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README FIRST

Software Installation

Only install to the local drive of PCs where the application is run

Have a minimum of 500 Megabytes free disk space available to install

Close all programs before installing the Banyon Data Software

Insert the Banyon Data CD in the CD-ROM Drive

Installation should start automatically, if it does not: Click on Start button; Select Run; Type in
the Open text box “D:\setup ” and press enter

Follow instructions on the screen to complete the installation

Sharing Data

When Banyon Data application is run for the first time, it will prompt you for the location of the Shared
Folder (see below).

Shared Folder

Ta change the location of BD'S Shared Folder, enter itz path or click the
Locate button to search. Click O to accept the curment Shared Folder. )
Where data is stored and shared.
MOTE: Alwayps uze the UMNC path name through network. neighborhood

and not the mapped drive [unless on Movell]. For peer to peer network,

uze alzo network path name instead of local dive for PC that haolds data.
Far example: use Sheerversodiveibdswin instead of o \bdswin,

Share Folder [SSTSEENTEY Note: AIIovy one station _to complete the initigl sf[art-up
before allowing other stations to use the application.

Ok | Locate | Lancel

USING THE SOFTWARE

There is an icon (shortcut) for each installed application. Click on the icon and the software will ask for
your security password.

are.
MASTER and  banyon

\:{/"iﬁ Security Password “ Two passwords are available as Defaults. They

The password “MASTER” is used to setup and change passwords. The password “BANYON” is used to
access the application software. The password “BANYON” has been set up for you. In addition, you can
assign Rights to passwords for those who will be looking through the data but not allowed to make entries
or changes. The default access rights are Full Read/Write access.



Changing and Creating New Passwords

1. Atthe password entry screen enter “master” for the password: MASTER and then press ENTER key

NOTE: If you have changed the MASTER password ente r
that password you changed it to instead.

2. The User ID screen then appears:

[N}

Under User Name, click on next open field, enter new user name, and then enter password. Once you
hit enter you will be asked to re-enter the new password. Using the drop down list, select the rights level
for this user.

To change MASTER Password, simply click on password field for master password and enter in new
MASTER Password. Note: If you change your Master password, please k  eep it on file so Banyon
Data can have access to your password setup when an  d if needed.

B User Rights 4] There is one Default User Rights Profile, “Full

—~| Access”. This will give any user full access to all
areas of the program. If you would like a user to

User with above right haz full access to sereen unless a check mark iz receive different access rights you must set up a new

placed in one or mare of the four restriction columns i ;
User Rights Profile.

Marme of Accessing Right |F|eau:| Oy v

Mo Mo Fead Mo
Secreen/Function Add  Delete  Only  Access
Spsten Setup Optians
System Tools
Backup/Restore
Databasze Properties
Emplovee Information
Emplovee Personnel
Delete Employes Recard
Create Mew Employee Record
Employee Record Transfer
Mew Employee Template

In order to add a new User Rights Profile click the
Setup User Rights button at the bottom left of the
User ID screen. This will open the User Rights
window. Type the new Profile name in the Name of
Accessing Rights drop down to the right, Hit ENTER
and it will ask you to create a new right. Click yes and
you will get a blank profile. Then you will choose the

OO00O0O000O0OREER &

Employes Dedustion/Benefi access right level you would like to the profile to
Emploves Leawe Contral includ d check th di b If th
Employee Pay Control include and check the corresponding boxes. ere

are no boxes checked the user again has full access.
Fiemave Right Feset / Cancel | Save Changes | 2

When you are finished entering all users, select the on “Click to Return to Password Entry Screen
This will take you back to the Enter Password screen, where you can enter your security password and
begin working.

Backup/Restore

Backups are very important as copies of data can protect you against loss or damage. Reconstructing
work can be time consuming and sometimes impossible. It is important to keep MULTIPLE backups at
all times. THIS INCLUDES EXTERNAL BACKUPS AS WELL. YOU SHOULD HAVE COPIES OF
BACKUPS ON AT LEAST TWO SOURCES OR LOCATIONS AT ALL TIMES.

To use Backup/Restore: Click on Tools on the top menu bar and select Backup/Restore.



Setup Tab: The default backup path is c:\bdswin\. You can change it to the path or folder of your choice
in the setup screen. Itis also a good idea to have each Banyon Data Application backup to a separate
directory, for example PR backup, Fund Backup and UB Backup.

E= Backup/Restore

Backup/Restare Setup

Locations of your
backups—3 possible

vOU ARE RESPOMSIBLE for the proper backup and storage of your data. we strongly recommend that backups are destination

made to both wour kard drive and to an external backup device such ag a zip drive, recardable COROM, or tape backup. 1
Copiez of your data should be kept off zite in caze of emergency. CONTACT Y0OUR HARDWARE PROVIDER qu

external backup needs.

Click on locate to

Primary Backup Folder | C:ABDSWINAPR Backup' A | Locate
2nd Backup Folder Locate browse for th.e path 3-
3rd Backup Folder Locate possible destinations.

Logout Meszage |F'Iease logaut nove for gystem maintenance User logout message

Timeout interval [seconds] befare retrving after initial backupdrestore attempt fails m ﬂ\

If getting ‘Read Permizzion’ meszage or sugpicion of damaged data, check here before backing up [

|| Time between failed
attemnpts

IMPORTANT NOTE: Please be advised that it is the responsibility of the operator to ensure that a
backup is performed. This backup may be made to a directory on a computer server, station or to tape. If
you desire to make your backups to other media (Flash drive, CD, Zip, Tape, Etc.) on a regular basis
please consult with your hardware vendor and ask to have the Data directory backed up on a regular
basis.

Backup/Restore Tab: By right clicking on record selector of the chosen backup, the
popup menu will now appear with all the options available to choose from.
To create
E= Backup/Restore a new backup,
select Create
Backup/Restore Setup New Backup )
Right click on below window for options. Check Data for Erors during Backup W
D escription Date Location ~ To search
[PP1PG1-011207 02-16-07 1218pm Fri |CABDSWINAPR Backuph for a backup
JH Overwrite Selected Backup t_hat IS not
listed, select
| Create Mew Backup Locate
Y@ Restore Selected backup Unlisted
‘h Locate Unlisked backop b Backup .
BDS zuggests vou k) 3& Remove Selected Backup Btabazel To restore
If getting ‘Fead Permizsion’ message or suspicion of damaged data, check here before backing up ™ a backup,
select

Restore Selected Backup

Use Remove Selected Backup

to delete unwanted backup files to free up disk space.

Note: To rename a backup, simply highlight the description of chosen backup and then type a new

description.






General Software Navigation

The Banyon Data Payroll program (version 10+) uses four main tabs with ribbons for navigation.

View Tools Help

About

m. Banyon Data Systems, Inc.

Connection

— 350 W Burnsville Parkway . Burnsville . Minnesota . 55337
’ banyon.com. sales@banyon.com. support@banyon.com
4 (800) 229-1130. Fax: 952-882-7734

Contact

Q (800) 229-1130 - Fax (952) 882-7730
Suggestion www.banyon.com
s Check for update

View Tools Help

About Banyon Data ‘..'\ystems
350 W Burnsville Parkway

Data Entity Logo Ste 123.
Connection Burnsville MN 56307-0370

Data Locatipn: C\BDSWIN2010'BDSpayD.MDB
Change Entity Info

[ Close BDS Payrell
| Open BDS Timecard
|5 Open BDS Fund Accounting

The first tab is File. This includes two sections: The “About” section contains contact information
for Banyon Data Systems. The “Data Connection” tab contains information specific to your entity
and your program data location.



The second tab is View. The ribbon provides access to the following Banyon Data Payroll
Features:

eIl

view | Tools  Help
SRADRE 56 B B & &b

Employee Payroll Check System Special Report IDs and Tax Codes and Checks Fund Timecard Email
Record Cycle Recon  Calendar Reports Writer | Maximums Tables Descriptions Printing | Accounting  Entry  Server
Main Setup Interface

This ribbon combines features from the View and Tools —> Set-Up Options menus from Banyon
Data Payroll Version 6.0+. Note the Interface section of the ribbon will only allow access to the
Banyon Data Payroll Timecard Entry and Email Server features if you have purchased those
modules.

