } =$34.34
e et bavetabe 1000-510-0000-005-00-00-51130 PERMANENT PERSONNEL 2024  6/30/2024 44838 |
= Hourly, H enry E mployee Total 483.22 483.22 |
the same as the % 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2025 7/5/2024 1,243.17
used for labor dollars. | 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025 7/3/2024 72457  1,014.88
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025 7/5/2024 1,014.88
RE TAXES WITHHOLDING PAYABLE 2025 7/3/2024 205.96
50 % Indicator "P" ENT HEAD SALARY 2025 7/3/2024 673.07 _
Salaried, Sally "old" Fy “New " FY FICA EMPLOYER C [20 25 7/3f2024 4173 } 5140 ]
Period Benefits Chargeback Amount Amount  Total E-EMPLOYER CONTRIBUTION 2025  7/3f2024 9.76 ’ i
FIcA 5 4173 § 41.73 & 83.46 Salaried, Sally E mployee Total 2,464.01 2,464.01
MEDI % 976 $ 9.76 $ 19.52
s 5149 & 51.49 % 102.98 MNERAL FUND 2025 7/5f2024 829.07
Hourly, Henry PAYROLL, GENERAL FUND 2025 7/3/2024 48322 718.83
Period Benefits PAYROLL, GENERAL FUND 2025 7/5/2024 718.83
FICA & 2783 $§  27.83 § 55.66 E TAXES WITHHOLDING PAYABLE 2025 7/3/2024 137.36 |
MEDI S 651 & 651 § 13.02 FICA EMPLOYER C [2025 7/3/2024 2783 } _s30.34 ] |
G 3434 S 3234 S 63.68 E-EMPLOYER CONTRIBUTION 0025 7/3/2024 651 4 %
NT PERSONNEL 2025 7/3/2024 348387

Hourly, H enry E mployee Total 1,685.26

IDEAS. RELATIONSHIPS. RESULTS.
ADMINS ¥ Do o 53
www.admins.com



Benefit Split

Benefit Split Indicator: s ot

E — Warrant Period Ending

All benefit

ex p enses 2024-2025 Benefit Split "E" for Ending Account Year Date Debit
W| I I b e 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024 6/30/2024 673.08
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2024 6/30/2024 673.08
b a Sed on Salaried, Sally E mployee Total 673.08 673.08
the pe riod 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2024  6/30/2024 443.38 |
3 1000-510-0000-005-00-00-51130 PERMANENT PERSONNEL 2024 6/30/2024 448 88 ]
end I ng date Hourly, H enry E mployee Total 448.88 448.88 r
Of JU Iy 1: 1000-000-0000-000-00-00-10400 CASH, GENERAL FUND 2025  7/5/2024 1,243.17 |
cas h p osts 1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025  7/3/2024 673.08 1,014.88
1000-000-0000-000-00-00-20210 ACCRUED PAYROLL, GENERAL FUND 2025  7/5/2024 1,014.88
ont h e 1000-000-0000-000-00-00-21210 MEDICARE TAXES WITHHOLDING PAYABLE 2025  7/3/2024 205.96
1000-154-0000-001-00-00-51110 DEPARTMENT HEAD SALARY 2025  7/3/2024 673.07
C h ecC k d ate 1000-195-0000-000-00-00-57015 GENERA-FICA EMPLOYER C [ 2025  7/3f2024 8346 ]
( J u I 5) — 23 I I 1000-195-0000-001-00-00-57010 MEDICARE-EMPLOYER CONTRIBUTION 2025  7/3/2024 19.52 } 102.98
y Salaried, Sally E mployee Total 2,464,001 2,464.01
benefit
FY 2024 FY 2025 2025  7/5/2024 829.07
accou nt| N g Weekly Weekly FUND 2025  7/3f2024 443 .88 718.83
is With i n Salaried Labor 5 673.08 2 673.07 % 1,346.15 EUND 2025 7/5/2024 718.83 .
FICA g - 83.46 :
MEDI . ] s 1952 ING PAYABLE 2025  7/3/2024 13736 |
2024 S § S 102.98 2025 7/3/2024 55.66 } :
RIBUTION 2025  7/3/2024 13.02 68.68 ;
7025 77372024 AT 37 ]
Hourly Labor 5 44888 5  448.87 § 897.75
1,685.26
FICA - §  55.66
MEDI ]
5
I
ADMINS 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
------ Perfect Attendance —---—--  —————Time & Expense Time Split - ------ Benefit Split -
Chargeback Chargeback
- Warrant Post? Period Ending  Posting Date] Split FY? Fiscal YE Percentage Indicator Percentage
1 Post Labor Dist
EREEEEl () Yes @ No | 0E-Jul-202 50,0000 E |
®Yes ONo [E30-Jun—2024 |ru1 s S
T&E Posting Date is the Period Erfomygoare

