Pay-Ware( Demo Tour Guide
If you want to test Pay-Ware’s  features, Select GLSDEM - Demonstration Inc. to review Report or D/R/A setups. A full year of 1999 data is available.  The current year is set to 2000.

This Guide highlights many of the features available in the Pay-Ware payroll system and provides the navigation paths to see and “test drive” them.  These features make Payroll Processing & Reporting faster and easier than ever while offering more precision and flexibility.  This Demo is user-directed and provides live, “hands on” access to try out all areas of the program (there is no “self-running” track).   

(Let’s Get Started by reviewing Pay-Ware’s many Data Entry features. 

Select (>) Document Entry Forms ,  and  (>) Enter Time Cards.  

In the first field (Emp #) of the Time Card Entry Screen, you can sample our “Hot Window”  feature by activating the Lookup Window < F9> to find the Employee Record of your first time card.  OOPS!, suppose it’s a new employee (there’s no record defined).  No Problem. . . with the Lookup Window still up, press the <File Maintenance > Button.  The fully functional Employee Master Screen will pop up, and you can enter all of the new employee’s data from here--instead of backing out to File Maintenance.  Just save the employee addition and close the window back to the T/C Entry screen.  Now that Record can be selected from the Lookup Window and you’re ready to input their time.  This same “Hot Window” procedure works in the other entry Fields (Position Codes, Attendance Codes & Departments) as well as from the Correct Time Cards Screen.

While you’re here, note that the cursor sometimes skips one or more fields when you press Enter. This is Pay-Ware’s user-defined TAB function, which allows automatic acceptance of Default information without having to “Enter” on every field.  Default data may be overridden by simply “arrowing” (() to that field.  The tab positions may be temporarily changed (i.e. This session only) to minimize keystrokes by clicking the “<>” (Next/Prior Record Buttons) while the cursor is in a particular column.  Clicking the Save button will keep these tab settings every time the screen comes up.

You may also want to check out the Attendance Codes, which Pay-Ware uses to track categories of Earnings (similar to Earnings Types)  and Position Codes (utilized in Reporting  and in the Automatic Calculation of Overtime).  There are virtually an UNLIMITED number of alphanumeric Codes available for both of them (Pressing <F9> on either of these fields displays the available Codes). The Shift (S) column allows automatic default wage adjustments by work shift (1,2,3).  All these features simplify Data Entry and significantly enhance tracking/reporting of Earnings.  You should also notice that as the screen fills with Time Cards, it Automatically Scrolls Up, and maintains a Running Total of Pay Units at the bottom.  Before You Leave Data Entry, Enter 4 or 5 Time Cards For Processing (be sure they are within the Pay Period Information Date Range displayed in the lower right-hand corner of the Screen).
[image: image1.wmf]While still in Document entry, let’s go to the Computed Edit to see a couple exciting processing features.  First is the much-requested Mid-Cycle “Emergency” Single Check Generation Feature.   It allows immediate processing of any single employee check in a batch of entered Time Cards.  It is activated via selection on the Parameter Screen.  Try it out by selecting one of the available time cards and processing it.  You will also notice the Computed Edit itself has been enhanced to automatically generate the Preliminary Payroll Register Totals by State for all Error-Free Entries  (after it prints a list of all Warnings & Errors).   Now run a Computed Edit on all your time cards. 












The next stop after processing a valid Computed Edit is Printing Checks.  Pay-Ware will Print on either 11” (3 panel) or on 7” (2 panel) check/voucher stock with full earnings detail.  Also note the option to Print Employee’s Remaining Vacation &  Sick Pay/Disability on pay stubs .   Print out some 7” checks (on plain paper, of course), by going to System Configuration/Application Setup/Tab 4, Print Checks and specifying Seven Inch Checks (don’t forget to save the record).  Then Return to Computed Edit, Rerun it, and then Run the Print Check Routine.

(Let’s move from Document Entry to the simple Void Check feature (on the Utilities Menu). 