The third tab is Tools. The ribbon provides access to the following Banyon Data Payroll
Features:

w1 ||=
ﬁ_\ﬁew Tools | Help B ’ i
CRLEY I E &

Backup | System Manage Deduction Untimely Recreate | Direct Labor Vendor Timecard | Month Quarter | Add-on  System  Release
Restore Log  History Reversal Posting Accums  Editing | Distribution Liability Interface End End Modules Calculator Motes
Maintenance Correction Retransfer Toggle Assessories

This ribbon contains similar menu options to the Tools and System Tools menus in Banyon Data
Payroll V. 6.0+. Note the Timecard Interface feature is only available if you have purchased the
Banyon Data Payroll Timecard module.

The fourth ribbon is Help. This ribbon provides access to the following Banyon Data Payroll
Features:

mew Tools __,HE'D 1 - — — — =
R A A AL

Session Session Session Send Receive Send Custom Custom | Export Import | Password User
1 2 £ Data Data Backup Download Upload Report Report Reentry Rights
Glance® Data Transfer Options System Access

8
®

This ribbon contains similar options to the Help menu in Banyon Data Payroll V. 6.0+.

10



Screen Navigation

I BDS Payroll XP 5.004 Sep-13-2006.

GEER s e Software Version # and date
MWenu Bar Entity MName Fayroll Month and year Drop down Button Mavigation Links Close
; E= Banyon Data Systems - Payroll of July 2006
Options Link — Cick forMore Qotions.* Enter Employee # o Name to Search | v | New Emolovee Back it
{click for more
options) Fersornel info Employee No. 000000033 Chanae Employes No.
E"’DMWT Data Employes Mame  ADAMS, TONY
sk M Stesthddess 1234 MAIN STREET
Leave Contral 3 .
B et s Baras Ciy, State 5Zip  ANYTOWN MM 555555555
Timecard Duiver's Licence Mo, A1234567830 Bithdate  01/01/2001
Aecumulation Social Secuily No. 555555555 Gender  Male v
T Statement Home Phone (61215551234 Race v
Distribution
Check Box j [J Employee is an Elected or Appointed Dfficial
(Click to a3 New Eregloves Dateof | NameofSchodl |Credts| Degies |
check) — Event Hinot L
ADRAS, A
ANDERSON, CHERYL
BENSON, DANIEL b
CARSON, TiM A
CASE, ALAN
COLE, MIKE
COMMOR, CHERYL
DALE, JOHN
GRAY, THOMAS
HANSON, SARAH
JOHNZON, SHARON
LARSON, HEIDI
L_UTTE sk e
Scroll Bar {scroll up
and down to view list)
Form Yisw EXT LM

This is the first entry screen you will see in the Payroll Software once setup has been completed. This is
the Personnel Info from the Employment Information Screen. When you begin entering employees you
will start here and move through the remainder of the employee screens. There are links (when you
place your mouse pointer on the option you will see an underline) on the left side of the screen that will
take you to the different employee screens.

The employee displayed will be the employee shown on the next screen you select. This way you do not
have to look for the employee again to complete the next screen for their information. This allows for
easy movement when adding a new employee.

To change an employee you can click on the links at the top of the screen and page by employee name
using Next Employee and Back; you can also select by using the down arrow and selecting the Employee
or by typing the number or name in the window. There is also a list of employees on the left side of the
screen which allows you to select the employee from that list as well as the drop down at the top of the
window.

11



PAYROLL SETUP

5] BDS PAYROLL 23

Initial Setup

Entity Employer Address Information
Tax Tables Federal Tax and State Taxes
IDs & Maximums Employer IDs and Wage Limits

Codes & Descripions Pay Group, Pay Conirols, Leave,
Deductions & Benefits, ..

Fund Distributions  Interface to BDS Fund Accounting
Personnel Info Name, Address, Education Background
Employment Data Hire Date, Occupation, Employment Status
Pay Control Annual Salary, Hourly Rate, Shift Differential
Deductions/Benefits Taxes, Retirement, Voluntary Deductions

Leave Sick, Vacation, Comp Time

Pay Summary MTD, QTD, and ¥TD Information

[ o not digplay this screen again [fyou are starting the software inthe middle of a payrall year, you will need to
: enterall QTD and YTD information.

After you have installed Payroll you will see the following screen which will help you set up Payroll for the
first time. Review of these sections will be quite helpful in familiarizing you with your new software.
Clicking on the underlined title of the entry screen can access respective entry screens. The same
screens are able to be accessed by clicking on the tools menu and viewing the setup options.

In the bottom left corner of this screen is a check box for “Do not display this screen again”. If this box is
checked the screen will not be displayed the next time you open payroll. Please be sure you do not want
this screen for future use as there is no way to restore this screen. If this box is not checked but the
screen is closed, it will not reappear until the next time you open Payroll. Once the Initial Setup screen is
disabled, you can access all of the same screens by using the View and Tools menus.

12



Entity Information

Enter in the corresponding employer
address information for each field.
You may also browse for an entity
logo by clicking on Entity Logo.

If you need to change your entity
name on your entity screen you will
need to call Banyon Data Systems
for the password.

NOTE: If you do not have scanning capabilities for your logo at your location and wish to use this
feature, contact Banyon Data Systems regarding our available scanning services.

Tax Tables

The Tax Table
information has been
setup for you. You
should review the setup
tables to make sure
they are correct and
that your state has
been selected on the
General information
option. Check the State
Annual Tax Table to
assure your state tax
information is correct.
If you are on support,
Federal and State Tax
Tables are updated
annually and available for download by clicking on Download Tax Table Update. You will notice the Title
bar at the top of the window includes the “Last Update Was” date you should always have a tax table
from the current year.

Federal Tax Information can be found on these scree  ns:
NOTE: With paid annual support this will be updated as n eeded during the year by Banyon Data.

Single Federal Tax - This screen displays the Deduction per Exemption and the Federal Annual Tax
Table for an Employee who is filing single. They will have the single box checked on their W-4 form or
they will have the married but withhold at the higher single rate box checked.

Married Federal Tax - This screen displays the Deduction per Exemption and the Federal Annual Tax
Table for an Employee who is filing married.

Earned Income Credits - This is the Earned Income Credit table. This will automatically figure Earned
Income Credit payments for employees who have Deduction/Benefit codes 100 (single or married without
spouse filing certificate) or 101 (married with both spouses filing certificate). An Earned Income Credit
payment is not wages and is not subject to withholding of income, social security, or Medicare taxes. An
Earned Income Credit payment does not change the amount of income, social security, or Medicare taxes
you withhold from the employee’s wages. The Earned Income Credit will be added to the employee’s net
pay for the pay period.

13



Id’'s and Maximums

This screen contains your entity’s identification (ID) numbers,
maximum amounts for FUTA (Federal Unemployment Tax) and
SUTA (State Unemployment Tax), rate and maximum amounts for
Social Security and Medicare, and the current month, quarter and
year that the payroll is in. Once this information is filled in you will
not need to change it manually, the Month Quarter and Year will
be ended and roll forward from the Payroll Cycle. The Social
Security and Medicare Rate as well as the Maximum will be
adjusted along with the Federal and State Tax Tables when you
download the update.

Codes and Descriptions

This is where you define the various codes you will use throughout Payroll. Codes such as Pay Groups,
Pay Controls, Pay Methods, Deductions/Benefits, Leave Schedules, Employment Status, Pay Control
Schedules, and Deduction/Benefit Schedules are required for the program to operate. Optional codes
include: Occupations, Locations, Shift Differentials, Salary Schedules and Account Reference Codes.
These optional codes can help you simplify data entry and distribute pay and deduction/benefits across
general ledger and expense accounts. Starting with Pay Group, go through each option to set up as
needed for your entity. Remember to press the Print Displayed Table button after setting up each option
to print a copy for your record.