Review the Labor Distribution Reports
produced after clicking on the Post Labor
Dist button.

Labor Distribution Report

y | Do you want to post to history files and GL?
¢ Click YES to Post
Click NO to Abort

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. RELATlONS.HIPS. RESULTS.
www.admins.com

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

26



Before Posting the Labor Distribution 9

s this a split fiscal year payroll? If Yes,

Is the Fiscal Year end date set to June
307?

Has the finance office reviewed the
reports?

If unsure, ask support@admins.com to
review this BEFORE posting.

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

ADMINS
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Posting to the General Ledger

EZZ1-HRTRNFST.REFP
Town of Admins
Labor Distribution GL Posting Report

/ Notes

Budget /BegBal Debit

Two batches will f e o

be created for

2024 903934 30-Jun-2024 4124 HRO1 1000

34 P

RUED PAYROLL, GEN

EXPENDITURE, GENERAL 980.91

Warrant: 903834 P

the General e

2024 903934 30-Jun-2024 4124 HRO1 1000-154 DEPARTMENT HEAD SALR 873.10
edger for the
2024 903934 30-Jun-2024 4124 1130 PERMANENT PERSONNEL gl

O0BOHSCLE-01

split payroll.

-
-
=

-

(]

o

W

=
»
=
-

[

w0

o

¥

o

(5]

Batch$: [S03859% E

Z025 903934 05-Jul-2024 4124 HRO1 1000 0-000

#903934 FY247 Warrant: 903934 P
2025 903934 03-Jul-2024 4124 HRO1 1000 00o

Warr

2025 203934 05-Jul-2024 4124 HRO1 1000

#9039341 FY25

Warrant:

LCCRUED PAYROLL, GEN

ACCRUED PAYROLL, GEN 2072.24

34 P

MEDICARE TRXES WITHH

Z0ZS5 903934 03-Jul-Z024 4124 HRO1 1000 100-000 EXPENDITURE, GENERRL 1434 .65
903934 Pajy

BALANCE SHEET 350€.88

2025 903934 HRO1 1000-154 100-001 00-51110 DEPARTMENT HEAD SALR 673.05
Emp: 154MISMIS -01

2025 903934 03-Jul-2024 HRO1 1000-1 GENERA-FICA EMPLOYER 139.12

Z0Z5 903934 03-Jul-2024 MEDICARE-EMPLOYER CO 32.54

Emp
03-Jul-2024 4124 HRO1 100 PERMANENT PERSONNEL 58%.94

OBOHSCLE-Q

Batch# 9039341 - _

Emp:

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com
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Posting to the General Ledger*

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

date is in the next FY.

