
 

AUTOPOWER 
PAYROLL 

HOW-TO WORKBOOK  
 

 
 

 

 

 

400 Technology Park 
Lake Mary, FL 32746 

www.autopower.com 
Ph. 407-695-7300 
Fax: 407-695-8001 



How To – Payroll Workbook  

Page 2        AutoPower Corporation Copyright 2017 

Notice 

AutoPower makes no warranty of any kind with regard to this material, including, but not limited to, the implied 
warranties of merchantability and the fitness for a particular purpose. AutoPower Corporation shall not be liable for 
errors contained herein or for incidental or consequential damages in connection with the furnishing, performance, or 
use of this material. 

The information described in this document is furnished under a license agreement or nondisclosure agreement. 

This document contains proprietary information that is protected by copyright. All rights are reserved. No part of this 
document may be copied, reproduced, transmitted, or translated into another language in any form or by any means, 
electronic or mechanical, for any purpose, without the expressed written permission of AutoPower Corporation. The 
information contained in this document is subject to change without prior notice. Companies, names, and data used 
in examples herein are fictitious unless otherwise noted. 

Copyright ©2017 AutoPower Corporation. All rights reserved.  

Version 6.5.14. 

AutoPower University Documentation Series. 

Printed in the United States of America 
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TRAINING OBJECTIVE 

 
The purpose of this workbook is to help you the AutoPower end-user master the basic 
elements of Payroll. It is designed as a self-help tool, consisting of step-by-step 
explanations and examples. Fill-in-the-blank and multiple-choice exercises will follow each 
topic. This will help emphasize the knowledge that is needed to get your job done 
accurately and quickly.  
 
You are encouraged to use this training book in combination with your AutoPower 
applications database, or by using the examples in this workbook. However, all the 
examples may not be hands-on. I will let you know what these examples are when we get 
to them.  
 
In combination with this workbook, you will have in class a PC to follow along with the 
exercises in this workbook. 
 
When you have completed the exercises in this AutoPower Payroll Workbook you will be 
able to complete all the modules below with 100% accuracy. You will be measured by 
completing short fill-in the blanks or multiple-choice questions at the end of each lesson 
with results provided to management upon completion of training.  
 
Create and Edit Company Information File Maintenance 
Create and Edit G/L Interface Table 
Create and Edit FICA Rate & Tax Limit 
Create and Edit Federal Withholding Allowance Table 
Create and Edit Federal Withholding Tax Table 
Create and Edit State Withholding Tax Table 
Create and Edit City Tax Withholding Tax Table 
Create and Edit Department File Maintenance 
Create and Edit Worker Compensation Rate Table 
Create and Edit Earnings & Deductions Codes Tables 
Create and Edit Employee Master File Maintenance 
Create and Edit Deduction & Withholding File Maintenance 
Create Vacation History files 
Create Sick History Files 
Create and Edit Earnings & Deductions File Maintenance 
Create a Payroll Check Run & Post to General Ledger  
Void a Posted Payroll Check  
Void an Unposted Payroll Check  

SYSTEM OVERVIEW 

Before we get started there are only a few areas of the system that you can use the 
Escape key, Backspace key, Space Bar and the Delete key. When we get to these areas of 
the application, they will be pointed out to you. These keys can cause control characters 
in some of the data records and should not be used except where we tell you they can be 
used.  
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LOGGING ON 

 
Use your user name and password to logon to the AutoPower System. This logon name 
and password will be assigned by your manager. If you should forget your user name and 
password please see him so that he can reset it for you. 
 

 

 

MAIN MENU 
 
You are now at the Main Menu. Your Main Menu could vary from what you see here. You 
may have customizations that only apply to your business. You may access the Payroll 
Menu off of the Main menu or you may have a menu dedicated to Payroll. The cursor will 
be positioned at Enter Selection. 
 
   

 
 
The Payroll Utilities Menu screen will display. 

 
Enter User name: __________________ 
 
Enter Password: ___________________ 
 

Type in #5 and press ENTER. 
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PAYROLL SYSTEM SETUP MENU (REQUIRED) 
 
We will start with the initial setup of the Payroll system. All initial setup file maintenance 
menu options that are required are located on the Payroll System Setup Menu.  I will 
cover each step in this section of the workbook that will guide you thru setting up your 
new AutoPower Payroll Account software step-by-step.  
 

 
 
 
The Payroll System Setup Menu will display.  
 
Each menu option in the Payroll System Setup Menu should be completed before moving 
onto the next menu option.  
 

 

 

Type in #6 and press 
ENTER. 
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Step #1 
 

COMPANY INFORMATION (REQUIRED) 
 
**The Chart of Accounts F/M in the BusinessPro General Ledger must be completed prior 
to setting up the Payroll file maintenance. 
 
The first setup will be option #1, the Company Information. 
 

 
 
 
The Company Information screen will display as shown.  

 

 
 
 

Type in #1 and press ENTER. 
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Field Descriptions: 
 
Company No: Type in the Payroll Company number. This is usually the number 1. 
 
1.-3. Name, Address, City, State, Zip 
Type in the name of the Payroll Company, address, city, state and zip in these fields and 
press ENTER after each line. 
 
4.-7. Company Telephone, Fax, Contact, Email Address 
Type in the company telephone number, fax number, contact, and email address in each 
of these fields and press ENTER after each line. The email address will print on the 
IRS W-3 Transmittal of Wage and Tax statement, so the address should be the 
business owners email address.  
 
8.  Federal Identification Number 
Type in the Federal tax identification assigned to the employer and press ENTER. 
 
9. Federal Unemployment Account Number (This # comes from the Circular E) 
Type in the company’s Federal Unemployment Account Number and press ENTER. 
 
10. General Ledger Source 
Type in G/L source. This will always be PR and press ENTER. 
 
11. General Ledger Description 
Type in the G/L description, this will always be PAYROLL and press ENTER. 
 
12. BusinessPro Bank Number 
Type in the Bank number and press ENTER. 
 
13. Sick benefit (A)nniversary, (C)alendar 
Type in Accrual Method for Sick benefits on Anniversary date or Calendar year and press 
ENTER. 
 
14. Vacation benefit (A)nniversary, (C)alendar 
Type in Accrual Method for Vacation benefits on Anniversary date or Calendar year and 
press ENTER. 
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Step #2 
 

PAYROLL G/L FILE MAINTENANCE (REQUIRED) 
 
The second file maintenance screen is the Payroll G/L File Maintenance screen. Each field 
must be completed with a general ledger account number if you do not have a general 
ledger account setup for one of the fields, type in the suspense account number example 
9999.  
 

 
 
The Payroll G/L File Maintenance as shown. 
 

 
 

 

Type in #2 and press ENTER. 
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Field Descriptions: 
 

1. G/L Payroll Bank Account 
Type in the general ledger account number for your Payroll checking or direct 
deposit account and press ENTER. 

 

2. Employee SOC SEC Payable: 
Type in the Employee Social Security Tax Payable general ledger account number 
and press ENTER. 

 

3. Employer SOC SEC Payable 
Type in the Employer Social Security Tax Payable general ledger account number 
and press ENTER. 

 

4. Employee MEDICARE Payable 
Type in the Employee Medicare Tax Payable general ledger account number and 
press ENTER. 

 
5. Employer MEDICARE Payable 

Type in the Employer Medicare Payable Tax general ledger account number and 
press ENTER. 

 

6. Employee F.I.T. Tax Payable 
Type in the Employee Federal Income Tax general ledger account number and 
press ENTER. 

 

7. Employee State Tax Payable 
Type in the Employee State Income Tax Payable general ledger account number, 
press ENTER. 

 

8. Federal Unemployment Payable 
Type in the Federal Unemployment Payable general ledger account number, press 
ENTER. 

 

9. State Unemployment Payable 
Type in the State Unemployment Tax Payable general ledger account number, 
press ENTER. 

 

10.  Salary Expense 
Type in the Salary Expense general ledger account number and press ENTER. 

 

11. Employer SOC SEC Expense 
Type in the Social Security Expense general ledger account number and press 
ENTER. 

 

12. Employer MEDICARE Expense 
Type in the MEDICARE Expense general ledger account number and press 
ENTER. 
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13.  Federal Unemployment Expense 

Type in the Federal Unemployment Expense general ledger account number and 
press ENTER. 

 

14.  State Unemployment Expense 
Type in the State Unemployment Expense general ledger account number and 
press ENTER.  
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Step #3 
 

FICA RATE & TAX LIMIT (REQUIRED) 
 
The third file maintenance screen is the FICA Rate & Tax Limit options. These are to be 
completed with the Federal Social security, Medicare and Tax unemployment rates and 
Wage limits that you, as an employer, are required to withhold and/or to pay on behalf of 
your employees. I have included some guidelines but you need to verify the current rates 
with the Circular E.  
 

 
 
The Payroll Fica Rate & Tax Limit Maintenance screen will display. The rates for this 
screen can be located in the Circular E.  
 

 
 

Type in #3 and press 
ENTER. 

FICA = Federal 

Insurance Contributions 
Act 
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Field Descriptions: 
 
1. Social Security Tax % Rate for Employee  
Type in the Social Security Tax % Rate for Employee and press ENTER. This is the rate 
that the Employee pays. This is presently 6.2%. 
 

2. Social Security Tax % Rate for Employer 
Type in the Social Security Tax % Rate for Employer and press ENTER. This is the rate 
that the Employer pays. This is presently 6.2%. 
 
3. Social Security Maximum Wage Limit 

Type in the Social Security Maximum Wage Limit and press ENTER. The Social Security 
% Rate is applied to taxable earnings up to the Maximum wage, which is presently 
$117,000.00. Once that amount is earned, neither the employee nor the employer owes 
social security tax. 
 

4. Medicare Tax % Rate for Employee 
Type in the Medicare Tax %Rate for employee and press ENTER. Employee pays 1.45% 
on all taxable earnings. The employee always pays this there is no cap. 
 
5. Medicare Tax % Rate for Employer 
Type in the Medicare %Rate for Employer and press ENTER. Employer pays 1.45 % on 
all of the employee’s taxable earnings. This is always paid by the employer. There is no 
cap.  
 
6. Medicare Maximum Wage Limit 
Type in the Medicare Maximum Wage Limit and press ENTER. This field will always be 
99,999,999.99. 
 
7. Additional Medicare Tax % Rate for Employee 
Type in the Additional Medicare % Rate and press ENTER. The Additional Medicare Tax 

Rate % for the employee is 0.90. Employee pays the additional tax on taxable wages that 
exceed the Excess Wage Limit. The employer does not pay the additional tax.  
 

8. Additional Medicare Wages in Excess of 
Type in the Additional Medicare Wages in Excess of and press ENTER. 
 
9. Federal Unemployment Wage Limit 
Type in the Federal Unemployment and press ENTER. The Federal Unemployment Tax 
Act (FUTA) imposes a 6.2 percent wage limit tax rate on the first $7,000 taxable wages 
paid annually by covered employers to each employee. The Employer pays this. 
 
10. Federal Unemployment Tax % Rate 
Type in the Federal Unemployment %Rate and press ENTER. 0.6 percent is the effective 
Federal Unemployment tax rate. The FUTA rate is 6.0%, but you can take a credit of up 
to 5.4% for SUTA taxes that you pay. If you are eligible for the maximum credit your 
FUTA rate will be 0.6%.  
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The next prompt will display.  
 
Correct? (Y, N, D, E, Item No.):  
 
Type in Y and press ENTER to accept the record. 

Type in N and press ENTER to make changes to the record. 
Type in D and press ENTER to delete the record. 
Type in E and press ENTER to exit out of the record without saving changes. 

Type in the Item No. and press ENTER to make changes to a particular line item. 
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Step #4 
 

FEDERAL WITHHOLDING ALLOWANCE TABLE (REQUIRED) 
 
The fourth file maintenance screen that needs to be completed is the Federal Withholding 
Allowance Table Maintenance. The information to complete this screen is located in the 
Circular E. 
 

 
 
The Federal Withholding Allowance Table screen will display as shown. This example is 
based on an unmarried person. 
 
 

 
 
 
 

Type in #4 and press ENTER. 
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Field Descriptions: 
 
Is the above correct? (Y,N) Y  
 
Type in Y and press ENTER if the information is correct.  
 
Type in N and press ENTER to correct the information in each field.  
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Step #5 
 

FEDERAL TAX TABLE (REQUIRED) 
 
The fifth file maintenance screen is the Federal Withholding Tax Table. 
 
AutoPower will assist with the initial setup of the tax table but you will be required to 
keep all tax tables up-to-date with the new rates that change on a yearly basis. 
 
The information for the Federal Tax Table can be located in the Federal Circular E 
booklet.  Each one of the individual tables should be completed.  
 

 
 
The Federal Tax Table screen will display as shown. 
 

 
 

Type in #5 and press ENTER. 
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Field Descriptions: 
 
Tax Table ID (WS, WM, BS, BM, SS, SM, MS, MM) WS 
 
WS = Weekly Single   BS = Bi-Weekly Single   
WM = Weekly Married  BM = Bi-Weekly Married 
SS = Semi-Monthly Single  MS = Monthly Single 
SM = Semi-Monthly Married  MM = Monthly Married 
 
Do you wish to make any changes (Y, N, E)? 
 
Type in Y and press ENTER to make changes to the tax tables. 
Type in N and press ENTER to not make changes to the current table that is being 

displayed on the screen but keep you in this program. 
Type in E and press ENTER to exit out to the menu.  
 
 
Examples of the Tables in the Federal Circular E are shown below. 
 