Pay Group

You must define at least one Pay Group for your organization. Every employee must be assigned to a
Pay Group to be paid; you will add the Pay Group to the employee record from the Personnel tab in the
Employee Information. A

Pay Group can be

entered for each pay time

period your organization

uses (For Example: Bi-

Weekly, Semi-Monthly,

Semi-Annual, and

Special) or just one pay

group can be used. You

will need to have a

separate Pay Group if

you will be using a

separate Cash account

for a Different group of

employees, otherwise it is
your choice.

14



Pay Method

Pay Method defines how pay
is calculated. There are
three basic types of Pay
Methods: Hourly, Annual and
Salary Schedule.
Reimbursement Pay
Methods (900 - 999) may be
used if needed. Pay
Methods are used with Pay
Controls to tell the computer
how someone is paid. The
Pay Methods are also printed
on the check stub to tell the
employee what they are
being paid for.

Hourly signifies a type of pay needing a unit of measure, this would include such pay as Overtime and
Meetings. You will enter a Rate of pay and then the number of Units (Hours/Meeting etc.) you will be
paying the employee. Salary is a type of pay paid as a flat dollar amount; you do not need a unit of
measure to calculate pay. Salary may be a one time payment or paid each pay period throughout the
year.

000 Is the code for Social Security Tips. This code is able to be added directly to the timecard for
reporting tips already earned (the employee already has the money). When added to the time card the
total tips will calculate Social Security and Medicare to be deducted from the employee’s wages. The
amount will then appear in the accumulations as well as on the W-2.

Pay Control Schedule

The Pay Control Schedule

assigns pay periods when certain

Pay Controls are to be paid. You

can have multiple pay controls in

the same Pay Group. One can

be paid weekly another can be

paid quarterly and they can both

be in the same Pay Group. The

quarterly Pay Controls will only be

paid when they are scheduled.

For example if you schedule

quarterly to be paid on the 7t pay

period, the 13™ pay period, the

19t pay period and the 26t pay

period, those are the only periods

they will be paid. In order to

schedule the pay periods for pay you will need to remove the check marks from any pay period number
the pay control should not be calculated for pay. The number of scheduled pay controls will also be used
in the calculation to figure the Annual Tax Base for Federal and State Taxes.
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Account Reference

This screen is used for the
distribution to Banyon Data
Systems Fund Accounting.
You need to complete it if
you want to use expenditure
and general ledger account
numbers to automatically
perform your labor
distribution into the Banyon
Data Fund Accounting
Software. The labor
distribution will generate an
Expenses and Liabilities
batch to be posted into
Fund Accounting.

For easier entry of your
accounts, click on the Load
from Banyon Data
Accounting button on your
screen to bring up the
popup shown. From here
you can select the accounts
you need for payroll from
your list of accounts in the
Windows version of Fund
Accounting. You will need

to pull in the G/L Liability accounts for the Withholdings (deductions) to distribute to and you will also want
to pull in all Expenditure accounts that employees wages will be expensed to in Fund Accounting.

Once the
Vendors
are added
into Fund
Accounting
you are
also able
to attach
Vendors to
each
Liability
account to

generate the Payment batch for you to post into Fund Accounting. The Payment amount will accrue at
the Payment schedule time frame and when you distribute the Vendor Liability from Payroll, the External
batch will be generated to load the Payment batch. Each Vendor will need a separate Liability account. If
you are paying two vendors from one Liability account you will either need to add a new account or just

generate the payment manually from Fund Accounting.
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Deduction/Benefit

You must create each
deduction and benefit
used by your organization.
A deduction is an
employee-paid amount
that is subtracted from the
employee’s paycheck. It
can be an involuntary
amount, such as taxes, or
a voluntary amount, such
as a savings plan. A
benefit is an employer-
paid amount. It can be an
involuntary item such as
FICA, or a voluntary item
such as health benefits.

Click Insert New Deduction/Benefit to bring up Dedu  ction/Benefit Insert Screen.

If you have purchased the Direct Deposit Module

This will bring up a New Deduction/Benefit Wizard that
walks you through setting up new deductions/benefits.
You will start by selecting the appropriate item you
wish to add.

You will have the opportunity to select if the new
Deduction/Benefit is sheltered from State, Federal,
and/or FICA. The guide will also give you the
opportunity to report the new Deduction/Benefit on
your W2s.

Continue to hit ‘Next’ through the New
Deduction/Benefit Wizard until you reach the last page.
You will have the opportunity to edit the
Deduction/Benefit amount for individual employees or
simply hit ‘Finish’.

for

Payroll you are able to assign bank information to your
deductions and Benefits to create an electronic payment
that will be included with the employees’ direct deposit
file.
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Scheduled Deductions

Banyon Data Payroll
software allows you to
schedule a set of
deductions (including
voluntary deductions,
retirement plans and
taxes) for each pay
period of the month
within each pay
group. Once
scheduled, the
system automatically
takes these
deductions from
paychecks in the
specified pay group
during the specified
pay period of the
month. The number
of pay-periods in a month are determined by how many pay periods are in the year. Check the boxes
next to each code for each period of the month the Code needs to be calculated.

Leave Schedule

The Leave screen allows you
to define each leave type in
your organization. Leave
can be set up to be accrued
annually, quarterly, monthly,
by pay period or even by
hours worked. Each leave
code can be set up with
multiple levels to
automatically adjust the
accrual amount according to
the length of service given by
the employee. The months of
employment will be calculated
by using the leave codes
Effective Date in the
employee information.

NOTE: When setting up Anniversary leave a hire date and
a last anniversary date that is at least a year before the pay
period ending date must be entered in the personnel info.

If you add a Max Accrual the default settings will discard
any hours that would accrue above the Max. If you select
Overflow Handling you are able to choose the other
available options for handling the additional hours, including
accruing at a fraction or storing in an alternate leave code
that is set up with the Accrual Period of Overflow.
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Occupation

Occupation Codes are not required for your organization in order to run the Payroll software. They can,
however, be helpful for reporting and inquiries based on occupations. The Occupation Code is entered
on the Personnel Info Screen. The Occupation code is printed on the Payroll Register and can be
selected for certain reports using the Report Writer.

Employment Status

Employment Status codes keep track of the employee categories such as Active, Inactive and
Terminated. Some common status codes are pre-loaded with the software. Numbers 1-49 are for current
employees, 50 is for inactive employees with benefits, 51-97 are for inactive employees, and 99 is set to
terminate at end of year. An employee must have a status between 1 and 49 to be calculated in Payroll.

Check Location

You do not have to define location codes for your organization in order to run Banyon Data Payroll
software. Location codes can, however, be helpful in correctly distributing checks among several facilities
or mail drops. When payroll checks are printed they are printed first by location code, then by either
employee number or name.

Department

You do not have to define department codes for your organization in order to run Banyon Data Payroll
software. Department codes can, however, be used for reporting purposes and may be helpful in the
analysis of your data.

Shift Differential

Shift Differential is used for time and a half, double time, holiday pay, extra amounts for certain shifts or
other shift adjustments. Banyon Data Payroll software allows you to either add a fixed amount to the unit
pay rate ($1 for example) or apply a multiplier to the unit pay rate.

Salary Schedule

This option allows you to set up salary schedules. This schedule should be used when a number of
employees have the same salary. It uses a table format that lists “lanes” across the top and “steps” down
the left side. For each lane and step an amount can be entered. This allows for the entry of salary tables
that can be based on education, length of service, or other factors. When an employee’s pay is set up
the lane and step for their salary is entered. When raises are done the table is all that needs to be
changed. An employee has to have their lanes and steps changed when they reach the next level.
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Fund Distributions
This contains some of the information needed to distribute to Fund Accounting.

This screen needs for be filled in if
you have the Banyon Data Fund
Accounting Program. This
information lets Payroll know where
the Fund Accounting data is, so the
information will be transferred to
the correct database. Make sure to
remove the check mark next to
“Check here to turn off labor
distribution or Banyon Data
Accounting not available”. Click on
Locate to Browse to the Fund
Accounting Data. If you are unsure
where the data is located, open the
Fund Accounting program and on
the Fund Desktop just below the
Period information for the month
and year you are in, there is a data
path. This is where the Fund data
is located.

