Payroll Review
8/25/2011

Main Menu Payroll selection

L Locis 7 TO9 Data dir: WNT2\DATAM OCISTADATAGARY\ 1-866-LOCIS99

| =

Enter the program name to run or select one
from the list

# GARY TEST 7.0's Favorites
+- Loeis

# Utility Billing

2

+- Check Process

+ Miscellaneous Utilities
+-Period End Utilities
+Payroll Setup

# Lists and Reports Support 1-866-Locis99
+-IMRF Processing

Accounts Payables Fax1-815-744-8182
General Ledger 4000 W Jefferson Street
Accounts Receivables Joliet, IL 60431
Assessments

|>

7

¥

¥

F

Visit www.Locis.com ‘

¥

Permits

Fixed Aszets

Complaint Tracking

Ticket Processing

Cemetery

Cash Register (POS) Menu

Resident Inspection Menu —
Construction Inspection

Check Reconciliation 2

Tuesday January 20,2009 ‘ Change ‘ G}LRST TEST TO T09 ‘

¥

F

¥

The Earnings Worklist was last ran on: 08/18/2008
Double Click here to refresh this list

7

T

¥

7

¥

the Date

NOTES
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Payroll Review
8/25/2011

LiLocis 7 T09 Data dir: WNT2\DATANM OCIS7ADATAVGARY\ 1-866-LOCIS99

| |

Enter the program name to run or select one
from the list

+ Check Process

+ Miscellaneous Utilities
+-Period End Utilities

-I- Payroll Setup

>

Payroll System Control Setup
Emplovee Inquiry

Emplovee Master

Emplovee Personnel Data
Deduction Setup

Earning Setup
Earn/Ded/W-HLD Linkage Setup
G/L Interface Setup
Tax Setup
Emp Saving Bond Setup
Emp Special Pay Setup
Advance EIC Setup
Department Setup
+-Lists and Reports
+-IMRF Processing
#- Accounts Pavables
#- General Ledger
# Accounts Receivables

b | b3

Tuesday January 20,2009 Change
the Date

The Earnings Worklist was last ran on- 08/18/2008
Double Click here to refresh this list

w

GARY TEST 7.0 T09 \

Support 1-866-Locis99

Fax 1-815-744-3182
4000W Jefferson Street
Joliet, IL 60431

Visit www.Locis.com ‘

Set up payroll default values(PZP).

E)0X

L Payroll Setup T09 Term Date: 01/20/09 Date: 01/20/09
Options  Help

‘ Payroll Setup for 09

Payroll Defaults

366005994
5

Next Void Reg #:

Payroll Status

Payroll Start Year

[ Time Card Entry

Enter the Cash G/L account number to
be used when printing employee

City:  [GarYVILLE stater [p  ZipCoder  [soono Contry: [ Vet [0
¥ Print Employer Deductions: ¥ AP Active: [ Separate Page for Deductions [ Pension P/R
IMRF Rates State LI/C Tax
Employee Rate 4.50 Wages 12300.0(
Employer Rate 10.50 Rate 9000
Employee SLEP Rate 00 GIL Account
Employer SLEP Rate 0 FundLength |3
Loc Start 4 Loclength [z
State ID #: 366005994
Act Start Act Length
Fed EIN #: 7 K

magneﬁcFiIing| Review Daia| Direct Dep. | Fringe Setup

Save
Cloze

paychecks.

PR Print Cash G/L 01-00-111 | CASH IM BANK
Ded Print Cash GL [ p1-00-111 CASH IN BANK

Favorite? [

This program is also accessed yearlynf@kingchanges in IMRF contribution and State UC

contribution rats.
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Payroll Review
8/25/2011

Fringe Benefit setup screen

L Fringe Setup T09 Term Date: 01/26/09 Date: 01/26/09
QOptions Help

Fringe Setup
Cancel

Record in Hours? Print on Check? Use it or Lose it? Prompt for Description? Record a Days Off Entry?
v Vacation v Vacation [ Wacation v Vacation v Vacation
v Sick v Sick v Sick v Sick v Sick
v Personal v Personal v Personal [v Personal v Personal
¥ Comp [ Comp [ Comp [v Comp W Comp
v Holiday v Holiday v Holiday [v Holiday v Holiday

The last ime Fringe was Accrued was: | 01/01/2009 How and when do you wish to Accrue: | B-Both -

Record a 'Days Off Entry when accruing time: [

Setup the Fringe Options and dick return...