Percentage Method Tables for Income Tax Withholding 

(For Wages Paid in 2014) 

TABLE 1—WEEKLY Payroll Period 

  

(a) SINGLE person (including head of household)—  (b) MARRIED person— 

If the amount of wages 

(after subtracting 

withholding allowances)   

is:  

The amount of income tax  

to withhold is:  

If the amount of wages 

(after subtracting 

withholding allowances)   

is:  

The amount of income tax  

to withhold is:  

Not over $43 $0   Not over $163 $0   

Over— But not over— of excess over— Over— But not over— of excess over— 

$43 —$218   $0.00 plus 10% —$43 $163 —$512   $0.00 plus 10% —$163 

$218 —$753   $17.50 plus 15% —$218 $512 —$1,582   $34.90 plus 15% —$512 

$753 —$1,762   $97.75 plus 25% —$753 $1,582 —$3,025   $195.40 plus 25% —$1,582 

$1,762 —$3,627   $350.00 plus 28% —$1,762 $3,025 —$4,525   $556.15 plus 28% —$3,025 

$3,627 —$7,834   $872.20 plus 33% —$3,627 $4,525 —$7,953   $976.15 plus 33% —$4,525 

$7,834 —$7,865   $2,260.51 plus 35% —$7,834 $7,953 —$8,963   $2,107.39 plus 35% —$7,953 

$7,865   $2,271.36 plus 39.6% —$7,865 $8,963   $2,460.89 plus 39.6% —$8,963 

TABLE 2—BIWEEKLY Payroll Period 

      

(a) SINGLE person (including head of household)—    (b) MARRIED person— 

If the amount of wages 

(after subtracting 

withholding allowances)   

is:  

The amount of income tax  

to withhold is:  

If the amount of wages 

(after subtracting 

withholding allowances)   

is:  

The amount of income tax  

to withhold is:  

Not over $87 $0   Not over $325 $0   

Over— But not over— of excess over— Over— But not over— of excess over— 

$87 —$436   $0.00 plus 10% —$87 $325 —$1,023   $0.00 plus 10% —$325 

$436 —$1,506   $34.90 plus 15% —$436 $1,023 —$3,163   $69.80 plus 15% —$1,023 

$1,506 —$3,523   $195.40 plus 25% —$1,506 $3,163 —$6,050   $390.80 plus 25% —$3,163 
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$3,523 —$7,254   $699.65 plus 28% —$3,523 $6,050 —$9,050   $1,112.55 plus 28% —$6,050 

$7,254 —$15,667   $1,744.33 plus 33% —$7,254 $9,050 —$15,906   $1,952.55 plus 33% —$9,050 

$15,667 —$15,731   $4,520.62 plus 35% —$15,667 $15,906 —$17,925   $4,215.03 plus 35% —$15,906 

$15,731   $4,543.02 plus 39.6% —$15,731 $17,925   $4,921.68 plus 39.6% —$17,925 

TABLE 3—SEMIMONTHLY Payroll Period 

      

(a) SINGLE person (including head of household)—  (b) MARRIED person— 

If the amount of wages 

(after subtracting 

withholding allowances)   

is:  

The amount of income tax  

to withhold is:  

If the amount of wages 

(after subtracting 

withholding allowances)   

is:  

The amount of income tax  

to withhold is:  

Not over $94 $0   Not over $352 $0   

Over— But not over— of excess over— Over— But not over— of excess over— 

$94 —$472   $0.00 plus 10% —$94 $352 —$1,108   $0.00 plus 10% —$352 

$472 —$1,631   $37.80 plus 15% —$472 $1,108 —$3,427   $75.60 plus 15% —$1,108 

$1,631 —$3,817   $211.65 plus 25% —$1,631 $3,427 —$6,554   $423.45 plus 25% —$3,427 

$3,817 —$7,858   $758.15 plus 28% —$3,817 $6,554 —$9,804   $1,205.20 plus 28% —$6,554 

$7,858 —$16,973   $1,889.63 plus 33% —$7,858 $9,804 —$17,231   $2,115.20 plus 33% —$9,804 

$16,973 —$17,042   $4,897.58 plus 35% —$16,973 $17,231 —$19,419   $4,566.11 plus 35% —$17,231 

$17,042   $4,921.73 plus 39.6% —$17,042 $19,419   $5,331.91 plus 39.6% —$19,419 
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Step #6 
 

STATE, CITY & SCHOOL TAX TABLE F/M (REQUIRED) 
 
The sixth file maintenance screen is the State, City & School Tax Table F/M. This file 
maintenance information changes annually. The information to complete the State Tax 
Table is in the State Tax Guidelines Booklet. The City/Local Withholding Tax Table 
information is located in the City/Local Tax Guidelines booklet. The School Withholding 
Tax Table information is located in the School Tax Guidelines booklet.   
 
State Unemployment Insurance (also called SUI, UI, UC, or unemployment) is a state 
governed program created to provide partial wage replacement to unemployed workers 
while they look for employment. Employers finance the UI program through the SUI tax. 
Employers are assigned a SUI rate based on their experience and are informed of their 
"experience" rate yearly. 
 
Your State mails your experience rate to you each year. 
 
There must be a setup for single and married status for each state that you are required 
to enter. There must be a state tax table for each employee.  Example if the employee 
lives in the state of CA, there must be a state tax table setup for CA and you will need to 
update the state tax table field for that employee in the employee master with CA. 

 

 
 

Type in #6 and press ENTER. 



How To – Payroll Workbook  

Page 20        AutoPower Corporation Copyright 2017 

The State, City & School Tax Table screen will display as shown below. 
 
In our example below we used Illinois. This information came from our state tax booklet. 
The state of Illinois does not have tax brackets. It is a 3% tax of the federal income tax 
liability. 
 

 
 

 
The example below is the state of Georgia state, city & school tax table. It is setup for 
marital status of married. Georgia has a tax table that is defined as shown below. So, 
each state is different.  
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Field Descriptions: 
 
1.  State Code  
Type in your state code and press ENTER.  
 
2.  County Code 
Type in the County Code and press ENTER. 
 
3.  City Code 
Type in the City Code and press ENTER. 
 
4.  School Code 
Type in the School Code and press ENTER. 
 
5.  M/S  
Type in the marital status, M for married, S for Single and press ENTER. 
 
6.  Description 
Type in the description of the state code you are entering and press ENTER. Example: 
Illinois Annual State – Married 
 
7.  SUI Acct No. 
Type in the businesses State Unemployment Account Number and press ENTER. 
 
8.  SUI % Rate 
Type in the State Unemployment percentage tax rate and press ENTER. 
 
9.  SUI Limit 
Type in the State Unemployment Tax Limit and press ENTER. 
 
10.  SUI WH G/L  
Type in the SUI withholding payable general ledger account number and press ENTER. 
 
11. STD.Ded #1 
Type in the Standard Deduction #1 and press ENTER. 
 
12.  STD.Ded #2 
Type in the Standard Deduction #2 and press ENTER. 
 
13.  State WH G/L 
Type in the State withholding payable general ledger account number and press ENTER. 
 
14.  City WH G/L 
Type in the City withholding payable general ledger account number and press ENTER. 
 
15.  Cnty WH G/L 
Type in the County withholding payable general ledger account number and press 
ENTER.  
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16.  School WH G/L 
Type in the School withholding payable general ledger account number and press 
ENTER. 
 
17.  Personal Exemption Table 
Complete the Personal Exemption table for the state that you are entering and press 
ENTER. The Personal Exemption table represents the exemption amount that is allowed 
for each person as a deduction.  
 
18.  Tax Table 
Complete the Tax Table for the state that you are entering and press ENTER. This 
information is located in your State Tax Booklet. 
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Step #7 
 

DEPARTMENT FILE MAINTENANCE (REQUIRED) 
 
The seventh file maintenance option is the Department Codes File Maintenance screen.  
 
If you use more than 1 department for Payroll then you must setup all the department 
codes you will be using or have used since January 1st of the current year. Each 
department code must have a GL account number if you will be using departmental 
accounting methods. Otherwise, the wages will post to the default salary GL account 
number assigned if there is no GL number there, then the earnings will post to the Salary 
GL account number assigned in the G/L Interface table. 
 

 
 
The Department Codes F/M screen will display as shown: 
 

 
 
 

Type in #9 and press ENTER. 
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Field Descriptions: 
 
Payroll Department Number  
Type in the payroll department number and press ENTER. 
 
1. BusinessPro GL Department Number 
Type in the BusinessPro GL Department Number and press ENTER. 
 
2. Description of Payroll Department 
Type in a Description for the Payroll Department and press ENTER.  
 
3. Salary/ Wage Expense Account  
Type in the Salary/Wage Expense general ledger account number and press ENTER. 
 
4. Over Time Wage Expense Account 
Type in the Over Time Wage Expense general ledger account number and press ENTER. 
 
5. Employer Social Security Expense Account 
Type in the Employer Social Security Expense general ledger account number and press 
ENTER. 
 
6. Employer Medicare Expense Account 
Type in the Employer Medicare Expense general ledger account number and press 
ENTER. 
 
7. Federal Unemployment Expense Account 
Type in the Federal Unemployment Expense general ledger account number and press 
ENTER. 
 
8. State Unemployment Expense Account 
Type in the State Unemployment Expense general ledger account number and press 
ENTER.  
 
9. Health Insurance Expense Account 
Type in the Health Insurance Expense Account general ledger account number and press 
ENTER. 
 
10. Worker’s Compensation Expense Account 
Type in the Worker’s Compensation Expense general ledger account number and press 
ENTER.  
 
The next prompt will be: 
 
Correct? (Y, N, D, E, Item No.): 
 
Type in Y to accept the record and press ENTER. 

Type in N to make changes to the record that is currently displaying and press ENTER. 
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Type in DELETE to the delete the record that is currently displaying and press ENTER. 
Type in E to completely exit from the screen and press ENTER. 

Type in the line # to access that particular line to make changes and press ENTER.  
 
Function Keys: 
 
F1 - Help - Explanation for any given field. 

F2 - FFwd – Moves the cursor to the bottom of screen. 
F3 - Bckup - Backup the cursor to a previous field. 
F4 - Delet- Delete a field entry.  
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Step #8 
 

WORKER COMPENSATION RATE TABLE (REQUIRED) 
 
The eighth file maintenance option will be the Worker Compensation Rate Table. The 
state defines a code number and a worker compensation tax rate for each job 
classification. 
 
Setup the Worker Compensation Classifications Codes for each job classification that you 
will assign to each employee. Type in the rate in the format .nnnn. 
 

 
 
The Worker Compensation Rate Table screen will display as shown: 
 

 
 

Type in #10 and press ENTER. 
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Field Descriptions: 
 
Enter the 2 Letter State Code 
Type in the 2 letter State Code and press ENTER. 
 
Workers Comp Classification Code # 
Type in the Worker Compensation Classification Code and press ENTER.  
 
Workers Comp Code Description 
Type in the Worker Compensation Code Description and press ENTER. 
 
Worker Comp Employer Rate 
Type in the Worker Compensation Employer PERCENTAGE Rate and press ENTER. 
 
Worker comp Employee Rate 
Type in the Worker Compensation Employee PERCENTAGE Rate and press ENTER. 
 



How To – Payroll Workbook  

Page 28        AutoPower Corporation Copyright 2017 

 Step #9 
 

EARNINGS & DEDUCTIONS CODE TABLE (REQUIRED) 
 
The ninth file maintenance option is the Earnings & Deductions Code Table. 
 

 
 
The Earnings & Deductions codes are additional voluntary earnings or deductions that 
need to be setup. There are some default and exception codes that are required and are 
used in tax calculations and reports. You will need to enter your general ledger account 
number in each of the codes you will use so that the amount is updated to the General 
Ledger. If you have other earning & deduction codes that you need to setup, do so in this 
screen.  
 
When processing paychecks for holiday, sick or vacation time use: 

HOL = Holiday 

SICK = Sick 

VAC = Vacation  

 

The deduction codes for insurance deductions that are NOT under the 125 Cafeteria Plan 
is: 

INS = Insurance – Medical 

INS??? = Your customized insurance deduction code. This code must begin with INS. 

 

 

The deduction codes for 401K plans, 408P Simple, or Section 125 Cafeteria Plans: 

401K = 401K Plan 

Type in #11 and press 
ENTER. 
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408P = 408P Simple Employee Salary Reduction Plan 

125DEN = Cafeteria dental insurance 

125DIS = Cafeteria disability insurance 

125INS = Cafeteria health insurance 

125LIFE = Cafeteria Life insurance 

125???? = Your Customized deduction code. This code must begin with 125.  

 

The following deduction codes do not appear in the employee’s master file but are 
deducted based on certain criteria during the tax calculation procedures. If the deduction 
is taken, it will show in the employee’s history file as well as on the check stub as a 
deduction.  

PAEU = Employee State Unemployment Tax 

SDI = State Disability Insurance Tax 

 

CPLIFE = Company Paid Life Insurance. This is used if the insurance value is over 
$50,000.00. It is reported as earnings on the W-2 Wage Tax Statement and check stub 
when the employee has an INSCP deduction.  

 

You must have the tax flag in each of these deductions set to “Y” unless the code is a 
401K, 408P, or 125 type deduction code. The tax flag instructs the tax calculation 
program to calculate the taxes before or after the deduction. 

 

If 401K deductions are based on a percentage of the wages, specify all earnings codes 
that are eligible and are included in the calculation. 

You must have a GL account # assigned to all deduction codes. 

 

The Earnings & Deductions File maintenance screen is shown below. 
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Field Descriptions: 

 

Earnings/Deduction Code:  

Type in the Earnings or Deductions Code desired, i.e., VAC, SICK or “?” for listing and 
press ENTER. 

 

1. Description of Earnings or Deduction Code  

Type in the description of the earnings or deduction code and press ENTER. 

 

2. Deduction or Earnings Code (D, E) 

Type in if the code that you are entering is a deduction code or an earnings code. 

 

3. Taxable? 

Type in Y or N if this Earnings or Deduction Code is taxable and press ENTER. 

 

4. G/L Account**  

Type in a general ledger account for all deduction codes and press ENTER. Type in a 
general ledger account number for earnings codes only if it will be a different general 
ledger account number than the wage account number assigned in the employee’s 
department table. 
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5. Earnings Code Eligible for 401 Plan? 

Should this Earnings code be included in 401K wage calculation for 401K deduction? 
(Y,N) Type in Y or N and press ENTER. 

 

6. Earnings Code Eligible for 408 Plan? 

Should this Earnings code be included in 408P wage calculation for 408P deduction? 
(Y,N)  

Type in Y or N and press ENTER. 

 

7. 401K Match on Wages or Deduction? (W,D) 

Should the Employer 401K Match be on Wages or Deduction? 

 

8. 401K Employer Matching Percentage rate 

Type in the percentage rate that the employer matches for 401K. 

 

9. 401K Employer Match Payable GL Account Number 

Type in the general ledger payable account number for the 401K employer match. 

 

10. 401K Employer Match Expense GL Account Number 

Type in the general ledger expense account number for the 401K employer match. 
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Correct? (Y,N,D,E,Item No.): 

 

Type in Y to accept the record and press ENTER. 
 