Then select your default Payroll Fund and Cash Account. You will also need to click on the button that
shows where your Object of Expense and Department of Expense are located in your Expenditure
account structure.

If you check the box to “Check here to move all liabilities to above payroll fund (recommended)”, this will
only affect the Deduction Liability accounts. The General Ledger accounts that the Deducted portion of
the employees checks distribute too will only go to one Fund. The expenses for the employee wages
and the Employer Benefits will still distribute amongst the multiple funds that are assigned to the
employee information in the Pay Control set up.

The check box “Check here if payroll checks will be reconciled with accounting checks” will allow you to
reconcile all checks in one location, Fund Accounting. By selecting the First Period of Accounting Year
the checks will transfer in the correct Period/Month for Reconciling.
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Personnel Info

This screen contains identifying information for each employee. Each employee that will be paid through
the payroll program will need to be added into the program. To add an employee you will start by clicking
on Add a New Employee, the next number in sequence will automatically come up for the employee
number (this may be changed if you would like a specific number) hit enter and then enter the employee’s
name. The employee name should be entered Last Name, First Name. For each employee complete the
rest of the screen filling in the rest of the Personnel information

At the lower half of the screen you can store the employee’s educational background as well as their
continuing training and education. This information could include any certifications the employee has
accumulated or needs for their current position.

NOTE: The Name of School, Major and Minor header are able to be edited to show the information you

will be including in the fields below. When clicking on the headers you will get a blinking cursor allowing
edits.
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Employment Data

To include and employee in Payroll and get paid the Pay Group must be filled in, and the Employment
status must be active (Code 01-49).

You will also want to make sure to fill in the employment Date if the employee will be accruing leave. The
Employment date will fill in as the effective date on the Leave control tab for each code added to the
employee. If the Employee will be accruing leave by Anniversary the Last anniversary date will also need
to be filled in on this screen. You will want to enter the last Anniversary the employee received Leave.

Also if an employee should not be getting Social Security deducted from their check you will want to make
sure to check the “Check here if all wages are subjected to Medicare Only” box on this screen. If this box
is not checked, the employee will automatically get both Medicare and Social Security deducted.

The other options on the screen are not necessary for an employee to get paid. The may be useful for
report filtering and sorting checks as well as reports. For more information see page 17.

Use the lower portion of the screen to log past events and schedule future reviews.
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Pay Control

The Pay Control screen contains data on the wages to be paid, the kind of pay, how to distribute pay, and
if the pay is exempt from any Deductions or Benefits.

Pay Control - The list of “Current Attached Pay Controls” are currently assigned to the listed employee.
To attach a new (defined) pay control, simply click on Insert/Remove Pay Control and check the Pay
Controls to add to the employee. All Currently attached will already have check marks and to remove the
Pay control you would just remove the checkmark. When are changes have been made click on save at
the bottom of the selection window.

Pay Method — Depending on the selected pay method will depend on the information that needs to be
entered. When an Hourly Pay Method of 001-299 is selected the Hourly Rate should be filled in with the
Base Rate of pay. If the Method includes a Shift differential such as Time and a Half for Overtime the
Shift should be selected to calculate with the Rate. The Units field is optional. If the employee receives
pay for the same number of hours EVERY pay period you may fill this in. If the hours are potentially
different every pay period you will want to leave this at zero. For the Salaried Pay Methods of 300-599
whether you fill in the Annual Pay or the Period pay, the other will calculate automatically according to the
number of Pay Periods scheduled for this Pay Control. If the Calculation appears to be calculating the
incorrect number of Pay periods for this employee you will need to check the Pay Control Schedule.

NOTE: Remember that all employees using the same Pay Control will have the same settings for the
number of Pay Periods. If there are two groups of employees paid at two different time frames you may
need to add another pay control to pay all correctly.

Contract Pay - If Annual Salary is subject to Contract Pay is checked, with the Annual Salary Amount
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entered, the warn you when you are paying over the Annual Salary.

Account Code or Description - This section must be filled in to set up the Expenditure accounts the
employees wages should distribute to in Fund Accounting. One Hundred percent of the employee’s
wages must be expensed. This may be done with one account at 100% or multiple Expenditure accounts
equaling up to 100%. If the wages are not fully distributed you will see the percent remaining in red below
the expense accounts. If it is blank to the right of Insert/Remove Account 100% is distributed.

Deduction/Benefit Exemption —  This information is necessary when the employee gets pay that should
not receive a deduction and/or Benefit that other pay would receive. This can come into use most
commonly if the employee works two different positions for the organization. Or if additional pay has
been added, such as taxable reimbursements and Benefit pay, and specific deductions should not
calculate toward this pay. This would need to be considered in particularly with deductions that are
calculated with a percent such as a Retirement.

Leave

Leave Control — Assign the Leave codes for each employee that includes the schedule the employee
should accrue time. The schedule will use the Effective date to assign the correct level of employment to
calculate the hours.
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Effective Date (Leave) — Effective Date determines what level of accrual (how many units) to be given at
time of payroll calculation. The system computes the months between the Effective Date and Period
Ending, to find which Starting Month bracket is to be used. From the below example, if Vacation was
meant to be accrued by Pay Period (instead of Monthly) the accrual would still be 6 units since the
number of months between 01/15/05 and 01/15/10 was only 60 — just 1 day short of starting month 61.

When the accrual schedule is Monthly, Quarterly, or Calendar Year, leave is accrued during
Periodic Processing. The number of months are computed between the Effective Date and today’s date.
From below example, if Month-End were to be run on 5/16/2010 the Vacation accrual would be 8 units.

Timecard PC & PM (optional) - If a PC (Pay Control) and a PM (Pay Method) are added, when a leave
entry is added on the employee leave section at the top of the timecard; a payment entry will
automatically be added to the payment part on the lower portion of the timecard for the corresponding PC
and PM. This is likely used for hourly employees, however it can also be applied to salaried employees
for time distribution tracking purposes. To add a PC and PM to the Leave control they must first be
added to the employee’s Pay Control screen to be available for selection.

NOTE: If all hours will be entered under a single hourly Pay Method, not to be divided for distribution or
calculating dollars paid to leave, this section should be left blank.

YTD Accrued and Taken - These accumulations are cleared when Calendar Year-End process is run.
The Current Balance then replaces the Beginning Balance.

Beginning Balance - When you begin using the program some employees may have a balance for some
leave codes, this information should be filled in the Beginning Balance. This is only time the beginning
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balance should be manually adjusted. Any other adjustments needed should be made by accruing or
taking leave on the Timecard.
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Deductions/Benefits

This contains the employee deduction information, entered from their W-4 on file in your office, which tells
the system which taxes apply to the employee’s pay.

Marital Status — Defines which tax brackets are used. This would again come from the employees W-4,
Married, Single and Married withholding at higher single rate.

Special W/H — This additional amount will be added to the tax deduction calculated from the tax table
each time payroll is calculated for this employee.

Extra Annual W/H — This figure is from the employee’s W-4 extra annual withholding. The amount
entered will be divided by the number of scheduled pay periods of the pay control being paid and then
added to the calculated tax deduction for that pay period.

Note - To tax by an exact amount set exempt to yes and enter the fixed amount in special deductions.
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Retirement

This screen identifies the retirement plan or plans in which the employee is participating. The employer’s
portion of the retirement plans (Benefit) is on the Regular D/B screen.

Amount or Percent — An amount or percent is computed from the total gross. In case both are used, the
percent of gross (or fraction of gross, see Percent of Gross below) are added to the amount field to give
the total deduction.

Percent of Gross — The deduction rate is applied to the total gross when 100% is used, or a percentage
of the gross otherwise.

Annual Limit - When the YTD Amount reaches the limit the Deduction will not longer calculate.

NOTE: For further information on your particular retirement account please see the corresponding section
later in this manual.

NOTE: To adjust the percent or amount for all employees, make the change in the Code and Description

Setup. When you are on the Deduction/Benefit option and change the information for a code you will be

prompted to “Update new amount for all Employees?” when you answer yes on this prompt all employees
that have that code assigned to them will have the adjusted rate.