 
A Lookup Window in the Check Date field allows selection of any previously posted check (check number and date may also be manually keyed in).  Press <Process> and the Void is completed.

(It’s time to see some new File Maintenance Features

The Employee Master has seven tabs and two buttons with information. To see them, pull up the first employee record by clicking on the fourth button from the left. Press the fourth button from the right to view a complete History of everything that has been changed on the Employee’s record along with the date it was changed and by whom.  Close that window and go to Tab 7 to see the multi-line entry for D/R/A Plans and direct deposit bank information for the Employee. Tab 4 has dependent information (including whether the dependent is covered by any benefit plan).  Tab 6 shows the 5 user-defined “Miscellaneous” information fields that you can define for your own purposes (in System Configuration>Process Defaults).  These fields can be dates, numbers or characters.  Demo Company uses them to track Office Keys, Pagers and Company Credit Cards issued to Employees

Let’s jump to Cafeteria Plans (4th item on the File Maintenance Menu) to see how Pay-Ware handles both Employee and Employer Contributions to these complex and popular D/R/A Plans.   Both Employee & Employer contributions may be set up as Flat Dollars, Dollars per Pay Unit or Percentages of Pay (see Help Screens).  Additionally, caps (maximums) on Total Dollars, Number of Hours and/or Percentages may be entered for both Employee and Employer portions.  

Let’s check how this works by reviewing the setup for Demo Company’s 401k Plan—select code R01.  As you read down through the Data Fields, note that: 1) this Plan will be reported on participating Employees W-2 Forms in box 13D 2) any Year End Balances will be Rolled Forward to the following year; and that 3) the Reduction will be taken Every Pay Period-(Frequency 9).  Also note that the Employee Contribution will be a Percentage (%) of Gross Pay but the amount is blank.  Amounts/Rates are Setup individually on Tab 7 of each Employee’s Master File.   Please, notice that the Employee Contribution may be Capped at the Government Maximum.  Tab 3 has the  Employer Match.  It is Setup at 50% of the Employee Contribution and will Cap out at 3% of Employees Gross Wages.  Finally, note on Tab 2 that the Plan will decrease the Federal & State Income Tax Wage Bases (Yes answers) but not affect any other Wage Bases.

[image: image2.wmf](Enhanced Report Generation Capability is one of Pay-Ware’s strongest features.  You can select from an array of predefined reports, or modify them by adding or changing the order of the data fields, defining the sort sequence, and/or specifying which fields you wish to utilize to restrict the information on the report. 

(For Example, go to Quarterly Reports where Quarterly Reports are predefined and recreate the entire Government form-READY TO SEND. 

 
One key thing to notice is that you have a Choice of Quarters and Years.  All Historical Quarterly data  is available for the years that you have been using Pay-Ware.   

(Other information-laden items on the Reports Menu are the Employee Balance Totals & Payroll Register. These Reports are completely user-defined. 

Employee Balance Reports may be created for any Month, Quarter or Year (primarily for individual employees).

Payroll Register Totals Reports offer reporting on over 80 information items (detailing Earnings/ Wages, all Tax Withholdings, D/R/A’s & Employee Data).  These may be easily generated for any Date Range and/or Employee Range and sorted by Employee, State , Department & Payroll Date.   You may select either detail or summary.  There are sample reports for 401K  and wages/tax summary.

Other Pay-Ware features that facilitate speed and accuracy and can greatly automate Data Processing are Suppressible Pay Rate Display  (for confidentiality), Automatic Overtime Calculation and Earned Income Credit (EIC) processing as well as Time Card File Import capability.

This Completes Your Tour of Pay-Ware’s highlights. 

Please feel free to test out all its features.  Add some new Employee Information, Process an edit, Void a check, Print a 7” check, Define and Run some especially useful reports on the 1999 workforce, Setup and Process an Edit with Automatic Overtime... or any other feature your business might use.

Check back often at our website www.pay-ware.com for new enhancements.