Type in N to make changes to the record that is currently displaying and press ENTER. 
 
Type in DELETE to the delete the record that is currently displaying and press ENTER. 
 
Type in E to completely exit from the screen and press ENTER. 
 
Type in the line # to access that particular line to make changes and press ENTER.  
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Step #10 

OPERATOR/MECHANIC/SALESPERSON F/M (REQUIRED/W 
EXCEPTIONS) 

The tenth file maintenance option will be the Employee Time Clock Password F/M. This 
feature is located in the AutoPower Account. It is not in the Payroll Account. 

Setup all employees that will be using Time clock in the Operator/Mechanic/Salesperson 
F/M screen in the AutoPower account. This will allow the Time Clock postings to flow into 
the Payroll Account. You will need a list of the employees sorted by employee number. 
This list should have the employees name, employee #, salesman # if different from the 
employee number and each employee’s store location.  

 

 

The Operator/Salesperson File maintenance screen will display. 

 

 

Type in #4 and press ENTER. 
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Field Descriptions: 
 
Salesman Number: 
Type in a new salesperson number and press ENTER. 
 
1. Name 
Type in the salespersons full name and press ENTER. 
 
8. Employee Payroll Number 
Type in the operator/salesperson payroll number and press ENTER.  
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Step #11 

EMPLOYEE MASTER F/M (REQUIRED) 

The eleventh file maintenance option is the Employee Master F/M screen from the 
Employee Resource Management Menu. 

 

The Employee Resource Management Menu will display as shown. 

 

 

 

 

 

 

 

Type in #12 and press 
ENTER. 

Type in #1 and press ENTER. 
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The Employee Master File Maintenance screen will display as shown. 

 

 

 

Field Descriptions (All fields must be completed correctly. There are calculations that 
take place in several payroll programs based on the values in these fields.) Please do not 
use the space bar or backspace in a field to correct an error after the field has been 
entered. Press the F4-Function key to delete a field and then re-enter the information. 
This will cause control characters and possible problems in your payroll check run.  

 

Employee No 

Type in the Employee number and press ENTER. 

 

1.-7. Type in the Employee name, address, city, state, zip, telephone number, social 
security number and press ENTER after each line entry. Format the Employee’s name as 
Last name, First name. 

 

8. Wage Type (H/S) 

Type in if this employee is paid hourly or salary and press ENTER. 

 

9. Rate of Pay 

Type in the employee’s rate of pay and press ENTER. Example. 17.50 for hourly or 
800.00 for salary. Enter the pay period rate for salaried employees; not the annual rate. 

 

10. Marital Status 

Type in the Marital Status of the employee, M for Married, S for Single and press ENTER. 
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11. Birth date 

Type in the employee’s birth date and press ENTER. Example, 11-01-1935 

 

12. Hire date 

Type in the employee’s hire date and press ENTER. Example, 11-01-1935  

 

13. Termination Date 

Type in the date that the employee was terminated. If there is a date in this field then the 
Status field must be T. 

 

14. Pay Frequency 

Type in letter for the Pay Frequency and press ENTER. W,B,M,S,Q,A 

W – Weekly 

B – Bi-Weekly 

M – Monthly 

S – Semi-Monthly 

Q - Quarterly 

A - Annually 

15. Last Pay increase 

Type in the date of the employee’s last pay increase. mm/dd/yyyy (Not Required) 

 

16. Job Description 

Type in the employee’s job description and press ENTER. (Not Required) 

 

17. Company No. 

Type in the company number for this employee and press ENTER. 

 

18. Branch Location 

Type in the Branch Location for this employee and press ENTER. 

 

19. Department Code 

Type in the Department Code for this employee and press ENTER. 
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20. Status 

Type in the work status for this employee. (A)ctive, (P)art-Time, (T)erminated (This field 
is very important, it must be correct and kept up to date.) If employee status is a (T) you 
cannot run a payroll check for the employee. Also, the time clock module will not function 
properly. 

 

21. Worker Comp No. 

Type in the Worker Comp No. for this employee and press ENTER. (Not Required) 

 

 

 

22. Shift Start Time 

Type in the hours in military format, i.e., 8:00 AM = 08:00 and press ENTER. (Must be 
completed for the time clock module to be utilized.) 

 

23. Shift End Time 

Type in the hours in military format, i.e., 5:00 PM = 17:00 and press ENTER. (Must be 
completed for the time clock module to be utilized.) 

 

24. Work State 

Type in the work state using the 2-letter abbreviation for this employee and press 
ENTER.  This must be completed.  
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25. Race 

Type in the Race code:  C = Caucasian, B = black, A = Asian and press ENTER. (Not 
Required) 

 

26. Sex 

Type in the Sex Code: (M)ale or (F)emale and press ENTER. (Not Required) 

 

27. Driver License # 

Type in the employee’s driver license # and press ENTER. (Not Required) 

 

28. Dr.Lic. Exp Date 

Type in the date the driver license expires and press ENTER. (Not Required)  

 

29. Direct Deposit? 

Type in N, C, or D. N = No direct deposit, C = Entire Check, and D = Deduction only 
(Example would be for a credit union deduction only) and press ENTER. 

• N - Employee does not participate in ANY direct deposit service 

• C - Employee wishes their entire paycheck amount to be direct deposited into the bank 
account of their choice, as well as any deductions that have been specified for direct deposit 

• D - Employee does NOT want their paycheck to be direct deposited, but wishes to 
have any specified deduction to be direct deposited into the bank account of their choice 

• Null - if this field is empty (null value) then it is assumed Not using direct deposit 
 
(If this field contains a “C”, then the paycheck printed will have special phrasing VOID printed on 
the face of the check preventing the check from being cashed.) 

 

 

IMPORTANT (State Taxes) 

If an employee moves from one state to another, a new employee record with a new 
number must be setup for this employee for state tax purposes. In the old employee 
record the status must be set to “T” for terminated. This employee will receive 2 “W2” 
forms at the end of the year for state tax purposes with the correct state tax calculation 
for each state that the employee lived in. 
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Step #12 

DEDUCTIONS & WITHHOLDINGS F/M (REQUIRED) 

 

The twelfth file maintenance option that needs to be completed in the Employee Resource 
Management Menu is the Deductions & Withholdings F/M.  F1- Option 

 

 

Now, we need to complete the F1 – Deductions & Withholding F/M for the employee. 

 

Press F1. 

The Employee Deduction & Withholding F/M screen will display as shown. 

You must setup the deductions and withholding information for each employee. 

 

Press F1 to select the 
Deduction & Withholdings 
File Maintenance. 
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Field Descriptions: 

1. – 10. 

Deduction Code 

Type in the Deduction Code that you entered in the Earnings & Deduction Code File 
Maintenance and press ENTER. This field is only for deductions that will be taken out of 
the employee’s paycheck every pay period. 

 

Amount 

Type in the dollar amount or the percentage rate if based on percent of wages and press 
ENTER. If the deduction code is 401K and the deduction amount is based on a flat dollar 
amount then this amount field must be 0.00. The dollar amount will be in the 401K Flat 
Amount field on the bottom of this screen. 

 

Start Date 

Type in the Start Date the amount will be deducted and press ENTER. 

 

Stop Date 

Type in the Stop Date the amount will no longer be deducted and press ENTER. 

 

Stop Amount 

Type in the Stop amount for the deduction and press ENTER. 

 

To Date Amount 

The To date amount field is an accumulation of the total amount that has been deducted. 
This is a “Life-to-Date” field, not a “Year-to-date” field.  

 

11. W4 – Fed Exemptions 

Type in the number of exemptions that the employee has entered on his W-4 and press 
ENTER. 

 

12. Addit’l FWH Amount: 

Type in an Additional Federal withholding dollar amount that is listed on the employees 
W-4 and press ENTER. 

 

13. Withhold FICA (Y,N): 

Type in Y if FICA is to be deducted from the employee’s paycheck and press ENTER. 



How To – Payroll Workbook  

Page 42        AutoPower Corporation Copyright 2017 

14. Pension Plan (Y,N) 

Type in Y, if this employee participates in a pension plan and press ENTER. Type in N if 
he does not and press ENTER. 

 

15. Annual Vacation Hrs. 

Type in the Annual Vacation hours benefit for this employee and press ENTER. 

 

16. Annual Sick Hours 

Type in the Annual Sick hours for this employee and press ENTER. 

 

17. Federal Withhold Pct (Additional) 

Type in the additional federal withholding percentage and press ENTER. 

 

18. State Withhold PCT (Additional) 

Type in the State Withhold percentage if applicable and press ENTER. 

 

19. State Std Deduct No. 

Type in the State Standard Deduction Number if applicable and press ENTER. 

 

20. State Exemptions 

Type in the number of State Exemptions if applicable and press ENTER. 

 

21. Addt’l State Withholdings 

Type in the Additional State Withholdings dollar amount if applicable and press ENTER. 

 

22. State Tax Table 

Type in the 2-letter abbreviation for the State Tax Table for this employee and press 
ENTER. This is the table that was setup in the State and City Tax Table. This is 
mandatory and used for both State Income Tax and State Unemployment tax calculations 
and reports. 

 

23. City Tax Table 

Type in the City Tax Table abbreviation if applicable and press ENTER. This is the table 

that was setup in the State and City Tax Table. 
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24. School Tax Table 

Type in the School Tax Table Code if applicable and press ENTER. 

 

25. 401K Flat Amount 

Type in 401K Flat dollar amount and press ENTER. If there is a dollar amount in this 
field, then there must be a 401K deduction code entered somewhere in lines 1-10 with 
the dollar amount of 0.00.  

 

26. 408Plan Flat Amount 

Type in the 408Plan Flat dollar amount and press ENTER. If there is a dollar amount in 
this field, then there must be a 408P deduction code entered somewhere in lines 1-10 
with the dollar amount of 0.00.  

 

(Q)uit, (U)pdate, Item#: 

 

Q= Exit Screen without saving changes. 

U = Update and Save Changes 

Item # = Type in the line item # to change and press ENTER. 
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Step #13 

VACATION (REQUIRED) 

The Thirteenth file maintenance option is the F3 – Vacations file maintenance setup. 

You will need to set up each employee’s vacation history for the current year. 

 

 

 

From the Employee Master record press the F3 - function key for Vacations. The Vacation 
History screen will display. 

 

 

Press F3 to select the 
Vacation History. 
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Field Descriptions: 

 

Empno.  

The employee number field will be populated with the current employee number that is 
being displayed. 

 

(A)dd 

Type in A to add the employee’s vacation time that has been taken, then type in the date 
and hours taken and press ENTER. 

 

A(C)cural 

Type in C to add the Previous Yr. Vacation Hours remaining and press ENTER. You will 
be prompted to enter in the YTD hours accrued and the YTD hours taken. The YTD hours 
remaining will populate with the calculation. 

The Hire Date and Employee Status will display based on the information that was 
entered in the Employee master. 

 

The Annual Benefit Hours will be populated with the information that was entered in the 
F1-Function Key for Deductions, Withholdings and Annual Vacation hours. 

You will now be prompted to enter the Eligible Date and press ENTER. This date will roll 
every 365 days and any hours remaining will be moved to the Previous Year Hours 
Remaining field and the number of the YTD Hours Taken will be reset to 0.00. 

 

OPTIONS 

(R)edisplay 

Type in R to Redisplay the screen. 

 

(Q)uit 

Type in Q to Quit the screen without saving your changes and entries. 

 

(U)pdate 

Type in U to Update your changes and entries to this screen. 

 

Item#:  

Type in the line # to make changes. 
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Step #14 

SICK HISTORY (REQUIRED) 

The Fourteenth file maintenance option is the F4 – Sick History file maintenance setup. 

You will need to setup each employee’s sick history for the current year. 

 

 

From the Employee Master record press the F4 - function key for Sick History. The Sick 
History screen will display. 

 

 

 

 

 

Press F4 to select Sick History.  
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Field Descriptions: 

Empno.  

The employee number field will be populated with the employee number that was 
displayed. 

 

(A)dd 

Type in A to add sick time that has been taken. Type in the date and hours taken for 
sickness and press ENTER. 

 

A(C)cural 

Type in C to add the Previous Yr Hours taken and press ENTER. You will be prompted to 
enter in the YTD hours accrued and the YTD hours taken. The YTD hours remaining will 
populate with the calculation. 

The Hire Date and Employee Status will display based on the information that was 
entered in the Employee master. 

 

The Annual Benefit Hours for Sick Pay will be populated with the information entered in 
the F1 – Function key for Deductions and Withholdings. Annual Sick Hours. 

You will now be prompted to enter the Eligible Date and press ENTER. This date will roll 
every 365 days and any hours remaining will be moved to the Previous Year Hours 
Remaining field and the number of the YTD Hours Taken will be reset to 0.00. 

 

OPTIONS 

 

(R)edisplay 

Type in R to Redisplay the screen. 

 

(Q)uit 

Type in Q to Quit the screen without saving your changes and entries. 

 

(U)pdate 

Type in U to Update your changes and entries to this screen. 

 

Item#:  

Type in the line # to make changes. 
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Step #15 

EARNINGS AND DEDUCTIONS (REQUIRED) 

The fifteenth file maintenance option is the Earnings & Deductions setup for each 
employee. This is critical that you complete this task prior to your 1st payroll run.  

This program is used to enter the wage history from January 1st thru the current pay 
period. You will need a list of all the employees (active and non-active) for this time 
period. You will also need YTD, QTD, MTD wages, taxes, earnings codes, deductions 
codes, regular hours, overtime hours. This file is used to produce all federal and state 
reports as well as pay period payroll checks.  

 

From the Employee Master Screen, Press the F7 function key, Earnings.  

 

 

The Payroll History File Maintenance screen will display as shown. 

 

Press F7 to select Earnings & 
Deductions. 
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Field Descriptions: 

 

Complete the Year-To-Date, Quarter-To-Date and Month-To-Date for each line item. 
When the Payroll Period Month is closed, the Month-To-Date column will clear. When the 
Quarter is closed the Qtr-To-Date column is cleared. The Year-to-Date column is cleared 
when the Year is closed in Payroll.  

 

1. Regular Hours 

Type in the employee’s Regular Hours and press ENTER.  