#903934 FY24
#9039341 FY25

Post GL Transactions
Goto...
Actions 1 Select All 2 Deselect All 3 Edit List 4 Post to GL
Sel ear |[GL Batch Qriginal Bal Debits Credits Adjustments Encumbrance|Entered By Type Details |Locked By FS
029341 4941 54 3506 ,89 THERESA Fayroll Posting Lines
024 [F0ZE53Ed 191,82 980,91 THERESA Fayroll Posting Lines
Ready ear |GL Batch
]
IDEAS. RELATIONSHIPS. RESULTS.
ADMINS www.admins.com



Two GL Batches

B 7 Line Detail for General Ledgef Batch 903,934 x
Account.

0= 0
30-Jun—2024 11000-154-0000-001-00-00-51110

Ref #

Batch UserBch#

ine GLL fmount GLCode Tupe SubTup Tof

.

03934 903924

4124 673,10 HRO1 IR
S03934 903934 4124 30-Jun—2024 11000-510-0000-005-00-00-51130 307,81 HRO1 IR
S039Ed 03934 4124 FO02 Z0-Jun—2024 |1000-000-0000-000-00-00-39200 672,10 HROL IR
S03934 903934 4124 7003 30-Jun—2024 |1000-000-0000-000-00-00-33300 307,81 HRO1 IR

Ref# Total; 2942,73 “

|Batch 903,934 | |TrxDate |

30-Jun—2024
30-Jun—-2024
30-Jun—2024
30-Jun—2024

JAE ST IS A IERA IR S

——
IDEAS. RELATIONSHIPS. RESULTS.
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B Line Detail for General Ledge| X

Batch UserBch# Account # fmount GLCode Tupe SubTue Tof

3 19 4124 .53 HROL _ CR "

5039341 903534 4124 . T000-000~0000-000~ 0000 10400 HROL

5039341 903534 4174 5 1000-000-0000-000-00-00-20210 735,53 HRO1 TR
59039341 903934 4124 7 1000-000-0000-000-00-00-202 10 752.80 HRO1  CR
5039341 903534 4174 B 1000-000-0000-000-00-00-212 10 343,32 HRO1  CR
5039341 903934 4124 g H00-000-0000-000-00-00- 10400 2072.24 HRO1  CR
5039341 903534 4174 10 = Q —(0-202 10 173271 HROL IR
9035341 903534 4124 1 Inl-maoa —00-51110 673.05 HRO1 TR
9039341 303934 4124 1 —00-57015 B3.46 HRO1 DR
5039341 903534 aioq 1] Batch 9,038,341 —(0-57010 19,52 HRO1 TR
59039341 903934 4124 14 03-T01=2023 104 05— il —202d}-00-57015 55.66 HROL DR
5039341 903534 4124 15 03-Jul-2024 10 —(0-57010 13.02 HRO1 TR
59039341 903934 4124 16 03-Jul-2024 10{05—Jul-2024} do-51130 583.94 HROL DR
5039341 903534 414 7011 03-1ul-2024 10{ 03— Juul —2024}-00-29300 673.05 HRO1 TR
5039341 903934 4124 7012 03-Jul-2024 10 —(0-39300 £3.46 HROL DR
5035241 503524 4124 7013 03-Jul-2024 10d03—Jul-202d} 5025200 19,652 HROL TR
9035341 903534 4124 7014 03-1ul-2024 104 05— _Jiul ~2024}-00-35300 55.66 HROL DR
9039341 303934 4124 7015 03-Jul-2024 1o }_00-39300 13.02 HRO1 IR

5039341 903534 4124 7016 03-Jul-2024 1000-000-0000-000-00-00-35300 589.94 HRO1 TR v

0K Find | Search Help | | Eof

30



In Summary...

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

Finance must create the new fiscal year and

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

HR Module Control #6000 — set it to 2025

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

Perhaps update the shift code table before creating the
timesheets.

ay |Pay Code Hours Days Rate Flat 5 Amount|Se{Account Number Customer |Reason
IMon |REG 4o, o0 1927 60 [J|1000=-300-23205—120-03-00-51260 1

ADMINS IDEAS. RELAT|ONS.HIPS. RESULTS.
www.admins.com
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Questions?

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com
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