Municipality direct deposit information

L. Setup ACH Processing T03 Term Date: 05/16/11 Date: 05516711

| Setup ACH Processirig PR Close |
[[==-

Establish/Change processing for P/R Employee Direct Deposit

City Mame: LLAGE OF PARADISE ACH Company Mame: | VILLAGE OF PARAD

{origin)

Federal ID: Mext Voucher Mo.: 123796 Last Date:

Bank Mame: [ PAaRADISE STATE BaANK |
{destination) Bank

Account Mo: | 1234 T

Account Type: | Checking - *Bank Path/File: | C:WACHFILE
Routing Mo: | 12345567 Pass Thru: [

ACH Record Optons Enter the municipality
*Serwv Code 200 — *ACH Description: PAYROLL name {used as the ACH

{Otherwise 225): Immediate Origin
<CR>=<LF>: [ Mame).

ACH Header Options
*Fed ID Prefix: Use Destination Suffix: [ Use Origin Suffix: I

Co. ID {TCS) - Destination Prefix: - I =Cirigin Prefix: - I
Dest Value: - I =0rigin Value: - I

ACH Detail Optons ACH Misc., Optons
One Sided Entry — *Trace Value: =1ID Fill value:

i s : - Blank
Frrree==s Mo City Offset): i | | an i |
FPreMotes: J

O-Mo Options -

Fawvorite? [
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Payroll Review
8/25/2011

PDS Deduction Setup

L P/R Deduction Setup T09 Term Date: 01/26/09 Date: 01/26/09 Hl=3
Options  Help
Deduction Code:  [FicaF ‘ P/R Deduction Setup

Close
Deduction Type: 5 - Standard - Employee Maint. as of 01/09

Check Description: [Frca
Vendor ID: BAMK 1st NATIOMAL BANK

Pay Options: |E|en:tr|:|nic {Phane in Payment) j v Employee Paid? [ Tax Exempt?

Earning 106800.00
T Add/Save

Deduction 5.2000
Percent

Print List
Code | Type | Description Vendor | Issue | Emp Paid | Tax Exmt | Earning Limit Ded % | ~
B K 457 RETIRE ASIOD A E ¥ .00 .0000 Solocta Code from the
oM 0 CRUSADE MERCY AS100 A E N .00 .0000 e Ty et
cp o} CAFETERIA A5100 A E ¥ a0 .0000 e s e
CRK 8] CHILD SUPPORT BANK A E Y 9999935.00 .0000
DC D DEP CARE AS100 A E i .00 0000
5 E = N 106800.00
FICAR 5 FICA EMFLR BAMK E R N 106800.00 65,2000
FIT 5 FIT BANK E E N .00 .0000
FP ] FIRE PEN FPF A E ¥ .0a 0000
MRFF 0 TMRF FIMP TMRF T F ¥ .n onan ¥
|

Favorite? [

Two (2) types of main deductions
Standard i apply to all employees
Optional - apply to selected employees

Vendor ID: Is the Vendor ID number you have set up in Accounts Payable. Who are
you paying this to?

Pay Options: Accumulate (create A/P Invoice), Electronic, Issue Immediately (Locis
issues deduction check with payroll checks)
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Payroll Review
8/25/2011

PES Earnings Setup

L P/R Earnings Setup T09 Term Date: 01/26/09 Date: 01/26/09

Options  Help
nines S
| P/R Earnings Setup &

Earning Code REG

Check Description | REG HRS Memo |1y wormal earming: Rate Multiplier | 1,0p

Subject to Federal Income Tax v Subject to Fire Pension v Retain Hours history? Y -