 

2. Overtime Hours 

Type in the Overtime Hours and press ENTER. 

 

3. Regular Wages 

Type in the Regular Wages and press ENTER. 

 

4. Overtime Wages 

Type in the Overtime Wages and press ENTER. 

 

5. Gross Wages 

Type in the Gross Wages and press ENTER. 

 

6. FIT Txbl Wages 

Type in the Federal Taxable Wages (Gross Wages-401K-408P-125Plan deductions) and 
press ENTER. 

 

7. SIT Txbl Wages 

Type in the State Taxable Wages and press ENTER. 

 

8. School Txbl Wages 

Type in the School Taxable Wages and press ENTER. 

 

9. Medicare Wages 

Type in the Medicare Taxable Wages and press ENTER. (Gross Wages-125 Plan 

deductions) 
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10. Social Security Taxable Wages 

Type in the Social Security Taxable Wages and press ENTER. (Gross Wages-125 Plan 
deductions) 

 

11. FUTA Txbl Wages 

Type in the Federal Unemployment Taxable Wages and press ENTER. (Gross Wages-125 
Plan deductions) 

 

12. SUTA Txbl Wages 

Type in the State Unemployment Taxable Wages and press ENTER.  

 

13. Federal Taxes: 

Type in the Federal Income Taxes withheld and press ENTER. 

 

14. Medicare Taxes 

Type in the Medicare Taxes withheld and press ENTER. 

 

15.  Social Sec. Taxes 

Type in the Social Security Taxes withheld and press ENTER. 

 

16. State Taxes 

Type in the State Income Taxes withheld and press ENTER. 

 

17. Local Taxes 

Type in the Local Taxes withheld and press ENTER. 

 

18. School Taxes 

Type in the School Taxes withheld and press ENTER. 

 

OPTIONS 

 

(U)pdate, (E)xit, Line # (O)ther Earnings/Deductions 
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(U)pdate 

Type in U to Update your changes and entries to this screen. 

(E)xit 

Type in E to Exit out of this screen and back to the menu. 

 

Item# 

Type in the line # to make changes. 

 

Now you need to complete the 2nd screen: 

 

(O)ther Earnings/Deductions 

 

Type in O to access the Other Earnings/Deductions codes. 

 

 

 

To enter the YTD Earnings, QTY Earnings, YTD Deductions, QTD Deductions for the 
employee’s existing earnings and deductions codes, prior to your first payroll run on 
AutoPower, press the corresponding function key. The system will then update these 
codes automatically thereafter. 

After entering these codes, type in U to Update (Save) your entries. 
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CHECK HISTORY (Inquiry Only) 

 

The AutoPower Payroll will retain the check history from your payroll runs that are 
performed on this system. 

 

 

 

Type in the check number to be viewed and press ENTER  

The detail for the check number that you selected will display as shown below. 

 

 



How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 53 

Field Descriptions: 

 

Employee #  

The employee number will display. 

 

Status 

The status of the employee will display, active or terminated. 

 

Date, Check no., Type, Hours, Gross, Taxes, Deductions, Earnings, Net Pay 

The date, check number, type, hours, gross, taxes, deductions, earnings and the Net Pay. 
This information is coming from the check history file.  

 

Enter Check Number:  

Type in the check number to be viewed. 

 

(B)ack 

When the check history screen goes to the second page with history, you can type in B to 
go back to the first page.  
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RAISES (Optional) 

 

The F2- Raises can be setup at anytime. It is not necessary to have this option setup prior 
to your first AutoPower Payroll run. 

 

 

 

 

 

 

 

 

 

Press F2 – to select 
Raises and press 
ENTER. 
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Field Description 

 

Empno., Hire Date, Status, Department, Job description, current wage, pay 
frequency and Last Pay increase will display from the Employee master record. 

 

(A)dd 

Type in A and press ENTER to add a new pay increase to this screen. 

 

(R)edisplay 

Type in R and press ENTER to redisplay, refresh the screen. 

 

(Q)uit 

Type in Q and press ENTER to Quit out of this screen. 

 

Item # 

Type in the line # to make a change. 
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TRAINING HISTORY (OPTIONAL) 

 

The F5 – Training Option is available to record the job training classes an employee has 
attended. 

 

 

 

 

 

 

 

 

Press F5 – to select Training 

and press ENTER. 



How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 57 

Field Descriptions: 

 

Empno., Hire Date, Status, Department, Job description will be completed with 
information from the employee master. 

 

 (A)dd, (R)edisplay, (Q)uit, (U)pdate, Item#: 

 

(A)dd – Type in A to add this employee’s job training information. Type in the Date, 
Training Hours, was he paid to attend, test score, grade and a comment.  

 

(R)edisplay – Type in R to redisplay the screen.  

 

(Q)uit – Type in Q to quit the screen and not save the changes. 

 

(U)pdate – Type in U to update (save) the information that you entered. 

 

Item # - Type in the line # to make a correction.  
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EMPLOYEE NOTES (OPTIONAL) 

 

The F8 option is an Employee Notes option.  

 

 

  

 

 

Press F8 – to select the Notes 

option and press ENTER. 
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Field Descriptions: 

 

Employee Number 

The Employee number will default to the current employee’s record that is being 
displayed on the screen.  

 

Note Count:  

This number represents the number of notes that are currently on file. 

 

(L)ist, (A)dd Options: 

 

Type in A to add a new note to the employee’s record.  

Type in L to List all of the notes that are retained on the employee’s record. 

 

Type in S to Scroll thru the list of notes it there is more than one screen of notes. 

Type in D to Delete a note. 

Type in E to Edit a note. 

Type in I to view the line item. 

 

 

We have now completed the Payroll File Maintenance.  
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PAYROLL INSTALLATION CHECK-OFF LIST FOR THE INITIAL SETUP 

 

PAYROLL SYSTEM SETUP MENU 

 

 General Ledger Chart of Accounts must be completed in Business Pro prior to 
setting up the Payroll File Maintenance. 

 

  Complete Company Information 

 

  Complete Payroll G/L File Maintenance (No Blank Fields) 

 

 Complete Fica Rate & Tax Limit Options (Need Circular E to Complete) 

 

 Complete Federal Withholding Allowance Table (Need Circular E to Complete) 

 

  Complete Federal Withholding Tax Table (Need Circular E to Complete) 

 

  Complete State, City & School Tax Table 

 

 Complete Department Codes F/M  

 

  Complete Worker Compensation Rate Table 

 

  Complete Earnings & Deductions Code Table 

 

 Complete Operator/ Salesperson F/M for each employee in AutoPower 

 

 Complete Employee Resource Management Menu 

 

 Complete Employee Master F/M for each Employee 

 

 Complete Employee Master F/M Function Key Options for each employee 
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Mandatory 

F1 – Function Key – Deduction & Withholdings F/M 

F3 – Function Key – Vacation History (Vacation time accrued and taken) 

F4 – Function Key – Sick History (Sick time accrued and taken) 

F7 – Function Key – Earnings & Deductions (YTD-QTD-MTD wages, taxes, 
earnings codes, deduction codes, regular hours, overtime for active and non-active 
employees) these must be loaded prior to first Payroll run.  

Optional  

F2 – Raises – Optional – Can be entered at a later date. 

F5 – Training – Optional – Can be entered at a later date.  

F8 – Notes – Optional – Can be entered at a later date.  

 



How To – Payroll Workbook  

Page 62        AutoPower Corporation Copyright 2017 
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Payroll Processing Menu 

In this part of the workbook, we will discuss how to do an actual Payroll check run. 

 

 

 

The Pay Period Processing Menu will display as shown. 

 

 

 

The Employee Payroll Worksheet screen will display. 

The first step, which is optional, will be to print the Payroll Worksheet. 

 

Type in #1 and press 

ENTER. 

Type in #1 and press 
ENTER. 
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This procedure will print the Payroll Worksheet Report of the active employees for use in 
preparing the current pay cycle. The worksheet prints blank spaces where you can enter 
the regular and overtime hours and any special deductions and earnings. This report will 
print the employees that are setup with the status of (A)ctive in the employee master. If 
the employee has a status of (T)erminated in the employee master, he will not show on 
this report. 
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Field Descriptions: 

 

Company Number:  

Type in the Company No. and press ENTER. 

 

Pay Period Ending Date: 

Type in the Pay Period Ending Date and press ENTER. 

 

 

 

Scenario: 

Joan called and said that the Payroll Worksheet is not printing.  When she enters the 

Pay Period Ending Date, the cursor remains at the Pay Period Ending Date.  

What happened? 

Joan was entering the date as mm/dd/yyyy, it needs to be entered as mm/dd/yy.   

When she entered the date in the correct format the report printed. 
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The Payroll worksheet can be printed or displayed to the screen. 

Do you wish to proceed? (Y,N): 

 

Type in D to display the worksheet to the screen 

Type in P to print the worksheet to your printer. You will be prompted to select your 
printer for output.  
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Below is an example of the payroll worksheet. It will list the company number, employee 
number, employee name, department number, hourly/salary, pay rate, regular hours, 
overtime hours, deduction codes and amounts for each employee and the earnings codes 
and amounts.  
 

 
 

 
 
 
 
 
 
 
Don’t get yourself in a sticky situation by skipping a step in the Payroll process.  
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RESET PAY PROCESSING PERIOD FILES (Required) 

This procedure will perform the required resetting and clearing of the Payroll processing 
work files. It will insure that the payroll transactions of the previous pay period were 
posted to the various history and accounting files prior to the file clearing. If you do not 
run this program, the monthly, quarterly and year to date figures in the history file will be 
short by the amount of unposted payroll check run. 

 

 

 

The Reset Pay Processing Files screen will display as shown. 

 

 

 

Type in #3 and press ENTER. 
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Field Descriptions: 

 

Company Number (1,2,3): 

Type in the company number and press ENTER. 

 

Do you wish to reset the transaction files? (Y,N):  

Type in Y and press ENTER if the payroll history has been updated and you want to 
reset. 

Type in N and press ENTER to return to the main menu.  

 

Are you sure that the payroll history has been updated? 

 

If you are sure the last pay period check run has been updated to the general ledger type 
in the letter Y and press ENTER. 

Type in N and press ENTER if the payroll history has not been updated. 

If you are not sure the last pay period check run has been updated to the general ledger, 
type in the letter N and press ENTER. Then check the general ledger for the last payroll 

run update. 

After typing in Y and pressing ENTER to start the resetting of the payroll work files, you 
will see on your screen, Now checking to insure previous pay period transactions have 
been posted ... 

 

 

 

       Now resetting and clearing transaction files.... wait …Transaction file reset complete 

 



How To – Payroll Workbook  

Page 70        AutoPower Corporation Copyright 2017 

Time Clock Pay Processing Menu 

The time clock pay processing menu will allow you to print a time clock report. This report 
will list all time punches for the pay period that you designate. (If you do not use Time 
Clock you can skip this section and go to Employee Payroll selection.) If you need to edit 
time clock punches this must be done in AutoPower time clock module.  

 

 

 

The Time Clock Pay Period Processing Menu screen will display. 
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Time Clock Holiday, Sick, Vacation Hours Entry 

 
The Time Clock Holiday, Sick, Vacation Hours Entry screen enables you to enter an 
employee’s benefit time. This program is used to enter the benefit hours for holiday, sick, 
and vacation days taken.  Each day will default to 8 hours with the option of overriding 
the number of hours to be applied to the employee's time clock record.  Holiday hours will 
be applied to full time employees.  There are no restrictions on sick and vacation hours.  
The sick and vacation hours will be applied to the salesperson number specified.  
 
When this program is used, the letter u will display in the MF column on the Time Clock 
Inquiry Screen and any reports. 
 
From the Time Clock Pay Period Processing Menu. 
 

 
 
A prompt to Enter Password will display on the screen.  Enter the same sequence of 
passwords used for the Time Clock Transaction Edit function.   (Both passwords are 
provided by AutoPower.  It is a time clock edit password and then the supreme 
password.)  The Time Clock Benefit Hours Entry Screen will display as illustrated below. 
 

Type in #1 and press ENTER. 
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Enter the type of benefit (H)oliday, (S)ick, (V)acation:  Enter the type of benefit.  
Valid entries for this field are: 
 
  V = Vacation 
  S = Sick 
  H = Holiday 
 
Enter the location (W1, W2, W3, etc.): Type in the location for this employee.  The 
system will skip this field if you selected S for Sick Time, or V for Vacation Time. 
The following message will display if you select sick or vacation. 
 
"Not Applicable" 
 
Enter the salesperson number:  Type in the salesperson number for whom you are 
recording benefit hours.  If you selected H for Holiday Time, the cursor will skip this field 
and following message will display. 
 
"Not Applicable" 
 
Enter the date of the benefit (mm/dd/yy)…:  Type in the date the benefit is taken.   
 
Enter the new hours or press return to accept 8 hours …:   Type in the number of hours 
of benefit time.  You may press ENTER to accept eight (8) hours.   
 
Okay to update employee's record? (Y,N,X) …:  This option will update the 
employee's time clock record.  Valid entries for this field are: 
 
 y Y= If you select yes, the employee's record will be updated. 
 n N= If you select no, the cursor will return to the Type of Benefit field. 
 x X= If you select exit, you will return to the Time Clock Pay Period  
Processing Menu without updating the employee's record. 
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Select the Time Clock Pay Processing Menu from the Pay Period Processing Menu to 
display all Time Clock options.   The procedures below illustrate the steps involved in 
processing Time Clock from this menu. 
 

 
 

 
a. Select Time Clock Report to print the Time Clock Report by Location.  The 
purpose of this report is to verify the accuracy of all Time Clock punches.  If there are any 
changes, proceed to step b, if not, proceed to step d. 
 
b. Select Time Clock Edit from the AutoPower Utility Menu if there are any 
changes to be made.   
 
c. Reprint the Time Clock Report by Location to verify any corrections made in 
the previous step.  Keep the original report as a backup to answer employee questions.  
Keep the corrected report for your files. 
 
d. Select Move Time Clock Records to Pay & History Files.  
 
e. Select Post Time Clock Records to the Payroll Work File.  This will copy the 
Time Clock punches to the Payroll Work File so employees can be paid. 
 
f. Press ENTER to return to the Payroll Processing Menu. 
 

p It is very important that above steps are done in the order indicated.   
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Select Employee Payroll Selection.  This procedure will select all other active 
employees who do not have time clock punches in the current pay period.  This will 
include salary and hourly employees. (i.e.: truck drivers or salesperson).  The user can 
have the option to display the employees processed on the screen. 
 