Voluntary Deduction & Benefits

This screen specifies the voluntary deductions to be taken from each employee’s pay and the benefits to
be paid by the employer.

Amount or Percent — A percent or amount is computed from the gross. Depending on the range of
codes the deduction/benefit belongs to, either the total gross or taxable gross is used. Refer to
Deductions/Benefits setup for tax sheltered Deductions/Benefits.

First/Last Pay Period — This limits the employee’s deduction/benefit to be computed for certain range of
pay periods. It will still only Calculate if the code is scheduled as well.

Monthly and Annual Limit — Additional deduction/benefit accumulations will stop when the YTD Amount
or MTD Amount reaches this Limit. This can be used if the amount to be calculated is an uneven
number. When the MTD or YTD Amount reaches the entered Limit the code will stop calculating either at
a lower amount or not at all for that pay period.

NOTE: If starting payroll setup in the middle of a payroll year, you need to enter all accumulations
information (YTD Totals) for the Deductions and Benefits here as well as fill in the accumulations screen.

Temporary Exceptions

Use this option when there is an exception to your normal settings for a deduction or Benefit. Situations
in which this may be used would be supplemental payrolls or for corrections to previous payrolls. The
information in Exceptions will be used instead of the normal settings for the code.

Use Exceptions over next X periods — Apply the exception deductions/benefits instead of the Regular
ones for the next defined number of pay periods. After each pay period is completed, the defined number
is decremented by 1. YTD information is also updated for the Regular deductions/benefits during the
Exception Pay Periods.

28



Accumulation

The accumulation screen shows the accumulations of pay, taxes, and deductions for each employee.
The year-to-date information on this screen will be printed on the employee’s W-2's at the end of the
calendar year. YTD, QTD, and MTD totals must be added if beginning use of Payroll during the middle of
the calendar or fiscal year.

Print — Click on this link at the top of an employees accumulation screen to print the accumulation report
for that one employee.

NOTE: Each column of information will record for the Current timeframe. Whenever a month, quarter or
year is closed the column of Accumulations for that time will reset to 0 and start recording new
accumulation totals.
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Tax
Statement-

This is your up to
date Tax
statement for the
current year. You
are able to select
previous tax
years as well to
view created W-
2’s.

Distribution -

This allows you to
view the update
distribution totals
for each employee
as well as all
employees. Select
the radio buttons at
the bottom of the
screen to display
the selection you
would like to view
and/or print.
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Beyond Initial Setup

Employment Screen

Once you have completed the initial setup, the Employment Screen will be the first screen you will see in
the Payroll Software. When adding a new employee you will start here and move through the rest of the
screens. There are links on the left hand side of the window, Personnel Info, Employment Data, Pay
Control, Leave Control, Deductions & Benefits, Timecard, and Accumulation, Tax Statement, and
Distribution which will take you to different employee screens.

The employee displayed will be the employee shown on the next link you select. This way you do not
have to look for the employee again to complete the next screen for their information. This allows for
easy movement when adding a new employee.

To view other screens all you have to do is click the link topic you want

NOTE: For time saving features please see "MULTIPLE SELECTION OPTIONS” inthe "OTHER
FUNCTIONS AND FEATURES” section of this document.
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Pavroll Cvcle

PAYROLL CYCLE STEPS

A Payroll Cycle will include:

Time Card Entry: to record leave and hours to be pa id

Payroll Calculation: the actual calculation of the employees pay and
deductions/benefits

Pre-Posting Reports: reports that you select to run to verify the information
calculated, before printing the payroll checks,

Distribute to Accounting: to send all distribution information to the Banyon
Data Fund Accounting Software

Vendor Liability: to send Liability payment totals to you Banyon Data Fund
Accounting Software.
Print Checks: the printing of the checks

Post Checks: posting the check number and all accum ulations

Report Collections: reports that you select to run after posting the payroll
checks
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Pavroll Cvcle

Step 1 — Time Card Entry

Timecard

Leave Entry-

Entry of time cards is the first step in your payroll cycle. The timecard can be accessed by clicking on
“View” on the tool bar followed by “Employee Information” on the drop down. You may also access the
timecard through the Pay Cycle by clicking on Enter Timecards on the Review Timecards screen (as
shown in the display on the next page).

The leave portion of this screen lists the leave categories available to the employee for entering used
leave and manually accrued leave hours.

Date (Leave Entry) — Date leave was taken (or accrued for irregular-accrual leave such as Comp Time).
A separate entry for each leave Date can be used if desired.

Taken (Leave) — Enter a positive amount.

Accrued (Leave Entry) — Enter irregular (not automatic) accrual amount as for comp time.

Timecard Entry for Pay -

The timecard portion, of this screen, functions like a paper timecard, including pay rate, shift additions,
units (hours) worked, and pay amount. The information on the Timecard reflects what is set up on the
Pay Control. If the information is incorrect you will want to edit the Pay Control, unless it is a temporary
adjustment. If the changes are only temporary make the adjustments on the Timecard. Select the
employee number or name and enter the appropriate time card information.
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Pavroll Cvcle

Pay Control — Valid Pay Controls are those attached to the employee as defined in the Employee Pay
Control screen. There are two other non-defined pay controls shared among employees namely 00 for
Reimbursement and RP for Retro Pay.

Pay Method — Pay Method by default is one defined in the Employee Pay Control screen. It can be
changed to reflect a different category of payment, especially for analysis purposes.

Pay Period Amount — Pay Period Amount is pre-loaded as defined in Employee Pay Control screen. Pay
Period Amount can be adjusted temporarily on the timecard. A permanent change can only be made
from the Employee Pay Control screen.

Reimbursement/Tips — Click on the link to see the box below. The same box will appear the correct
information needs to be chosen to select Reimbursement or Social Security Tips.

For a reimbursement you will need to enter the amount of the reimbursement as well as the Expense
Reference for the Expenditure account to distribute to Fund accounting.

For a Tip you will need to change the description to 000 Social Security Tips and then enter the amount.
The Expense Reference is not available, there is no Expense sent to Fund.

NOTE: For supplemental payroll and Retro - Pay please refer to the supplemental payroll section.
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Review Timecards

Review Timecards will show the totals from the employees timecards. To view additional detail click on
the Gross or Hours and the Pay information will display.

To view the additional detail for the Leave information click on Leave accrued or Taken.
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Pavroll Cvcle

To view any other information for an individual employee, click on the employees name in the list and you
will see the following menu. Select from the menu the screen including the information you would like to
view. The Employee Information screen will display with the selected screen showing the employee of
choice.

Review
Deductions

This is the list of
deductions
scheduled for
calculation in the
payroll about to
be calculated.
The scheduled
Payroll of the
month moves
forward as the
Pay Periods are
posted.
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Pavroll Cvcle

Review Pay Controls

This is the list of Pay Controls scheduled to be included in the current payroll. All Pay Controls
with a checkmark will be calculated in Payroll. All Pay Controls for the employees selected will be

listed. If a type of pay is not calculating for all employees, verify the pay Control is checked in this
list.
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Step 2 - Payroll Calculation

Payroll calculation is completed by selecting your paygroup and clicking to start calculation. If you wish to
exclude a particular person from the payroll calculation for any reason you need to click on the checkmark
for that individual on the Review Timecard option. When the check box is blank you will NOT be
calculating payroll for that individual. If you find incorrect results in your calculations from the Pre-
Posting Reports in the next section you may correct your data and recalculate. There is no limit to the
number of times you may recalculate before continuing on to print checks.

Supplemental — Check this box if the Payroll Calculation is a supplemental. This allows you to run a
payroll in addition to your normal Payroll without using a Pay Period. The Pay Period number will be the
last Posted Payroll with a decimal point afterward, for example 12.01.

Warning Messages - If there are any warning messages, displayed as a W in the gross column or a
total at the bottom of the screen, make sure to view the warning EVERY PAYROLL. You may do so by
clicking on the W to view the individual employees warnings. If you click on the Total Warning messages
at the bottom of the page the Warning Correction Wizard will display.