Subject to State Income Tax i~ Subject to Police Pension v Add/save

Subject to City Income Tax v Subject to State UC Tax [w Select 2 Code from the Print List

baottom to edit or dick enter a

Subject to Sodal Security Tax ~ Subject to Federal UCTax [ new code

Subject to Medicare Tax i~ Subject to Warkers Comp [w

Subject to IMRF ~ Subject to Cafeteria Plan v
Code | Description | Memo | matemut | Frr | s | e | Fica [mepr [mee [ Fe | Pe [uca
COMP COMP TIME C 1.00 Y ki Y Y Y ki ki Y Y|
EIC EIC M 1.00 M M M N M M M M N
HOL HOLIDAY H 1.00 Y ki Y Y Y ki ki Y Y|
o7 COVERTIME M 1.50 b Y Y Y Y i M N ¥
FER PERSOMAL P 1.00 b Y Y Y Y b Y Y bl
FREM PREMILIM M .50 i ki Y Y Y i M N Y
REG REG HRS M 1.00 ¥ i T ¥ T ¥ i T
REG3 MEWSFGR M 1,00 b Y Y Y Y i Y Y Ly
RESER RESERVE PD M 1.00 b A N Y Y b A A Ly
54l SAl ARY M 1.00 b A A i Y b Ay Y b :

| ¥

- - Favorite? [

Earning codes control updates to fringe records and also have an effect on tax
reporting.
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Payroll Review
8/25/2011

PST Earn/Ded cross reference setup

Used during initial setup and each time a new Earnings or Deduction code is added to the
system. Tells the system how to accumulate earning and deduction dollar amounts

L P/R Earn/Ded/W-HIld Link TO09 Term Date: 01/26/09 Date: 01/26/09
Options  Help

P/R Earn/Ded/W-Hld Link Close
Print
IV Link Earnings [ Link Withholdings [T Link Deductions
Earnings Code REG -REGHRS

Accumulate earnings to check items

v Gross W FIT v sIT v cIm v FICA W MEDI
v IMRF I MEMO W wijc v FP v PP
v Sawve
v CP W+ ucs ™ ucF ™ Tps W EIC
Code | Description Status | ~ oo
COMP COMP TIME Accumulation is set
EIC EIC Accumulation is set
HOL HOLIDAY Accumulation is set
QT OVERTIME Accumulation is set
FER FPERSOMAL Accumulation is set
PREM PREMILIM Accumulation is set
REG HRS Accumulation is set
REG3 MEWSFGR. Accumulation is set
RESER RESERVE PD Accumulation is set
SAL SALARY Accumulation is set B
SHIFT SHIFT DIFF Accumulation is set
SICK SICK PAY Accumulation is set Favorite? [
SPEC SPECIAL Accumulation is set b
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P/R Deduction Linkage

L P/R Deduction Linkage TO03 Term Date: 05/16/11 Date: 05/16/11

Options  Help
‘ P/R Deduction Linkage Cose
Save
Type |

Code Description Code Description
Code | Description | Ded 01 | Ded02 | Ded &
001 Federal Income Tax FIT This program is used to setup or
ooz State Income Tax SIT change the accumulation linkage
ooz City Income Tax for deductions. Click the type of
ang FICA Employes FICA linkage you want to set or change
Qos FICA Employer FICAR = or Click 'Close’ to exit this program
o0& MEDICARE Employes MEDIE
ooz MEDICARE Employer MEDIR.
0oa IMRF Employes IMRF
o0g IMRF Employer IMRFR
nin Prlire Pensinn b’
L5 .

Payroll review Page 7 of 48
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PGR-G/L Interface Setup
Example of employee paid deduction

L P/R Employee deduction G/L posting T0O9 Term Date: 02/23/09 Date: 02/23/09
Options

Help

P/R Employee deduction G/L
‘ - e |

Save Fund

Delete Fund

Fund | == pefault Fund _~| Department Cash 6L # |u1-nn-111 |

Deduction Data

Employee Paid Deduction General Ledger Data

Code Description

Number

Title

| FICAE |

|n1430-215

Save

d

Fund | Dept | Ded cd | Ded Desc

| General Ledger # | Description

. C G/L Cash account 01-00-111 CASH IN BANE
4 457 RETIRE 01-00-216.1 457K RETIREMEMT PAYABLE
CM CRUSADE MERCY 01-00-218.1 CRUSADE OF MERCY PAYABLE
cp CAFETERIA 01-00-216.2 CAFETERIA PLAN PAYABLE
CRK CHILD SUPPORT 01-00-111 CASH IMN BAMNK
01-00-216.2 CAFETERIA PLAMN PAYABLE