 
 
The Create Regular Checks for Pay Period screen will display. 
 

 
 

 
 
 
 
 
 

Type in #5 and press ENTER. 
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Field Descriptions: 
 
Pay Period Selection: 
Type in one of the codes shown for the type of pay cycle that you want to process and 
press ENTER. The cycle can be Weekly, Bi-weekly, Semi-monthly, Monthly, Quarterly, 
Semi-annual or Annual.  
 
Company Number: 
Type in the Payroll company number and press ENTER.  
 
Period Ending Date: 
Type in the pay period ending date and press ENTER. 
 
Standard Number of Hours in a Pay Period: 
Type in the number of hours that was in the pay period and press ENTER. 
 
Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Enter Hours, Earnings, Deductions 
 

 
 
Access this screen to make any changes to the employee wages, such as; vacation pay, 
sick pay, loan deductions, or any other non-standard deductions.  Standard deductions 
are set up in the Employee Master File.  All earning codes other than 'R' that were 
entered in the Time Clock Edit screen need to be entered on this screen as well. If the 
check type should be Vacation or Sick Pay, you will need to change type to VAC for 
Vacation or SICK for sick pay. You may enter deductions or other earnings that are 
applicable to only this paycheck on this screen.  
 
p If the deduction is already on the Employee’s Master File, do not put it here because 

the system will then take the deduction twice. 
 

 
 

Type in #6 and press ENTER. 
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Type in the Employee number and press ENTER. 
 
The Department and the Check Type of REG, which is regular check type, will 
automatically display.  
 
Type in the number of Regular hours, if applicable and press ENTER. 
 
Type in the number of Overtime Hours or Double-time hours if applicable and press 
ENTER. 
 
Type in the Earnings or Deductions.  Use the codes that are setup in the Earnings and 
Deductions Table. Record the vacation, holiday and sick hours in the earnings section of 
the screen. 
 

 
 

 
Scenario: 
 
Jane was in the middle of processing a Payroll Run for the current pay period. She noticed 
that a terminated employee was selected for payment. 
 
Jane accessed the Employee Master F/M and flagged the employee as “T” for terminated. 
 
She then tried to edit the employee’s Hours-Earnings-Deductions Entry but received a 
message advising her that the employee had been terminated. 
 
Jane had completed all the Payroll Processing steps (including printing the register) she 
had not printed the checks. 
 
To correct this scenario, Jane had to go back into the Employee Master File and change 
the employee back to an “A”ctive status. This will clear the termination date field. 
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She had to go back into the Pay Period Processing Menu and select the “Enter 
Earnings/Deductions option” and delete the employee’s check record. 
 
Then she had to go back into the Employee Master File and change her status back to 
“T”erminated and enter the termination date. 
 
Then she had to access the Pay Period Processing Menu and re-run the Payroll Tax 
Calculation and Payroll Register to rebuild the check work file and continue with normal 
payroll check run processing. 
 
If she wanted, she could have reprinted the Payroll worksheets, but they are not 
necessary. 
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Preliminary Wage & Hours Review 
 
This Report is just as it name states. It is a preliminary wage and hour review report. 
Print this report to proof that the information thus far has been entered correctly. 
 

 
 
The Review Regular Hourly Employees screen will display as shown. 
 

 
 

 

 

 

 

 

Type in #7 and press ENTER. 
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Field Descriptions: 
 

Company Number: 

Type in the Company Number and press ENTER. 

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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The report will list: 

Company   Hourly/Salary 

Department   Gross Earnings 

Employee number  Regular Hours 

Employee name  Over-time Hours 

Earning Hours   Earning Code 
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Tax Calculation & P/R Register 

This procedure will calculate the payroll taxes, build the check work files, and then print a 
Payroll Register Report. This register will enable you to review the earnings and 
deductions taken out of each paycheck for each employee. If this is incorrect, you may 
make adjustments. 

 

 

The Payroll Register will display as shown. 

 

 

 

 

Type in #9 and press ENTER. 
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Field Descriptions: 

 

Company Number:  

Type in the Company Number and press ENTER. 

 

Pay Period Ending Date:  

Type in the Pay Period Ending Date and press ENTER. 

 

Check Date:  

Type in the check date and press ENTER. 

 

Starting Check Number:  

Type in the starting check number and press ENTER. 

 

Deduct Insurance this Pay Period? (Y, N):  

Type in Y and press ENTER to deduct insurance this pay period. Type in N and press 
ENTER if insurance should not be deducted. 

 

Deduct 401K from regular checks? (Y,N):  

Type in Y and press ENTER to deduct 401K from the regular checks. Type in N and 
press ENTER if 401K deductions are not to be taken out from the Regular checks. 

 

Deduct 408Plan from regular checks? (Y,N):  

Type in Y and press ENTER to deduct 408P from regular checks. Type in N and press 
ENTER if 408P deductions are not to be taken out from the Regular checks.  

 

Deduct all other deductions? (Y,N):  

Type in Y and press ENTER is all other deductions are valid in this check run. Type in N 
and press ENTER if other deductions should not be taking during this check run. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Example of the Tax Calculation & Payroll Register displayed to the screen.  
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Print Payroll Checks 

This procedure will print a payroll check run on Laser Checks. 

 

 

 

The Payroll Check Print screen will display.  

 

 

 

 

 

 

Type in #11 and press ENTER. 
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Field Descriptions: 

 

Company Number.: 

Type in the Company Number and press ENTER. 

 

Pay Period ending date: 

Type in the date the pay period ended for the check run and press ENTER. 

 

Check Date: 

Type in the date of the paycheck and press ENTER. 

 

Starting Check Number: 

Type in the starting check number for this check run and press ENTER. 

 

The Payroll checks will start printing. 

 

You will not be prompted for a printer number.  
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Payroll Check Register 

The Payroll Check Register option will generate a report that will list all of the checks that 
were processed during this pay cycle and have not been posted to check history. Verify 
that the printed c1hecks and the check register match. The checks that are on the Check 
Register are the amounts that will post to the General Ledger and to the Employee’s Pay 
History files.  

 

 

 

The Payroll Check Register screen will display. 

 

 

The Payroll Check Register can be sorted by check number, employee number, and 
department by employee number. 

Type in #12 and press ENTER. 
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Sorting Option (1,2, or 3) 

Type in 1, 2, or 3 to sort the Payroll Check Register by Check Number, Employee Number 
or by Department by Employee Number.  

 

 

 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of a Payroll Check Register.  

 

This report will list the company number, state, department, check number, direct 
deposit, check type, employee number, name, gross earnings, federal withholding 
deductions, Social Security, Medicare, state withholding, city withholding, school district 
withholding, additional deduction amounts and the total net check amount.  

 

Each column will be totaled at the bottom of the report.  
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Void Unposted Pay Check 

 

 

Prior to updating a check to history, you can void a payroll check in this option. If you 
need to void a paycheck from a previous pay period go to the Utilities menu from the 
Main Menu and select Void Posted Pay Check. 

Scenario:  

John ran his payroll and realized he needed to void only one check in the check run (not 
the whole check run). He had printed the checks and the check register but he had not 
posted the checks. 

 What should he do? 

John should Void the Unposted Pay Checks and then re-select payroll with the correct 
date.  John can only do this because he did not Updated Payroll to the General Ledger. 

 

Another Scenario: 

John ran the complete payroll run with the wrong check date. He realized this after he ran 
his checks and the payroll check register.  He has not posted the payroll checks to the 
General Ledger. John can go back and re-run the Tax Calculation & P/R Register. This will 
clear the check file and rebuild it with the new check numbers and check dates. Then he 
can reprint the checks and continue on with pay period processing. John will still need to 
go back and Void the Unposted Checks that he printed with the wrong check date in the 
first check run.  

Type in #13 and press ENTER. 
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Field Descriptions: 

 

Empno: 

Type in the Employee number and press ENTER. 

 

Dept: 

Type in the Department number and press ENTER. 

 

Check Type: 

Type in the Check Type and press ENTER. 

 

The check information will display. 

 

Are you sure you wish to void this check? 

Type in Y and press ENTER to void the check. 

Type in N and press ENTER to return to the menu. 
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Payroll Departmental Summary 

 

This procedure will generate a summary of the payroll by Department with regular and 
overtime wages, employee's gross wages, deductions and other earnings. 

 

 

 

The Payroll Departmental Summary screen will display as shown. 

 

 

 

 

 

Type in #14 and press 
ENTER. 
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Field Descriptions: 

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

An example of the Payroll Summary Report is shown below. 

 

The report will list the company, state, employee number, employee name, regular hours, 
overtime hours, overtime dollar amount, earning code, earning amount, gross check 
amount, deduction code, deduction amount, and the net check amount. 

A total amount will be listed for each column listed on the report.  
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Update Payroll History and G/L 

 

This program will post the transactions prepared in this pay cycle to the Payroll History 
Files, update the accounting transactions to the general ledger transaction file and 
generate a Payroll Summary G/L Update Report. If you do not run this option, the general 
ledger, and payroll wage history files will not be updated.  

 

 

 

The Update Employee History File screen will display.  

 

 

 

Type in #15 and press 
ENTER. 
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Field Descriptions: 

 

Company Number. 

Type in the company number and press ENTER. 

 

General Ledger Period Number. 

Type in the period number and press ENTER. 

 

General Ledger 4 Digit Accounting Year. 

Type in the 4 digit accounting year and press ENTER. 

 

Check Date: 

Type in the check date and press ENTER. 

 

Pay Period Starting Date: 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date: 

Type in the Pay Period Ending date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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An example of the Payroll Summary G/L update report is shown below. There will be 
totals for each column on the report.   
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Direct Deposit Processing  

Companies often offer their employees a service that will deposit their paycheck earnings 
directly to the employee’s bank checking or savings account.  Using the NACHA format 
specifications from the Employer’s bank a Direct Deposit function can take place at the 
completion of running the payroll processes for the pay period. 

 

This program will allow you to create or edit the employee’s direct deposit source record.  

It contains the employee’s deposit source code, bank type, bank name, bank account 
number, bank routing number. 

 

Having the “Direct Deposit” indicator set to a “C” in the employee’s payroll master file, the 
direct deposit function would transmit the employee’s wages to the Employer’s bank for 
subsequent transmittal to the employee’s specified bank checking and/or savings account. 

 

 

 

 

 

Type in “C” and press 
ENTER. 
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Direct Deposit Company Setup 

The Direct Deposit Company & Employee Setup F/M must be setup before you can 
process a Direct Deposit. These menu options must be maintained to support the direct 
deposit functions.  

 

 

 

 

 

 

 

 

 

Type in #6 and press ENTER 
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Field Descriptions: 

 

Company Number. 

Type in the company number and press ENTER. 

 

Company FEIN 

Type in the Company Federal Employer Identification number and press ENTER. 

 

Company Bank Name. 

Type in the Company Bank Name and press ENTER. 

 

Company Bank Account Number: 

Type in the Company Bank Account Number and press ENTER. 

 

Company Acct Routing Number: 

Type in the Company Acct Routing Number and press ENTER. 

 

Next Batch Number: 

Type in the Next Batch Number and press ENTER. 

 

Next Trace Number: 

Type in the Next Trace Number, and press ENTER 

 

ACH File Type (B,C): 

This is the required bank ACH file type.  

Type in B and press ENTER if the file is to contain balanced debit and credit amounts. 

Type in C and press ENTER if the file is to contain credit only amounts.  

 

Update? (Y)es, (C)hange, (D)elete, (E)xit, #: 
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Direct Deposit Employee Setup 

The Direct Deposit Employee Setup F/M must be setup before you can process a Direct 
Deposit. These menu options must be maintained to support the direct deposit functions.  

 

 

 

In the example below this employee will have his check deposited into two different 
banks. You must have first setup a deduction code in the Earnings & Deductions File 
Maintenance and assign a GL account number to this code. In this example we wanted a 
portion of the check to go into the credit union savings account so we setup the code as 
CU. Then we assigned this deduction code of (CU) in the Employee Master record with 
the deduction amount. Then added this deduction code to the Employee’s direct deposit 
setup as shown.  

 

 

Type in #7 and press 
ENTER 
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Create Direct Deposit Batch 

The PR_DIRECT_DEPOSIT folder must reside on the c:/ drive of your PC in order 
for the program to build the ACH file and write it to your PC so you can upload the file to 
your bank’s website.  

Now that the company and employee direct deposit tables have been setup, we can 
create a Direct Deposit Batch.  This menu option will select the “direct deposit” employees 
and their pay check data from the check work file.  

 

 

 

 

 

Type in #1 and press ENTER 
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Field Descriptions: 

 

Company Number: 

Type in the Company Number and press ENTER. 

 

The remaining fields will be completed based on your Company’s Direct Deposit setup 
with the exception of the settlement date and Create Batch fields. 

 

Settlement Date: 

Type in the date that the checks are to be deposited into the employees account and 
press ENTER. 

 

Create Batch? (Y,N) 

Type in Y and press ENTER to create direct deposit check batch. 

 

 

 

The Create Direct Deposit Batch shows Batch #20 was created with 2 direct deposit 
records. I had one employee in this payroll batch for direct deposit but he was making a 
deposit into two banking institutions that made up the 2 direct deposit records.
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Print Direct Deposit Batch Report 

The Direct Deposit Batch Report will list all information that is in the Direct Deposit Batch 
that is being transferred to the banks. This procedure will generate a Direct Deposit Batch 
Report for employees that are setup for direct deposit. The report can be generated for 
the current pay period or a previous pay period. 
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Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

(C)urrent Batch, (H)istorical Batch 

Type in “C”  and press ENTER to print the current Pay Period Direct Deposit Batch 
Report.  

Type in “H” and press ENTER to print a historical Direct Deposit Batch Report. You will 
then advance to the Historical Batch Number field to enter in the batch number.  

Historical Batch Number 

Type in the History Batch Number and press ENTER. 

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Please review this report before moving the Direct Deposit Batch to the PC File for upload.  