NOTE: When you have completed a step in the payroll process a checkmark will appear to the left of the
step. These steps are listed on the left hand side of the screen after your Review options. This will help
you remember where you left off. The checkmarks will disappear when you begin your next payroll.
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Step 3 — Pre-Posting Reports

These are the reports that can be run prior to posting the payroll. To select an additional report click on
edit Report List and Select to report form the list. Then click on save at the bottom of the window to save
the change to the list.

To change where you would like the report sent, you can click on current report destination and a list of
available printers will display. Click on the wanted Printer and the new option will then be listed as the
new report destination. Make sure all reports to be printed have a checkmark next to the report name
and then click on Run Selected reports above the list.

NOTE: Review of these reports is critical. By finding any errors before printing and posting checks you
minimize considerably your time spent to correct errors.
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Step 4 — Labor Distribution

Perform this step only if you are using the Banyon Data Fund Accounting  software. When you choose
the Send Distribution to Banyon Data Accounting option, the Credits and Debits as shown on the screen
will be sent to Fund Accounting.

After clicking on Send Distribution to Banyon Data Accounting the above prompt will appear. If you enter
a batch name the distribution will be sent to Fund as a Journal Entry Batch with the entered name. The
batch will be in the same month your payroll month is at the time of distribution. To have the Batch still
show as an External batch in Fund just hit enter.

In the Payroll software, four parts of employee pay are distributed to accounts in the Fund Accounting
Software. The four parts are Gross Pay, Net Pay, Deductions, and Benefits.

Past labor Distribution can be re — transferred to Fund Accounting in case it was forgotten, lost or deleted.
This is done from the Tools Menu and Labor Distribution.
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Step 5 - Vendor Liability

Only use this step if you have Banyon Data Fund accounting. This will send the Payment batch to Fund
Accounting to pay your liabilities. Any payment with a check mark will be included in the batch. You may
print the checks in Payroll or Fund accounting. Click Send Liability to Banyon Data Accounting and you
will be prompted for the Payment batch name.

If you enter a batch name the distribution will be sent to Fund as a Payment Batch with the entered name.
The batch will be in the same month your payroll month is at the time of distribution. To have the Batch
still show as an External batch in Fund just hit enter.

NOTE: Remember to edit the batch and add the check numbers into the Payment batch if you print
them in Payroll.
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Step 6 - Print Checks

After you have calculated and printed reports for the pay period you are ready to print the
checks. Either continuous or laser checks may be used. You will need to complete this screen.
If using continuous checks you will be able to run an alignment check. This check will show the
current date on the check. When the continuous checks are generated the date that you
entered for the check date, which may be different then the current date will appear on the actual
checks. If you need to reprint a check/s because of a printer jam, specify Only check numbers
from and to. Checks are printed and posted in order of checks location and employee number
or name.

Use the “Setup Printing Option” button to
set your printing options. On the General
Setup choose the Check Type for Laser or
Continuous. If you are using Laser you will
be able to select the Printer to print your
checks, from the list of printers on your PC.
Check the box for the sort order for
Employee number or Name. Also choose
whether to print the Benefit information on
the check stub along with the Deductions.

To change the Check Margins click on the

blue check at the top of the screen. See
next page.
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Enter stub alignment to adjust the printing on stub. Enter
a positive number to lower printing or a negative number
to raise the printing.

On the Laser Printing option, check Show
Headings on Plain Stub if your check stubs
do not have pre-printed column heading. If
you have the columns re-printed on the
checks show headings on Plain stub should
not be checked. You would also want to
check Use single stub check if your checks
have a one part check stub. You will then be
able to choose the order of Leave Labels
whether Taken or Accrued is the first
column. Click on the matching order radio
button. This is also where you check Hide
employee Social Security number so the
check stubs will not include the Employee’s
Social Security number.

To attach a graphics file to this signature
space, check the “Show Authorized Check
Signature” option and then single click on
the blank area of the “Setup Check Printing”
screen where the signature would be shown.
This will bring up the following search screen
that will assist you in attaching your file. If
you are using continuous feed checks, this
option will be dimmed and unavailable to
you.
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Check forms for Banyon Data Software may be purchased from APPROVED Banyon Data vendors. Call
Banyon Data Systems, Incorporated for more information. Banyon Data does request that if you
purchase checks from a non-Banyon Data approved vendor that we are able to review the form for
accuracy and compatibility.

NOTE: If you do not have scanning capabilities for signatures at your location and wish to use this
feature contact Banyon Data Systems regarding our available scanning services.

If you have the direct
deposit module this is
where you will set up the
printing options for the
ACH Checks. The Direct
Deposit checks slips may
be printed on Check stock
or plain paper. The
printout will include VOID
across the top portion. If
you would like the checks
and deposit checks to
print in separate batches
make sure the General
Setup and the Direct
Deposit have the same
printer and paper source
selected along with the
option to Print on a
Separate Batch following
Regular Checks checked.
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Step 6 - Post Checks

After you have
calculated
payroll, printed
checks and
reports, and
distributed to
Banyon Data
Fund
Accounting you
are ready to
post checks.
Enter the check
number for the
first employee
on the list, the
rest will be filled
in automatically
sequencing
down after
hitting enter.

Step 7 - After-Posting Reports

Reports to run after a payroll is posted are optional based on your entity’s needs. Most commonly,
reports are run for accumulations, Check #'s, retirement, and direct deposit. To edit the list of reports click
on Edit Report list at the top of the screen and check all reports you would like to add.

To change where you would like the report sent, you can click on the
current report destination for a list of available printers. Click on the
correct option from the list then click to Run selected report(s). Then
all reports with a check mark in the list will print automatically.
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OTHER FUNCTIONS AND FEATURES

Supplemental Payroll

Supplemental Payroll allows you run a payroll cycle for employees that need to be paid on a separate
check, when it is not a part of a regular payroll cycle.

Supplemental payroll will update the employees’ accumulations but will not advance to the next pay
period.

Examples of when supplemental payroll could be used:
If an employee was forgotten in a previous pay period.
If an employee is leaving the company and needs to be paid immediately.

Special payments such as bonuses, etc that need to paid by a separate check.

How to Run A Supplemental Payroll

A Supplemental Payroll is processed almost the same way as a regular payroll cycle. Below are
the steps:

Step 1 - Select the Timecard option, and enter in timecards of employee or employees you would
like included in this supplemental payroll.

Step 2 - Click on the Supplemental Payroll link located at the bottom of Timecard screen, this will
bring you to the payroll cycle screen. (You will notice that in this screen, the supplemental has
been checked and the pay period of the year has added a 0.01 after it.)

Step 3 - To setup the supplemental withholdings, click on Link for Supplemental Tax Rate to the
right of supplemental payroll.

Step 4 - Check the box if you want to use the supplemental withholdings that are listed or you
can change them to a different amount. Uncheck the box if you want to use the regular payroll
withholdings.

NOTE: Supplemental Payrolls do not advance your regular |y assigned pay periods.
At this point, you may continue with payroll as usual.
After posting your supplemental payroll the pay per iod still has a .01 after it. The pay

period will advance to the next regular pay period number when you select advance Pay
Period or answer Yes to the prompt asking to advanc e the pay period.

46




SUPPORT REFERENCE

Retroactive Pay

Retro Pay (also referred to as Back Pay) is used to adjust salary differences such as a pay raises
effective over past pay periods.
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Payroll helps you figure out the difference and get the adjusted amount, given a Retro Starting Date and
the new Rate and/or Annual Pay.

To create a Retro Pay entry on the Timecard, follow these simple steps:

1. For each Retro-Pay Pay Control, enter the new Rate or Annual Amount.

2. Click on the Retroactive Worksheet link at the bottom of the timecard.

3. Select the Retro Starting Pay Period from the “Starting from Payroll” drop down list at the top of the
Retroactive Worksheet that includes the Period Ending Date of effected Periods to load past pays
and pay differences. For each record entry, the top shaded entries are past pay, bottom unshaded
entries are should-have-been pays.

Uncheck any unwanted record entry.
Adjust Rate, Units, or Amount if needed on the bottom unshaded entry.