SOCIAL SECURITY PAYABLE

FIT FIT 01-00-213 FEDERAL INCOME TAX PAYABLE
FP FIRE PEM 01-00-216.3 FIRE PENSIOM PAYABLE

IMRFE  IMRF EMP 01-00-216 IMRF WITHHELD PAYABLE
MEDIE  MEDICARE 01-00-217 MEDICARE PAYABLE

NCPER.  MCPER GROUP LIFE 01-00-218.2 LIFE INSURAMCE PAYABLE

FF POLICE PEN 01-00-216.4 POLICE PEMSION PAYABLE

SB SAVING BOMD 01-00-218.3 SAVINGS BONDS PAYABLE

SIT SIT 01-00-214 STATE INCOME TAX PAYABLE

Close

Example of employer paid deductions

L P/R Employer deduction G/L posting T09 Term Date: 02/23/09 Date: 02/23/09
Options

Help

‘P..-’R Employer deduction G/L
Deduction data

Code ’—

FICA EMPLR

Delete

Del GAL
Add Distb

| Disth | Seq | General Ledger # | Description

General Ledger Posting data

01-11-461

SOCIAL SECURTTY EXPENSE

Ded. id | Description
FICA EMPLR

SQOCIAL SECURITY EXPEMSE

02 51-00-451 SQCIAL SECURITY CONTRIBUTION
IMRFR.  IMRF EMPLR Y 01 01-11-452 RETIREMENT CONTRIBUTION

02 51-00-462 RETIREMENT CONTRIBUTION
MEDIR. ~ MEDI EMPLR Y 01 01-11-4&63 MEDICARE

02 51-00-4&83 MEDICARE
uc UMEMP INS Y 01 01-11-453 UNEMPLOYMENT INSURAMCE

02 51-00-453 UNEMPLOYMEMNT INSURAMNCE

|~
W

Close

Payroll review Page 8 of 48



(PEM) Employee Maintenance

Payroll Review
8/25/2011

L P/R Employee Maintenance T09 Term Date: 02/23/09 Date: 02/23/09

Eo&

Options  Help
Employee ID: 01CORCY 2 ‘ P/R Employee Maintenance
History | Tax * Personnel * | Deductions | Distribution | Rates | Fringe | Day Off | Earnings | Withheld | Dir Depositl Special Pay|
Name |COF{COF{AN.JEFFF{EY D. P R F12/00
Emplovee Maint. as of 02/09
Address 1 |13a 5TH STREET
Address 2 |
Ci State Zip Code -
iy |GARW|LLE |”‘ - 61301-6132 Standard Pay Information
8i8 No.

350-58-1557 Phane No.  |315/223-3142

ID Theft Question: |High School Sport's Mascot?

No Pay Perieds |25

Hourly'Salary

Hourly

Email address: |jeﬂreyc@ locis.com

Enter an Employee D, a7 to
lookup employees, or select
from the options below

1]
@ Annual Salary ’007

S ITECH =l Hourly Rate 17.9900 e
Union
5td. Hours 80.00
Status AF-Full Tme =
Sex PR Bam.Code  |REG -REG HRS -]
[01CORCJ Was last paid 01/09/09 Gross: 1439.20 Net 1139.77
MiStatus Married hd

SSFName [iEFFREY  Middle  [p LsstName [comcomaN  SufixName [
First Previous | Next Last | New Remarks | Save | Close | . P—'—‘V
Buttons:
First Display the first record on file.
Previous Display the previous record on file.
Next Display the next record on file.
Last Display the last record on file.
New Create a new record.
Remarks Enter information for employee.
Save Save the data displayed on the screen.
Close Exit the program.
Payroll review Page 9 of 48
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8/25/2011

HISTORY- Check History listing. Delete a P/R check here

L P/R Check History T09 Term Date:

2/23/09 Date: 02/23/09

Options  Help
01CORC] - CORCORAN, JEFFREY D. - (A) P/R Check History s
Check Number: | gpp0410 Checkdate: [ p1/03/2009
Gross 1439,20 Met 113977 Total 30,00 YD 1439,20 PREndina  [p1/09/2009
pay pay hours Earnings date
Chedk RG
SITFIT [ 1439,20 FICA | 1439.20 MEDI 1439.20 IMRF .00 type
Wages Wages Wages \Wages
Deduction Data for check: | General Ledger Data for check: | Project Data for check: | Void this check: Wiew D/D
30000410 30000410 30000410 90000410 Data
i N
Check # Check date P/R End date Net pay Grss Pay Dir Dy & Relist 2ll this
2009/01/03  2009/01/09 39. 1439.20 Employees Checks
Bankfer 2008/10/13  2008/10/03 286.76 203,60 Yes (2
Bankfer 2008/06/20  2008/06/12 286.76 203,60 Yes (1
Bankfer 2008/06/16  2008/06/13 286.76 293,60 Yes (1—
Bankfer 2008/05/31  2008/05/30 286.76 293.60 Print a Listing
Bankxfer 2008/01/25  2008/01f25 286.76 293,60 Yes (2
20000017 2005/0%/02  2005/09/02 763.36 251,54
11122240 2000/05/04  2000/06/04 1045.77 1346.15
11122240 2000/06/04  2000/06/04 1045.77 1346.15
12222229 2000/05/25  2000/05/25 1045.77 1346.15
12222229 2000/05/25  2000/05/25 1045.77 1346.15 }
11333340 2000/05/20  2000/05/20 1045,77 1346.15 Only list checks from:
11333340 2000/05/20  2000/05/20 104577 1346.15 l—_l \
11133340 2000/05/12  2000/05/12 1045.77 1346.15 L 11959 |Gl JIGCS
11133340 2000/05/12  2000/05/12 1045.77 1346.15 3
< | A Favorite? [~
<<Previous Employee Mext Employee ==
A
TaxData A copy of the employeeds W4 &

L Employee Tax Data T09 Term Date: 02/23/09 Date: 02/23/09
Help

Options

Federal Exemptions?
State Exemptions?

City Exemptions?

Fica Code?

Additional FIT?

Additional SIT?

Additional CIT?

Taxing City?

Taxing State:

Tax Marital Status?
Pension?

Employee subject to U/JC?

Earned Income Credit Code?

o
’m
Medicare
B
N
[ o
,—

’IL—

IW Mo Pension
[Feue_ nouc

[

Mo Fica or
Medicare

Medicare
Only

Amount | Percentage |

Amount | Percentage |

Amount | Percentage |

Mone

Tax Data for CORCORAN, JEFFREY D.

Cancel

Payroll review
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Payroll Review
8/25/2011

Limited personnel & EEOC info

. P/R Employee Personnel Data T09 Term Date: 02/23/09 Date: 02/23/09
Options  Help

| P/R Employee Personnel *Emergency Contact?
Employee ID | 01CORC] Special Education

Hame | CORCORAN, JEFFREY D. - (A) Dependants
Highest Educational Level Teview Evals*

| 4YEAR COLLEGE
*Pay History™
Hire ; o
Date 05/27/1923 Birth 02/14/1969 Termination
Date Date
Mext Salary Adjustment EEQC Data

This program allows
maintenance of employee

Date
EECCR.
a8 | personnel data. You may
Hourly Amount 0000 enter an employee id, Click
EEQC Function one of the buttons at the
Salary ’? | bottom, Click the lookup
' button, or Click 'Close’ to exit
% tobe Applied [ .ooog EECC Job
Category |
Mext Ste
= £ EEQC Agency |