The Direct Deposit Batch Report will list the Employee number, Employee name, 
transaction type, check date, check number, deposit amount, Bank name, employee’s 
bank account # for each banking institution, routing number for the bank and the trace 
number for each transaction.  
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Move Direct Deposit Batch to PC File for Upload 

The Move Direct Deposit Batch to PC File for Upload menu option will copy the direct 
deposit transactions in the batch file to the PR_DIRECT_DEPOSIT folder stored on the 
user’s PC. Once this file has been copied to the PC, it can then be uploaded to the 
employer’s bank account using the file upload procedure on the Bank’s website. 
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Field Descriptions 

 

Begin Transfer of Direct Deposit Batch (Y,N) 

Type in Y and press enter to transfer the Direct Deposit Batch to the PC File.   

 

OK to perform the file transfer? (Y,N) 

Type in Y and press enter to perform the transfer. Confirm that the batch number is 
correct prior to entering the Y. The transfer will begin. 

 

 

 

 

The file that has been created will be stored on 
your C:/ drive in the PR_DIRECT_DEPOSIT 
folder. 
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The file will be similar to the example shown below. 
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Copy Direct Deposit Batch to History File  

 

The last step is Copy the Direct Deposit Batch to the History File for long term archive. 

This step will copy the batch file into several direct deposit transaction history files.  The 
direct deposit batch will be deleted from the current transaction work files.  
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Field Descriptions 

 

Begin Copy of Direct Deposit Batch? (Y,N) 

 

Type in Y and press ENTER  to begin copying the transaction batch to history. 

As the direct deposit batch information is being copied to the history files you will see a 
message that the batch is being copied. Then you will see another message that the 
copying has been completed. 

 

Press ENTER to clear the screen. 
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Void Posted Check From Previous Pay Periods  
 
The Void Payroll Check from Previous Pay Period will move the check from the check 
history file to the void check history file; back the check out of the employee wage history 
file and posts the amounts to the General Ledger with the date the check was voided. A 
Payroll Summary for General Ledger Update after Voding Report will print showing the 
check number, general ledger account number and amounts posted to the general ledger.  
There are no other steps need to be performed. 

 

 

 

 

 

 

 

Type in #5 Utilities from the 

Payroll Menu and press ENTER. 

Type in #1 Void Posted Pay 
Check and press ENTER. 
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The Void Posted Check From Previous Pay Period screen will display as shown. 

 

 

Field Descriptions: 

 

Enter the Employee number: 

Type in the employee number the payroll check was issued to and press ENTER. 

 

Enter the Check Type: 

Type in the check type, example REG, VAC and press ENTER. 

 

Enter the Check Number: 

Type in the payroll check number you wish to void and press ENTER. 

 

The fields Gross Amount, Federal Tax Withheld, Social Security Tax, Medicare Tax, Net 
check amount will complete display. 

 

Enter General Ledger Accounting Period (1-12) 

Type in the General Ledger Accounting Period you wish to void this check in and press 
ENTER. 

 

Are you sure that you wish to void this check? 

Type in Y or N and press ENTER. If you type in Y, this will void the check and N will 
return you to the menu.  
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Positive Pay Menu 

The Positive Pay procedure will build a file on your PC in the C:\PR_POSPAY directory. 
The file will then be used to upload to your bank. The Positive Pay module will allow a file 
containing check information to be downloaded to an end-user’s PC so that it may be 
uploaded to the banking institution.  This flat file will contain all Payroll checks that have 
not been previously transmitted to the bank.  This file will be stored on the end-user’s PC 
until it can be uploaded using the bank’s software.   
 
The bank will then use this file for verification against cashed or deposited checks and 
also voided checks. If the bank should encounter a check that is not in their Positive Pay 
database, the bank will refuse payment of that incoming check. 

 

 

 

 
 

Type in #1 and press 

ENTER. 

Type in #19 and press 

ENTER. 
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Field Descriptions: 
 
Company Number: 
Type in the Company Number associated with checks being selected. 
 
Bank Number: 
Type in the Bank Number the checks information will be sent to. 
 
Directory: 
The directory where the text file containing the check information will display.  The 
default directory will be C:\PR_POSPAY. This can be changed. 
 
 
File Name: 
A text file name and extension will be automatically assigned by the software.  
 
Batch Number: 
A batch number will be automatically assigned by the software. 
 
Batch Status: 
The batch status will be displayed.  The status will be either: 
 

• There are no checks to be processed 

• File is ready to transfer to your bank.  

 
There are no checks to be processed 
This advisory message will display when the check selection procedure did not find any 
checks eligible for uploading. 
 
Press the ENTER key to return to the menu. 
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Below is an example of the Payroll Positive Pay Upload screen after the checks have been 
uploaded to the file on your PC. 
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Payroll Positive Pay Historical Report 
 

The Payroll Positive Pay Historical Report will list the checks that were posted to the 
Payroll Positive Pay History File. The report will list the batch number, company 
number,check date, transmit date, employee name, check amount along with a grand 
total. The report can be displayed to the screen or printed.   

 

 

 

 

 

 

 

 

Type in #2 and press 

ENTER. 
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Field Descriptions: 
 
Batch Number: 
Type in the Batch Number. If you do not know the batch number, leave this field blank. 
 
Company: 
The Company that was used for a specific batch file will display. If you leave the batch 
number blank, this field will also be blank.  
 
Transmit Date: 
The Transmit Date for the batch that was uploaded will display. You can also leave the 
transmit date blank. 
 
Check Date 
Type in the Check Date and press ENTER key. 
 
Do you wish to proceed? (Y,N): Y 
 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Payroll Positive Pay Historical Report.  
 

 
 

The first check #1000 was an actual check written to an employee. The second check 
#120000 was a direct deposit check and was voided.  
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OPTIONAL PAYROLL REPORTS  

 

These reports can be displayed to the screen or printed. They cannot be exported (this 
function is not available in Payroll for security purposes.) 

 

 

 

Earnings and Deductions Listing 

 

This report will list Earnings and Deduction codes sorted by the Earning and Deduction 
code. The sorting options to select will be by the Earning and Deduction Code or by the 
type of code.  

 



How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 123 

Field Descriptions: 

 

Sort Options:   

This report can be sorted by the Earnings and Deductions Code or by the type of Code (if 
it is an Earnings Code or a Deduction Code). 

 

Sort Selection (1 or 2): 

Type in the Sort selection and press the ENTER key. 

 

Type of code (E)arnings, (D)eduction or (ALL): 

Type in E if the only Earnings should be printed on the report. Type in D if only the 
deduction codes should print on the report. If both Earnings and Deductions codes should 
be printed on the report, then type in the word ALL>  

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Earnings and Deductions Report displayed to the screen. 
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Payroll Department Report  

 

This report will generate a Payroll Department Report showing the General Ledger 
account numbers for regular wages, overtime wages and expense accounts.  

 

 

 

Field Descriptions: 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Payroll Department Report displayed to the screen. 
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Employee Address Labels 

This procedure will print employee address labels for one or more active employee. Labels 
are sorted by company by department by employee number and printed on 1 X 2 5/8 
Avery #6241 labels.  

 

 

 

Field Descriptions:  

 

Company Number or (ALL): 

Type in the company number for the employee address labels and press ENTER key or 
Type in the word ALL to print all employee address labels regardless of what company 
branch location they work in and the ENTER key. 

 

Starting Employee Number or (ALL): 

Type in the Starting Employee Number or the word ALL for all employees and press 
ENTER key. 

 

Ending Employee Number: 

Type in the Ending Employee Number and press ENTER key. 
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Employee Master Report 

The Employee Master Report will generate a sorted listing of the employees with various 
information fields. The sorting options to select for producing this report are by employee 
name, department and employee number. This report can be printed or displayed to the 
screen. 

 

 

 

Field Descriptions: 

 

Sorting Options:  

1. By Employee Name, 2. By Department by Name, 3. By Employee Number. 

 

Sorting Method (1,2 or 3): Type in 1 and press enter if the report should be sorted by 
employee name. Type in 2 and press ENTER if the report should be sorted by 
Department by employee name. Type in 3 and press ENTER if the report should be 
sorted by employee number.  

 

Company Number, or (ALL): 

Type in the Company Number for the employees who should be printed on the report and 
press ENTER. 

Or type in the word ALL for all employees regardless of what company branch location 
they are employed and press ENTER. 
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Department Code, or (ALL): 

Type in the Department Code for the employees that you wish to print on the report and 
press ENTER or if you would like all department codes to print on the report type in the 

word ALL and press ENTER.  

 

Include Terminated Employees (Y,N): 

Type in Y and press ENTER if the terminated employees should print out on the 

employee master report. 

Type in N ENTER to print only active employees on the employee master report. 

 

Include Salaried Employees (Y,N): 

Type in Y and press ENTER if Salaried Employees should print on the employee master 

report. 

Type in N and press ENTER to only print the hourly employees on the employee master 

report.  

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 

 

 



How To – Payroll Workbook  

Page 130        AutoPower Corporation Copyright 2017 

Example of the Employee Master Report is shown below. 
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Employee Wage Review Report 

This report will generate a list of the employees who have not received a pay increase 
within a specified number of days. This report can be printed or displayed to the screen. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in a specific Company Number or the word ALL and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

This report can be sorted using the Employee name or Employee number. 

 

Number of Days Since Last Pay Increase: 

Type in the number of days since last pay increase so that the program will select the 
employees that have not had a wage increase and press ENTER. 

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 133 

Below is an example of the Employee Wage Review Report.  

This report will list the company number, department number, employee number, date 
hired, rehire date, A/T, active or terminated, H/S, hourly or salary, rate of pay, last 
increase date, days since last raise, last pay increase date, last pay increase amount, last 
pay increase comment.  
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Employee Report by department 

This procedure will generate a list of the employees by their department number. This 
report can be sorted by employee number or employee name. This report can be printed 
or displayed to the screen. 

 

 

 

Field Descriptions: 

 

Sort Options:  

1. By Employee Name 

2. By Employee Number 

 

Sort Selection (1 or 2): 

 

Type in 1 and press ENTER to sort the printed report by employee name.  

Type in 2 and press ENTER to print the report by employee number. 

 

Company Number, or (ALL): 

To select only employees who have specific number type in the company number and 
press enter. If you would like to print all employees regardless of their company number 
type in the word ALL and press ENTER. 
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Department Code or ALL: 

To select employees who have specific department code, type in the department code 
and press ENTER. If you would like to print all employees regardless of their department 
code type in the word ALL and press ENTER.  

 

Below is an example of the Employee Report by Department. 

 

This report will list the company number, branch number, department number, 
department name, employee number, employee name, date hired, H/S, hourly, salary and 
job description.  
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Employee Sick/Vacation Check History Report 

 

This procedure will generate an Employee Sick and Vacation Check History Report for all 
employees or for just one employee. The report is based on check date range and will 
show the name, check date, check number and the hours taken. 
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Field Descriptions: 

 

Company Number, or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Employee Number, or (ALL): 

Type in the Employee Number or the word ALL and press ENTER. 

 

Report Type, (S)ick, (V)acation, (B)oth: 

Type in S to print only the sick pay and ENTER, Type in V to print only the vacation pay 
or type in B to print both the sick pay and the vacation pay and press ENTER.  

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date Range and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date Range and press ENTER. 

 

Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Employee Sick/Vacation Check History Report. 

This report will list all vacation and sick hours taken within the specified date range for a 
specific employee or for all employees. This report will list the employee name, check 
date and check number.  
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YTD Sick Accrual Report  

 

This procedure will generate a Year to Date Sick Hours Accrual Report showing the 
number of sick hours taken and the number of sick hours remaining for each employee.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Employee Number or (ALL): 

Type in the Employee Number or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Employee Year to Date Sick Accrual Report.  

 

 



How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 141 

YTD Vacation Accrual Report  

 

This procedure will generate a Year to Date Vacation Hours Accrual Report showing the 
number of vacation hours taken and the number of vacation hours remaining for each 
employee. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Employee Number or (ALL): 

Type in the Employee Number or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Employee Year to Date Vacation Accrual Report.  
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Paid Hours Report  

This procedure will generate a Paid Hours and Gross Wage Report. The report will show 
the social security number, name, hours and gross wages. The hours consist of regular, 
overtime, holiday, sick and vacation hours. The Gross wages consist of regular, overtime, 
holiday, sick, vacation, salary, bonus, commission and any other type of wages.  

 

 

 

Field Descriptions: 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Sort by (N)ame, (E)mployee Number : 

Type in N to sort by Employee Name or Type in E to sort the report by Employee Number 
press ENTER. 

 

Starting Pay Period Ending Date (MM/DD/YY): 

Type in the Starting Pay Period Ending Date and press ENTER. 

 

Ending Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 
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Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 

Below is an example of the Paid Hours Report.  
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Pay Period Check Reconciliation Report 

The information that will be generated on this report will be a check listing of the 
employees’ payroll checks between a specific starting and ending pay period date.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Starting Pay Period Ending Date (MM/DD/YY): 

Type in the Starting Pay Period Ending Date and press ENTER. 

 

Ending Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Pay Period Check Reconciliation Report.  
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Check History Register 

 

This procedure will generate a payroll check history register for a range of starting and 
ending check dates from the check history file.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Check History Register Report.  
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Check History Detail Report 

This procedure will generate a detailed check history report based on a range of check 
dates. The report can be displayed on the screen or printed at any time for 1 or all 
employees.  

 

 

Field Descriptions: 

 

Sorting Options: 

1. By Check Number 

2. By Check Date by Check Number 

3. By Employee Name by Check Date 

4. By Employee Number by Check Number 

5. By Dept by Check Number 

6. By Dept by Check Date by Check Number 

7. By Dept by Employee Name by Check Date 

8. By Dept by Employee Number by Check Number 

9. By Dept by Employee Name by Check Date 

10. By Dept by employee Number by Check Number 

 

Sorting Option (1-10) 

Type in the sorting option number and press ENTER. 
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Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Employee Number or (ALL): 

Type in the Employee Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Check History Detail Report.  
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Check History Deduction Report 

This procedure will generate a detailed check history deduction report based on a range 
of starting and ending check dates. The report can be displayed on the screen or printed 
at any time for 1 or all employees. 