Click Append to Timecard This Pay Difference link to transfer non-zero Entries to Employee
Timecard. Each Retro Pay Entry on the timecard is marked with a red letter R.

NOTE: Click Reset Worksheet link to load Retro Pay for a different employee or to reset the current
worksheet.
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Exceptions

Click on Insert/Remove Exceptions to get a listing of the current codes. Check the codes that need to be
added to the exceptions. Make sure to include the matching Benefit when necessary. Once all codes are
selected click on Save.

Use the Exception rate and amount over the next X  pay period(s) — Apply the exception
deductions/benefits instead of the Regular ones for the next defined number of pay periods. After each
pay period is completed, the defined number is decrease by 1. YTD information is also updated for the
Regular deductions/benefits during the Exception Pay Periods.

This feature is rarely used. Situations in which this may be used would be supplemental payrolls or for
corrections to previous payrolls.
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Voided Check Back-out Feature

Your voided checks will create reverse entries for your Banyon Data Systems Fund Accounting Software,
avoiding the need for manual journal entries. You will need to access this feature from your check
reconciliation screen in your view menu.

Enter the check number in the “To void or reissue lost checks, enter the check numbers in below box” the
checks to be voided will then be listed to the right. Verify the checks listed are the ones to be voided.
Then click on Void. The program will then step you through distributing reversing entries to Fund and
with Reverse the Payroll Accumulation and mark the check as Void.

To void multiple checks at one time enter the range of checks in the “To void or reissue lost check, enter
the check numbers in below box”. This can be done with a hyphen or Commas as the example shows.
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Transferring Records between Employees
This option is for transferring record types between employees. For example, if you have an
employee with the same tax codes and information as one or more employees have, you can use
this feature to add that information without entering it in manually.

Make sure you chose only the record types that you want copied, otherwise it will replace
information that you didn’t want replaced.

Before starting the Transfer Create a new Backup
Step 1 — Click on “Click for more options” at the top of the Employee Information screen.

Step 2 — Click on “Copy an Employee’s Info into another”, this will open the Employee Record
Transfer screen below.

Step 3 - Check the record types you would like to transfer
Step 4 - Select employee whose record information you would like to be copied, the Source.
Step 5 - Select employee whose record you would like to be replaced, the Destination

Step 6 - Click on “Click to Start Transfer Process”
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Filing Electronic W-2s to States (Including 1A)

If you are required to file your W-2 forms electronically use the following function built into your Banyon
Data Payroll application.

To begin click on the Special Report Icon on the top Ribbon Menu.

Next, while on the W-2 forms, click on the Create File for Internet Reporting  link in the lower right.
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Next, complete the On-Line Reporting Header information. This is unique information you complete as
instructed by your State. For instance, Taxing Entity Code is given to you by State (IA code is 19). State
Tax ID or Account is your Federal ID number followed by 001 (no dashes). Once completed click on the
Create State Filing link.
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Periodic Processing

End of Month

Suggested Reports to include in the Month-End Report Collection for End of Month
Monthly
Paid Register
Leave Transaction
Deduction/Benefit, Deductions Only, & Benefits Only

System will prompt to perform the BACKUP procedure

End of Quarter

Suggested Reports to run for End of Quarter
Include in your Quarter- End Report collection:
Quarterly, 941 Quarter Data, Quarter Hours Worked
From Special Reports-
941 Quarterly Tax Return, Quarterly Wage Report

System will prompt to perform the BACKUP procedure.
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End of Year

Calendar Year Employees

End of Month for December

Suggested Reports to include in the Month-End report collection for End of Month
Monthly
Paid Register
Leave Transaction
Deduction/Benefit, Deductions Only, & Benefits Only

Click on “End of December” the Selected reports will run.
Create a New Backup

End of 4th Quarter

Suggested Reports for End of Quarter
Include in your Quarter- End Report collection:
Quarterly, 941 Quarter Data, Quarter Hours Worked
From Special Reports-
941 Quarterly Tax Return, Quarterly Wage Report

Click on “End of 4t Quarter” the Selected Reports will run.
Create a New Backup

End of Calendar

Suggested Reports for End of Calendar Year
Include in your Calendar Year-End Report Collection:
Calendar Year, Accumulation Report
From Special Report:
Wage and Tax Statement — W-2

Create the W-2's (You Do Not have to print these at this time).

Click on “End of Calendar” the Selected reports will run

Create a New Backup

By The End Of January Print Your W-2's But Do Not Create Them Again
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Fiscal Year Employees

Follow the Instructions for Calendar Year Employees on the previous page in December

Do the following in June or at the End of your Fisc  al Year

At the End of the Fiscal Year Run End of Month Repo  rts
Suggested Reports to run from the Payroll Report Writer for End of Month:
Monthly
Paid Register
Leave Transaction
Deduction/Benefit, Deductions Only, & Benefits Only
Run End of Quarter Reports
Suggested Reports to run from the Payroll Writer for End of Quarter
Quarterly, 941 Qtr Data, Qtr Wks Worked, & 941 Qtr Data Summary
Run End of Fiscal Year Reports
System will prompt to perform the BACKUP procedure. Keep these backup’s until the end of next year)
Run End of Month
Run End of Quarter
Run End of Contract Year
Run End of Fiscal Year
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DIRECT DEPOSIT MODULE

Banyon Data Direct Deposit or ACH (Automated Clearing House) allows your entity to transfer its
employee’s pay directly to their bank accounts.

Click on the Direct Deposit link of the Employee Information screen to bring up the employee ACH screen
as shown below.

If Direct Deposit is not part of your screen, contact Banyon Data to switch on this option or purchase.

Setup ACH Records

1. Selectthe ACH option. Prenote will transfer a test file to the bank and Direct Deposit will transfer the
net check amount.

On the ACH account table, enter employee’s bank name.

Enter 9-digit routing number.

Enter alphanumeric account number.

Select checking or savings account.

Enter 100% to deposit entire check amount.

ouk~wnN

In order to split an employee’s check into two or more accounts, enter other bank accounts on
subsequent rows. The amount/percentage is computed against the remaining check amount from the top
row down. Enter a Transferred Test Amount to actually see how much will go to each account.

For instance, to deposit 50% to account A and 50% to account B, enter 50% on first row and 100% (of
remaining) on second row. To setup $20.00 to account A, the rest to account B, enter $20.00 on first row,
100% on second row.
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Create ACH Transfer File

1. Click on View, and go to Special Reports.

2. Select the Direct Deposit option to bring up ACH Transfer screen.

3. Select a payroll to view on the left, this will be the information in the file.

4. Mark records to be transferred.

5. Edit Deposit Amount if needed.

6. Edit Deposit date if necessary.

7. Create ACH File by clicking on the link. The file name and Path will be as setup in the employers
Direct Deposit info.

8. Click Print report link to print ACH Transfer Report or click on Transfer ACH File link to start Modem

Software to transfer directly to bank.

NOTE: The Employer ACH Account needs to be setup before Transfer.
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Setup Employer ACH Account

ACH file produced by Banyon Data is in accordance with the NACHA specification and
widely used by all banks. Depending on how direct the transfer of ACH information is
made from your bank to the Federal Reserve, and also depending on the type of
software your bank is using to read/process the file, your ACH setup can vary
significantly.

For most part, the difficulty is to figure out which ID goes where. To begin with, let's
square off the simple information first. There are 3 names under the ACH Routing Name
column, on same line as box , enter the name of your bank; on line , leave it as “FED
RESERVE”; on line , enter the name of your town. In the middle section of the screen,
for try out, check “Include Debit Record” and provide your Checking/ Savings Account;
don’t check “Append Trailing Blanks”; leave Header Record empty; and use “1” for File
ID.

Your bank will provide you all required Routing IDs. Of those, one must be the
Federal Reserve Routing ID (different from your Federal Tax ID — sometimes used).
Another must be its own Routing ID. Thus, there are at least 2 IDs, most of the time 3,
and rarely 4. At minimum, know which one is the Federal Reserve ID, and which one is
your bank’s ID.