 

 

 

Field Descriptions: 

 

Sorting Options: 

1. By Check Number 

2. By Check Date by Check Number 

3. By Employee Name by Check Date 

4. By Employee Number by Check Number 

5. By Dept by Check Number 

6. By Dept by Check Date by Check Number 

7. By Dept by Employee Name by Check Date 

8. By Dept by Employee Number by Check Number 

 

Sorting Option (1-8) 

Type in the sorting option number and press ENTER. 
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Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Employee Number or (ALL): 

Type in the Employee Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Check History Deduction Report. 
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Void Check History Register 

This procedure will generate a payroll void check history register for a range of starting 
and ending check dates from the void check history file.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Void Check History Register Report. 
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Positive Pay Historical Report 

This procedure will generate a report of checks posted to the Payroll Positive Pay History 
file. The listing will show the batch number, company number, check number, check date, 
transmit date, employee number, employee name, check amount along with a grand 
total.  

 

 

 
Field Descriptions: 
 
Batch Number: 
Type in the Batch Number. If you do not know the batch number, leave this field blank. 
 
Company Number: 
The Company Number that was used for a specific batch file will display. If you leave the 
batch number blank, this field will also be blank.  
 
Transmit Date: 
The Transmit Date for the batch that was uploaded will display. You can also leave the 
transmit date blank also.  
 
Check Date 
Type in the Check Date and press ENTER. 
 
Do you wish to proceed? (Y,N): 

 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Payroll Positive Pay Historical Report.  
 

 
 

The first check #1000 was an actual check written to an employee. The second check 
#120000 was a voided direct deposit check.  
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125 Cafeteria Plan Deduction Report  

The Employee 125 Cafeteria Plan Deduction procedure will generate a report of the 
employees that had a 125 Cafeteria Plan deduction taken from their pay. The report will 
list the date, employee name, deduction code, and the amount that was deducted along 
with a grand total. This Report can be displayed to the screen or printed. 

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Starting Period Starting Date (MM/DD/YY): 

Type in the Period Starting Date and press ENTER. 

 

Ending Period Ending Date (MM/DD/YY): 

Type in the Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

Below is an example of the 125 Cafeteria Plan Report.  
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Employee 125 Child Care Cafeteria Plan Deduction Report  

This procedure will generate the employees that had 125 Child Care Cafeteria Plan 
deductions taken from their pay. The report will show the date, employee name, 
deduction code, and amount deducted along with a grand total. This Report can be 
displayed to the screen or printed. 

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 

Below is an example of the 125 Cafeteria Child Care Report.  
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125 Unreimbursed Medical Report  

The Employee 125 Unreimbursed Medical Cafeteria Plan deduction report will generate a 
list of the employees that had 125 Unreimbursed Medical Cafeteria Plan deductions taken 
from their pay. The report will list the date, employee name, deduction code, and amount 
deducted with a grand total. This Report can be displayed to the screen or printed. 

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 

Below is an example of the 125 Unreminbursed Medical Report. 
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401K Employee Deduction Report 

This report will generate a list of the employees that had 401K deductions taken from 
their pay. The report will list the date, employee name and amount deducted along with a 
grand total. This Report can be displayed to the screen or printed. 

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

Below is an example of the 401K Deduction Report.  
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408 Plan Deduction Report  

This procedure will generate a list of the employees that had 408K or 408P deductions 
taken from their pay. The report will list the date, employee name, deduction code, and 
the amount deducted along with a grand total. 

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Pension Deduction Report 

This report will generate a list of the employees that had a taxable pension deduction 
taken from their pay.  The report will list the date, employee name and amount deducted 
with a grand total. 

 

 

 

Field Descriptions: 
 
Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 



How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 171 

Child Support Deduction Report 

This procedure will produce a report of employees that have child support deductions 
taken from their paycheck. The report will show employee number, employee name, 
social security number, deduction code, deduction amount, gross check amount and 
grand total. This report can be displayed to the screen or printed.  

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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State Disability Deduction Report 

This procedure will generate a report for employees that had state disability insurance 
deductions taken from their pay. This listing will show the date, employee name, gross 
wages, deduction code, and amount deducted along with grand totals.  

 

 

 

Field Descriptions: 
 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Sort by (N)ame, (E)mployee Number: 

Type in the N to sort the report by the employee name or Type in E to sort by employee 
number and press ENTER. 

 

Pay Period Starting Date (MM/DD/YY): 

Type in the Pay Period Starting Date and press ENTER. 

 

Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 

Below is an example of the State Disability Insurance Deduction Report.  
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Federal Tax Deposit Report  

This procedure will generate a Federal Tax Deposit Report for a specific range of dates. 
The report will show a listing of employees, federal income taxes, social security taxes, 
Medicare taxes withheld along with the employer’s portion of FICA taxes. This Report can 
be displayed to the screen or printed.  

 

 

Field Descriptions: 

 

Sorting Options: 

1. By Check Number 

2. By Check Date by Check Number 

3. By Check Date by Branch 

4. By Branch by Check Date 

 

Sorting Option (1-4) 

Type in the sorting option number and press ENTER. 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Branch Number or (ALL): 

Type in the Brnach Number or the word ALL and press ENTER. 
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Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Federal Tax Deposit Report. 
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State Tax Deposit Report  

The State Tax Deposit Report will show a list of employees and states taxes withheld for a 
specific date range. This Report can be displayed to the screen or printed.  

 

 

 

Field Descriptions: 
 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the State Tax Deposit Report. 
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City Tax Deposit Report 

This procedure will produce a City Tax Deposit Report for a specific range of dates. The 
report will show a list of employees and city taxes withheld. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

Below is an example of the City Tax Deposit Report. 
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School District Tax Deposit Report 

This procedure will generate a School Tax Deposit Report for a specific range of dates. 
The report will show a list of employees and school district taxes withheld.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Starting Check Date (MM/DD/YY): 

Type in the Starting Check Date and press ENTER. 

 

Ending Check Date (MM/DD/YY): 

Type in the Ending Check Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the School District Tax Deposit Report.  
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EOM, EOQ, EOY MENU 

The EOM, EOQ and EOY menu will provide the period processing steps required to 
prepare the wage history files for the next month, quarter or year. 

To access the EOM, EOQ,& EOY Menu:  

 

 

 

The End of Month, End of Quarter, End of Year menu will display. 

 

This menu is sorted according to how these events will occur in the year.  You process 
your monthly reports and close the month, quarterly reports and close the quarter, Semi-
Annual reports and close Semi-Annual, Annual reports and close the year.  

 

 

Type in # 3 and press 

ENTER. 
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All monthly reports are to be printed prior to the monthly payroll close.  

 

Monthly Gross Earnings Report 

The Monthly Gross Earnings Report will print the month-to-date employee gross wages 
for the current month by department with department subtotals. It will help you 
determine the impact of payroll on each department in the company. You can also use 
this as a tool to correct errors before your month end close. 

This report will list the company, department, employee number, name, the month-to-
date gross pay, and the month to date regular and overtime wages. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Department Code, or (ALL): 

Type in the Department Code or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 
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Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

Below is an example of the Monthly Gross Earnings Report. 
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Monthly School District Tax Report 

This procedure will produce a monthly school district tax detail report. The report will be 
sorted by state code and employee number. 

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code (OH): 

Type in the 2 Letter State Code (OH) and press ENTER. 

 

4 Digit School District Code (3202): 

Type in the 4 Digit School District Code and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Monthly City Income Tax Report 

This procedure will produce a monthly city income tax detail report. The report will be 
sorted by the state code and employee number. 

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code (OH): 

Type in the 2 Letter State Code (OH) and press ENTER 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is and example of the Monthly City Income Tax Report. 
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Monthly State Income Tax Report 

This procedure will produce a report containing the current month to date totals for state 
taxable wages and state taxes withheld. The report is sorted by company, department, 
and employee number. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

State Code or (ALL): 

Type in the 2 Letter State Code (OH) or the word ALL and press ENTER 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Monthly State Tax Report. 
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Monthly Worker Comp Report 

This procedure will generate a Worker Compensation report. This report will calculate the 
worker compensation amount due to the state.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Monthly Worker Compensation Report. 
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Monthly/Quarterly/Semi-Annual Close 

This procedure can perform the Month Ending, Quarter Ending, or Semi-annual closing 
update.  Specific monthly, quarterly or semi-annual employee wage history fields will be 
erased.  

• You must close the month BEFORE starting payroll in the next month.  

• If it is a new quarter you must close the quarter BEFORE starting payroll in the 
new quarter.  

• If this is a new semi-annual you must close the semi-annual BEFORE starting 

payroll in the new semi-annual. 

 

• If this is a new year you must close the year BEFORE starting payroll in the new 
year.  

 

1. Print all monthly payroll reports and verify the totals are correct. 

2. Close the month.  When you close the month, all the month to date fields in the wage 
history file are cleared. 

3. If it is the end of the quarter, you need to print all quarterly reports and verify the 
totals are correct. 

4. Close the quarter.  When you close the quarter, only the quarter to date fields are 

cleared in the wage history file. 

5. If it is the Semi-annual, you will need to print all Semi-annual reports and verify the 
totals are correct. 

6. Close the Semi-annual. When you close the Semi-annual only the semi-annual fields 
are cleared in the wage history file.  
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Field Descriptions 

 

Do you wish to Close? (Y, N): To continue type in and Y and press ENTER.  Otherwise, 
enter N to return to the menu.  

 

Company Number:  

Type in the payroll company number and press ENTER. 

 

Closing type (M)onth, (Q)uarter, (S)emi-annual): 

 

Type in M to close the month in payroll OR type in Q to close the quarter in payroll OR 
type in S to do a semi-annual close in payroll.  
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Quarterly Gross Earnings Report 

This procedure will print the quarter to date employee gross wages for the current 
quarter by department with department subtotals. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Department Code or (ALL): 

Type in the Department Code or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly Gross Earnings Report. 
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Quarterly 940 and 941 Tax Accrual 

This procedure will generate a payroll history report of accrued taxable wages.  The 
report is sorted by employee number.  

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code or (ALL): 

Type in the 2 Letter State Code (OH) or the word ALL and press ENTER. 

 

Quarter Ending Date (MM/DD/YY): 

Type in the Quarter Ending Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly 940 and 941 Tax Accrual Report. 
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Quarterly 941 Tax Report 

This procedure will produce a payroll history report of employees QTD gross wages, 
taxable wages and federal taxes withheld. The report is sorted by the employee number. 

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code or ALL: 

Type in the 2 Letter State Code or the word ALL and press ENTER. 

 

Quarter Ending Date (MM/DD/YY): 

Type in the Quarter Ending Date and press ENTER. 

 

State Identification Number: 

Type in the State Identification Number and press ENTER.  
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly 941 Tax Report. 
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Quarterly School District Tax Report 

This procedure will generate a quarterly school district tax detail report. The report will be 
sorted by state code and employee number. 

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code (OH): 

Type in the 2 Letter State Code (OH) and press ENTER. 

 

4 Digit School District Code (3202): 

Type in the 4 Digit School District Code and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Quarterly City Income Tax Report 

This procedure will produce a Quarterly City Income Tax Report. The report will be sorted 
by the state code and employee number. 

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code (OH): 

Type in the 2 Letter State Code (OH) and press ENTER. 

 

City Tax Code: 

Type in the City Tax Code and press ENTER. 
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Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Quarterly State Income Tax Report 

This procedure will produce a quarterly state income tax detail report. The report will be 
sorted by state code and employee number. 

 

 

 

Field Descriptions: 

 

Company Number: 

Type in the Company Number press ENTER. 

 

State Code or (ALL): 

Type in the 2 Letter State Code (OH) or the word ALL and press ENTER 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly State Income Tax Report. 
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Quarterly State Unemployment Gross Wage 

This procedure will generate a quarterly state unemployment gross wage detail report. 
This report will be sorted by state code and employee number. 

 

 

 

Field Descriptions: 

 

Company Number: 

Type in the Company Number press ENTER. 

 

Work State Code: 

Type in the Work State Code and press ENTER. 

 

Quarter Ending Date (MM/DD/YY): 

Type in the Quarter Ending Date and pressENTER.  

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly State Unemployment Gross Wage Report. 

This is a two page report. 
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Quarterly SUTA Taxable Report 

This procedure will print the Quarterly State Unemployment Tax Report for a specific 
state.  All employees who worked during this quarter will be considered for this report. 

 

 

 

Field Descriptions: 

 

Company Number: 

Type in the Company Number press ENTER. 

 

Work State Code: 

Type in the Work State Code and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly State Unemployment Tax Report. 
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Quarterly Worker Comp Report  

This procedure will generate a Quarterly Worker Compensation report for the current 
quarter.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Quarterly Worker Compensation Report. 
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Quarterly Close 

This procedure will perform either of the Month Ending, Quarter Ending, or Semi-annual 
closing update.  Specific monthly, quarterly or semi-annual employee wage history fields 
will be erased. 

 

Monthly/Quarterly/Semi-Annual Close 

This procedure can perform the Month Ending, Quarter Ending, or Semi-annual closing 
update.  Specific monthly, quarterly or semi-annual employee history fields will be erased.  

 

• You must close the month BEFORE starting payroll in the next month.  

• If it is a new quarter you must close the quarter BEFORE starting payroll in the 
new quarter.  

• If this is a new semi-annual you must close the semi-annual BEFORE starting 
payroll in the new semi-annual. 

 

• If this is a new year you must close the year BEFORE starting payroll in the new 
year.  

 

1. Print all monthly payroll reports and verify the totals are correct. 

2. Close the month.  When you close the month, all the month to date fields in the wage 
file are cleared. 

3. If it is the end of the quarter, you need to print all quarterly reports and verify the 
totals are correct. 

4. Close the quarter.  When you close the quarter, only the quarter to date fields are 

cleared in the wage file. 

5. If it is the Semi-annual, you will need to print all Semi-Annual reports and verify the 
totals are correct. 

6. Close the Semi-annual. When you close the Semi-annual only the semi-annual fields 
are cleared in the wage file.  
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Field Descriptions 

 

Do you wish to Close? (Y, N): To continue type in and Y and press ENTER.  Otherwise, 
enter N to return to the menu.  

 

Company Number:  

Type in the payroll company number and press ENTER. 

 

Closing type (M)onth, (Q)uarter, (S)emi-annual): 

 

Type in M to close the month in payroll OR type in Q to close the quarter in payroll OR 
type in S to do a semi-annual close in payroll.  
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Semi-Annual Worker Comp Report 

This procedure will generate a Semi-Annual Worker Compensation Report. The Semi-
Annual report is for the current semi-annual period and is sorted by the worker 
compensation code and employee name. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Semi-Annual Worker Comp Report. 
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Semi-Annual Close 

This procedure will perform the Month Ending, Quarter Ending, or Semi-annual closing 
update.  Specific monthly, quarterly or semi-annual employee wage history fields will be 
erased.  

 

 

 

Field Descriptions 

 

Do you wish to Close? (Y, N): To continue type in and Y and press ENTER.  Otherwise, 
enter N to return to the menu.  

 

Company Number:  

Type in the payroll company number and press ENTER. 

 

Closing type (M)onth, (Q)uarter, (S)emi-annual): 

 

Type in M to close the month in payroll OR type in Q to close the quarter in payroll OR 
type in S to do a semi-annual close in payroll.  
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Annual 940 and 941 Tax Accrual 

This procedure will generate a payroll history report of accrued federal tax withheld. The 
report is sorted by employee number.  

 

 

 

Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

2 Letter State Code or (ALL): 

Type in the 2 Letter State Code (OH) or the word ALL and press ENTER. 

 

Year Ending Date (MM/DD/YY): 

Type in the Year Ending Date and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Annual 940 and 941 Tax Accrual report. 
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Annual Worker Comp Report  

This procedure will produce an Annual Worker Compensation report for the current year.  

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Annual Worker Compensation Report. 
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YTD Gross Earnings Report 

This procedure will generate an Employee Year To Date Gross Earnings Report for the 
current year. This report is sorted by company by department by employee name. 

 

 

 

Field Descriptions: 

 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Department Code, or (ALL): 

Type in the Department Code or the word ALL and press ENTER. 

 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 
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Below is an example of the Employee Year To Date Gross Earnings Report. 
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Paid Hours Report  

This procedure will generate a Paid Hours and Gross Wage Report. The report will show 
the social security number, name, hours and gross wages. The hours consist of regular, 
overtime, holiday, sick and vacation hours. The Gross wages consist of regular, overtime, 
holiday, sick, vacation, salary, bonus, commission and any other type of wages.  

 

 

 

Field Descriptions: 

Company Number or (ALL): 

Type in the Company Number or the word ALL and press ENTER. 

 

Sort by (N)ame, (E)mployee Number : 

Type in N to sort by Employee Name or Type in E to sort the report by Employee Number 
press ENTER. 

 

Starting Pay Period Ending Date (MM/DD/YY): 

Type in the Starting Pay Period Ending Date and press ENTER. 

 

Ending Pay Period Ending Date (MM/DD/YY): 

Type in the Pay Period Ending Date and press ENTER. 

 



How To – Payroll Workbook 

AutoPower Corporation Copyright 2017        Page 235 

Do you wish to proceed? (Y,N): 

Type in Y and press ENTER to proceed or Type in N and press ENTER to not proceed. 

Type in D to display the report to the screen or type in P to print the report to the printer. 
You can also type in C to cancel out of the report printing process. 

 

 

 

Below is an example of the Paid Hours Report.  
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END OF YEAR MENU 

The End of Year Menu will allow you to print federal taxable wages and taxes on the W2 
Forms and perform and End of Year Close. 
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W2 Forms Menu 

This procedure will print taxable wage and tax data on single wide W2 laser forms. After 
the W2 forms are printed you will be asked if you want to load and print the W3-
transmittal form. 
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Field Descriptions: 

 

Company Number (1,2,3): 

Type in the Company Number and press ENTER. 

 

Calendar Year (ie: 2014): 

Type in the Calendar Year and press ENTER. 

 

2 Letter State Code: 

Type in the 2 Letter State Code and press ENTER. 

 

State Identification Number: 

Type in the State Identification Number and press ENTER.  

 

Print an alignment test? (Y,N,E): 

Type in Y and press ENTER if you would like to print an alignment test for a W2 form. 
Type in N and press  ENTER to proceed or Type in E and press ENTER to exit out of 

the program.  
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You will be prompted to load the printer with the W3 form and enter P to Print or E to 
Exit without printing the totals.  

 

 

 

 

 

Call AUTOPOWER SUPPORT before running your End of Year Closing for 
Payroll! 
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Procedures for Closing End of Year in Payroll 

There are a few procedures that need to be performed before you can close the year on 
the PAYROLL account.  Listed below are the procedures that must be performed 
in the following order prior to running the 1st payroll in January of the next 
year.   

Prior to the end of the year you will receive an email from our Payroll 
Programmer. Below is an example of the letter that will be sent to our 
customers for the 2014 year end. Please review it and then give AutoPower 
Support Department a call and let us know that you have completed your last 
payroll for the current year and you need to close it out.  

 

 
 

2017 Payroll End of Year Procedures 

 

 

The end of the year is coming soon.  There are a few procedures that need to be performed 

before you can close the year on the PAYROLL account. If you do not have time to 

complete the December monthly reports, 4th quarter reports or print the W2 forms before 

processing January's payroll, you will need to notify the Autopower Support Department to 

schedule a date for us to make a copy of your payroll account. We will create and provide 

access to the PAY2017 account so you can process the December monthly reports, 4th 

quarter reports and print the W2 forms after December 31st.  We will also upload the 2017 

Federal Tax Rate tables for you.  If the School District, City/Local, State Withholding or 

State Unemployment rate has changed, you will need to notify us of the new rates so we 

can update those tax tables as well. 

 

Listed below are the recommended end of year procedures that must be performed in the 

following order prior to running the 1st payroll in January of the next year. If you have any 

questions, please call the Autopower Support department at 407-695-7300 or email 

support@autopower.com . 

 

1.  After processing the last payroll run for the year, call Autopower or email the support 

department at support@autopower.com with your ticket # so we can copy the PAYROLL 

account to the PAY2017 account in case it is needed at a later date. 

 

Do not close the month quarter or year on the PAYROLL account until the PAY2017 

account has been setup by Autopower.  Closing the month, quarter or year zeros out 

all MTD, QTD and YTD wage history.  We will notify you when it is safe to close the 

month, quarter and year on the PAYROLL account (step #2).  

 

mailto:support@autopower.com
mailto:support@autopower.com
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2.  After the PAYROLL account has been copied to PAY2017, you will need to close the 

12th month, 4th quarter, and year on the PAYROLL account (no need to print the reports 

because you can print them later on the PAY2017 account).  

 

When closing the year on the PAYROLL account, enter ‘Y’ when asked if W2’s have 

been printed so the year will close (you will print the W2’s from the PAY2017 

account).  You will need to close the year for each company. To verify the year closed 

successfully, look at a wage history screen for each company. The month to date, quarter to 

date and year to date columns should be blank; if not call Autopower immediately. 

 

Once the year is closed on the PAYROLL account and the 2017 Federal Tax Rate tables 

have been uploaded, the files are ready for you to run your 1st payroll for the new year on 

the PAYROLL account. 

 

3.  Printing year 2017 reports can be done at any time after the PAY2017 account has been 

created.  Log to the PAY2017 account from the menu (Main Menu or Utilities Menu) to 

produce your December monthly reports, 4th quarter reports, annual payroll reports for year 

2017 and print the W-2 Wage and Tax Statements. These reports can be produced at any 

time. 

 

4.  Print all monthly reports for December and verify correctness.  You do not need to 

close the month on the PAY2017 account.  Closing the month zeros out all month-to-date 

totals. 

 

5.   Print all 4th quarter reports and verify correctness. You do not need to close the quarter 

on the PAY2017 account.  Closing the quarter zeros out all quarter-to-date totals. 

 

6.   Print all Year-to-date reports and verify correctness.    

 

7.   Print all W2 forms and verify correctness. 

 

 

 

 

In order to schedule making a copy of your payroll account and uploading the Federal Tax 

Rates for 2017, I need the following information faxed or scanned and emailed back to the 

support department at support@autopower.com.  A work order will be opened up and you 

will be notified with the ticket number. 

 

Fax # 407-695-8001 to Autopower Support Department. 

 

Company Name: ___________________________________________________________ 

 

Contact Name:_____________________________________________________________ 

 

Contact Email Address and phone number: ______________________________________ 

mailto:support@autopower.com
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Last payroll for December 2017 will be processed on: _____________________________ 

 

Checks dated: _____________________________________________________________ 

 

First payroll for January 2017 will be processed on: _______________________________ 

 

Checks dated: _____________________________________________________________ 

 

Printer used for printing W2’s will be (laser make and model)_______________________ 

 

Printer number (0, 1, 2, etc.): _________________________________________________ 

 

Date the Payroll Account can be copied and prepared for 2017 payroll: _______________ 
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It’s time for a little Quiz!!!! 

1. If an employee is designated in the Employee Master F/M as (T)erminated he will 
not appear on the Payroll Worksheet. 

True or False 

2. The Payroll Processing menu is setup so that you complete menu option 1, you 
then go to menu option 2, menu option 3, menu option 4 and so on until you 
complete the process. Do not skip a menu option or perform an option out of 
sequensce. 

True or False 

3. If you are using the Time clock program you must print a Time clock report and 
verify punches, edit if necessary, print a time clock transactions report by location 
to verify any corrections made, file this report, copy time clock punches to the 
time clock pay file and post the time clock pay file to the payroll work file so that 
employees can be paid. Press ENTER to return to the Payroll menu to complete 
payroll. 

 
True or False 
 
4. The Employee Payroll Selection will select all other active employees who do not 

have time clock punches in the current pay period.  This will include salary and 
hourly employees. (i.e.: truck drivers or salesperson).  The user can have the 
option to display the employees processed on the screen. 

 
True or False 
 
5. The Employee Earnings & Deductions screen will allow you to make any changes 

to the employee wages, such as; vacation pay, sick pay, loan deductions, or any 
other non-standard deductions.  

 
True or False 
 
6. The Preliminary wage and hour review report. Print this report to proof the 

information you previously entered was entered correctly. 
 
True or False 
 
7. The Tax Calculation and Payroll register option will enable you to review the 

deductions/earnings that are being taken out of each paycheck for each employee. 
If the report is incorrect, you may make adjustments at this point and then rerun 
the Tax Calculation & Payroll Register. 

 
True or False 
 
8. Print Payroll Checks option follows the Tax Calculation & Payroll register option. 
 
True or False 
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9. The Payroll Check Register option will print a report that list all of the checks that 
were processed during this pay cycle. Verify the data on the printed checks and 
the check register match. The checks listed on the Check Register shows the 
amounts that will post to the General Ledger and to the Employee’s Pay History. 

 
True or False 
 
10. If a Payroll check is not correct, you can use the void unposted check option at 

this time, prior to performing the update to history. 
 

True or False 
 

11. The Departmental Summary will print a summary of the payroll by Department 
with regular and overtime wages, employee's gross wages, deductions and other 
earnings. 

 
True or False 
 
12. The Update P/R History & G/L program will post the transactions prepared this 

pay cycle to the Payroll History Files update the accounting transaction to the 
general ledger transaction file and print a Payroll Summary G/L Update Report. If 
you do not run this option, the general ledger will not be updated. 

 
True or False 
 
13. If you need to void a Payroll check after posting the payroll run to the general 

ledger, you can go to the Utilities menu and access the Void Posted Paycheck to 
void the check. 

 
True or False 
 
14. You must perform a Monthly Close in Payroll before processing payroll in a new 
month. 
 
True or False 
 
15. You must perform a Quarterly Close in Payroll before processing payroll in a new 

quarter. 
 
True or False 
 
16. You must perform a Semi-Annual Close in Payroll before processing the first 

payroll in July even though you do not have to provide Semi-Annual reports. 
 
True or False 
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17. You must perform a Yearly Close in Payroll before processing payroll in a new 
year.  
 
True or False 
 
Now, if you answered True to all of the above questions EXCEPT for #16, you were 
listening in class! You will breeze through doing your Payroll Check Runs 
 

 
We have finished our Payroll Workbook!  Whewwww!!!
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TIME CLOCK MENU ADDENDUM 

 

The Time Clock feature of the AutoPower System enables management to keep track of 
the hours worked by each employee.  Salaried employees can also be tracked in the time 
clock system. The Time Clock is linked to the Payroll system to transfer the number of 
hours worked for paycheck calculation. Hours can be easily adjusted to accommodate 
overtime, paid days off, etc.  The menus are designed to step the user through the entire 
process.  There is password protection to protect the privacy of each employee’s time 
clock punches.  
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Time Clock Holiday, Sick, Vacation Hours Entry 
 
The Time Clock Holiday, Sick, Vacation Hours Entry screen enables you to enter an 
employee’s benefit time. This program is used to enter the benefit hours for holidays, 
sick, and vacation days taken.  Each day will default to 8 hours with the option of 
overriding the number of hours to be applied to the employee's time clock record.  
Holiday hours will be applied to full time employees.  There are no restrictions on sick and 
vacation hours.  The sick and vacation hours will be applied to the salesman number 
specified.  
 
When this program is used, the letter u will display in the MF column on the Time Clock 
Inquiry Screen and any reports. 
 
A prompt to Enter Password will display on the screen.  Enter the same sequence of 
passwords used for the Time Clock Transaction Edit function.   (Both passwords are 
provided by AutoPower.  It is a time clock edit password and then the supreme 
password.)  The Time Clock Benefit Hours Entry Screen will display as illustrated 
below. 
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Field Descriptions: 
 
Type of benefit (H)oliday, (S)ick, (V)acation:  
 
Type in the type of benefit and press ENTER. 
 
Location (W1, W2, W3, etc.)…:   
 
Type the location for this employee and press ENTER.  The system will skip this field if 
you selected S for Sick Time, or V for Vacation Time. 
 
Employee Operator Number:   
 
Type the Operator number and pressENTER. 
 
If you selected H for Holiday Time, the cursor will skip this field and following message will 
display. 
 
"Not Applicable" 
 
Date of the Benefit (mm/dd/yy:   
 
Type in the date the benefit is taken and press ENTER.   
 
Number of Hours to Apply (8:00): 
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Type the number of hours of benefit time.  You may press ENTER to accept eight (8) 
hours.   
 
Okay to update employee's record? (Y,N,X) …:  This option will update the 
employee's time clock record.  Valid entries for this field are: 
 
 y = If you select yes, the employee's record will be updated. 
 n = If you select no, the cursor will return to the Type of Benefit field. 
 x = If you select exit, you will return to the Time Clock Pay Period  

Processing Menu without updating the employee's record. 

 

 

 