All IDs must be either 9 or 10 digits long. Enter all digits, except for box  which
can take only the first 9 digits. Boxes &  will automatically flush right, leaving a
leading space if there are only 9 digits.
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Let's start filling out the boxes by way of elimination.

The Federal Reserve ID always goes to box . Nearly all the time, box is the same
as box . Sothere arereally only 2 boxes ( & ) to worry about.

If there are only 2 IDs, the Federal Reserve already goes to |, the other ID goesto
&

If you are given 2 additional IDs besides the Federal Reserve ID, the one that goes to
box is your bank’s own routing ID (or your Federal Tax ID if asked to be used); the
other goes to box

NOTE: If you are unsure of any of the information to fill in on the Employee ACH Account Setup screen,
contact your bank for help. If you are still having difficulty, you may ask the bank to talk to Banyon Data
directly if nothing else works.
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RETIREMENT MODULE

Minnesota Public Employees Retirement (PERA) Report  ing

To get to the PERA Reporting Screen from the Banyon Data Payroll main Menu, click View, then Special
Reports, and then Public Employees Retirement.

PERA is an Add-On Module. If you cannot find PERA using the above methods, contact Banyon Data for
assistance.

Before creating the PERA report for the first time,

Click on Setup and then enter the Unit number next to Unit 1.

Under the Contribution plan column find the plan types you have and select the

Employee Deduction code from the drop down on that row. Then select the Employer

paid benefit as well.

3. If the Additional portion is a second separate code select that from the list in the drop
down. If the Additional portion is included in the Employee benefit already selected
leave the Additional column blank.

4. If you have more than one Unit and/or Plan continue to enter in the Deductions and

Benefits for each one.

N
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To create PERA report for the first time, you will need to enter your unit number on the setup as well as
selecting the Deductions and Benefits for the Contribution Plans you need to report. Follow the steps on
the previous page.

To create the PERA report.

1. Select the Unit number from the drop down list.

2. Enter the SDR# in the field.

3. Select the Calculated payroll from the Reporting Payroll drop down.

4. Then fill in the Reporting Period dates.

5. When all of the above information is filled in, Preview PERA Report to view a paper version of the
information on the screen.

6. If any of the information on the screen is incorrect, the Plan and Type as well as the Totals for the

individual employee are able to be edited.
7. To create the file to manually upload to ERIS click Create Contribution File.
To create the file and open the ERIS web site click on Report via Internet.
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Minnesota PERA Exclusion Report

PERA Exclusion Report is part of Minnesota Public Employees Retirement (PERA) Reporting. To get to
the PERA Exclusion Report Screen select the Banyon Data Payroll main Menu, click View, then Special
Reports, and Report Annual Exclusion.

PERA Exclusion Report is an Add-On Module. If you cannot find it using the above methods, contact
Banyon Data for assistance.

At the end of the year click to Generate Exclusion Data for 2007 Calendar Year and select the Exclusion
Code for the Employees from the drop down list. To view the report click on Preview Report, you may
then print the report from the preview screen.
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South Dakota Retirement (SDRS) Reporting

To get to the South Dakota Retirement Reporting Screen, click View, then Special Reports, and then
Retirement.

SDRS is an Add-On Module. If you cannot find SDRS using the above methods, contact Banyon Data for
assistance.

To set up the Retirement report, click on the column headers

for Retirement, Spouse Option and Service Purchase. When
you click on the links the Select Deduction/Benefit window will
show to select the corresponding Codes for each option.

When the Report is setup select the Month to run the report
from the Reporting Period drop down and enter your State
Retirement ID and Report Date. When all information is
entered, click on the Links below to Generate Report to print
and to prepare for exporting.
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Wisconsin / Indiana Type Retirement (WRS) Reporting

Wisconsin Retirement Report, both for monthly and annually reporting is programmed into one screen.
To get to the WRS Reporting Screen click View, then Special Reports, and then Retirement

WRS is an Add-On Module. If you cannot find it using the above methods, contact Banyon Data for
assistance.
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WINPAY SUPPORT REFERENCE

Reports & Report Writer

To print a report on green-bar paper (instead of 8 1/2 x 11)

Preview report on screen

Click on Page Setup Button (has image of an open book)

Select page option

Select US Fan Fold for Paper Size

Select portrait to print from left to right, or landscape to print up and down.

Click OK to save settings

Click on report image to view full page. It should appear printed on larger size paper.

NouorwbE

In order to run reports, even in preview mode, you need to setup a default printer.

If report tool bar was accidentally closed and so unable to exit report preview, press CTRL-X to
exit report.

If user-defined report produces alternate blank pages or pages with information from previous

page falling over to its left margin, preview report bring up the page setup screen, save the
margins, then close report.
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Payroll Procedures

Medicare Only Employees but no Medicare taken. Check that code 051 is not entered in
employee’s pay control deduction/benefit exemptions.

Selected Pay Controls in Calculation not retained. Current Pay Control Selection is damaged.
Make sure they are checked before calculating. Selection will be reset for next payroll.

Tip:
Earned Income Credit Deducts in Payroll

WinPay has been set up to accommodate Federal Earned Income Credit deductions.

Code 100 is to be used for a person who is single or married without a spouse filing an EIC
certificate.

Code 101 is to be used for a person who is married with both spouses filing an EIC certificate.
When these deductions are added to employee records no amount or percentage needs to be
entered.

Never use code 100 or 101 for any other deduction.
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Windows Payroll Cycle and End of Year Procedures

Payroll Cycle Benefits
In Timecard Tab: End of Quarter Process
Enter Employee Leave

In Payroll Cycle:

Enter Employee Time Cards
In Payroll Cycle:

Calculate Payroll

Print Pre-posting reports

Suggested Reports :

Warning List, Payroll Register,

Payroll Summary,
Deduction/Benefit Register,
Distribution to Accounting-
Summary

Print Checks

Distribute to Fund Accounting

Make a backup and post checks

Print After-posting Reports
Suggested Reports :

Outstanding Checks

Follow End of Month Process

Run End-of-Quarter from Payroll
Cycle

Click yes if you want make a
backup of data

Click yes to print End-of-Quarter
reports(Quarter End Collection)

Suggested Reports:
Quarterly, FUTA, SUTA,
Quarter Hours Worked
941-Quarterly Tax Return,
941-Cafeteria, Schedule B
941-Quarter Data

End of Fiscal Process
End of Month Process

In Payroll Cycle: In Payroll Cycle:

Click End-of-Month
Click yes to make a backup

Click yes to print Month End
reports(Month End Collection)

Suggested Reports :
Monthly, Paid Register, Leave

Transaction, Employee
Deductions, and Employee
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Follow End of Month process
Follow End of Quarter process
Run End of Fiscal procedure

Click yes if you want to make a
backup of data

Click yes to print Fiscal End
reports (Fiscal End Collection)

Suggest Report : Fiscal
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End of Calendar Process

In Personnel Tab:

Check status of terminated
employees

In Payroll Cycle

Follow End of Month process
Follow End of Quarter process
Run End of Calendar procedure
Create W-2's (you can print them in
January)

Click yes to delete terminated
employees

Click yes if you want to make a
backup of data

Click yes to print Calendar End
Reports(Calendar End Collection)

Suggested Reports

Accumulation Report, and
Calendar

In Special Reports

In January, print W-2's
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How to set up Medicare and Medicare Only

Example 1: Employee with Medicare and Social Secu  rity deductions
Do not check Medicare box in Personnel Screen

Do not include 049 Deduction Code and 051 Code in Exemption Box of Pay Control
Screen

Example 2: Employee with Medicare only
This example is used primarily for Police Officers
Check Medicare Box in Personnel Screen

Do not include 049 Deduction Code and 051 Code in Exemption Box of Pay Control
Screen

Example 3: Employee with no Medicare and no Socia | Security
This setup can also be used for Election Judges
Do not check Medicare Box in Personnel Screen

Include Code 051 in Exemption Box for each of the employee's Pay Control Screens
if an employee has multiple Pay Controls
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f Notes and Things:

Application Path:

Data Path:

System Path:

Network: Dedicated Server Windows Peer to Peer Stand Alone PC
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