[ Motify me during Login of all schedule pay increases 111

L

L+

L+

L

First | Previous | Mext | Last | Save | Close

Favorite? [

Maintain employee deductions

L P/R Emp. Deduction Maint. T09 Term Date: 02/23/09 Date: 02/23/09

Options  Help
ID: . - o : Select a Deduction Code from the
DICORC ‘ P/R Emp. Deduction Maint. T
assign all standard deductions to this
Name: | CORCORAN, JEFFREY D, - (&) employee.
Deduction Code Deduction Amt. YTD Amount Calendar Year Limit %% or § Frequency Addj/save
| = | | | =l =l
Seq # | Deduction code | Amount | YTD Ded Amt | Ded Limit | %% or & | Freg | Add all
01 FICAE-FICA 5.20 89.23 652160 % T Standard
02 FICAR-FICA EMPLR. 6.20 89,23 6621.60 % T Deductions
03 FIT -FIT .00 143.57 .00 % T
04 MEDIE-MEDICARE 1.45 20,87 44999.98 % T
0s MEDIR-MEDI EMPLR. 1.45 20,87 44599,958 %o T
05 SIT -5IT 3.00 38.56 450.00 % T
o7 uc -UMEMP INS .90 12,95 110.70 % T

First Previous Mext Last Close
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Payroll Review

8/25/2011
Employee Distribution Maintenance
L P/R Emp. G/L Distribution Maint. T09 Term Date: 02/23/09 Date: 02/23/09 A=l
Options  Help
) . et . Enter a Valid Emp. ID, 7" to lookup, or
ID: 01CORC] ‘ P/R E”?}?. G/L Dist tbfﬁftﬂ'” select from the options below,
Mame: | CORCORAN, JEFFREY D. - (&)
- - - Save
Earning Code: G/L Number: ‘ Title Percentage Distribution
ﬂ | J"'J | | Delete
Distribution
Earnings code/Description | Seg # | G/L Mumber | Title Percent |
""" - DEFALLT 01 01-11-421 SALARIES STAFF 100,00
100,00 percent
First Previous Mext Last Cloze

PAY RATE used to setup rates of pay different from PEM rate

L Pay Rate Setup T09 Term Date: 02/23/09 Date: 02/23/09

Pay Rate Setup Return

|CORCORAN, JEFFREY D. | | Add/Save

Earning Code Hourly Rate of Pay |
HOL 25,5500
QT 45.6900

Establish Default Rates of Pay for use during Manual Earnings Entry
and Earnings Import
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NOTES
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Employee fringe maintenance

T09 Term Date: 02/24/09 Date: 02/24/09

L. P/R Emp. Fringe Maint.
Optlions

Help

D 01CORC] |

Enter the Regular hours worked,
Year to date, for this employee.

P/R Emp. Fringe Maint.

They are authorized:

Remaining Balance:
Rate of Pay:
YTD Paid

accrual Amt per Period:

120,00

120.00
17.9900

.00
.00

Compensation data Hours

They've used:
They are authorized:

I

Remaining Balance:

Rate of Pay: 17,3900
YTD Paid -00
. .00
Accrual Amt per Period:
First | Previous |

Mext |

They are authorized:

Remaining Balance:
Rate of Pay:
Y¥TD Paid

Accrual Amt per Period:

Holiday data Hours
They've used:

They are authorized:

Remaining Balance:

Rate of Pay:
YTD Paid

Accrual Amt per Period:

Last |

40.00
17.9900

.00
.00

o

04,00
54,00

17.9900
.00

They are authorized:

Remaining Balance:
Rate of Pay:
Y¥TD Paid

Accrual Amt per Period:

Mame: [ cORCORAN, JEFFREY D. - (A)
Regular hours ¥TD 80.00 Over-time hours YTD 00 mploved g )]
Wacation data Hours Sick data Hours Personal data Hours
They've used: .00 They've used: .00 They've used: .00

16.00

16.00
17.9900

.00
.00

Accrual Dates

If any dates presentin these fields,
PPR.{Manual Accrual) will ignore the accruing.

ooy
[
e
Compensation Date IW
Holiday Date IW

Vacation Date
Sick Date

Personal Date

| Close |

Employee day off maintenance

L Day Off Maintenance T09 Term Date: 04/02/09 Date: 04/02/09

| -~

Options  Help
‘ Day Off Maintenance Retum
Employee: 01SPOKD )’__) SPOKAS, DAVID
Date: 04/02/09
Description: |
Add/Save
Description 2: |
Delete
Type of Day off: Other - Amount of time: | .00
Print List |
Emplayee | Date | Description | Recorded from
015SPOKD SPOKAS, DAVID 02/23/09 Vacation time added. The authorized amt was 50.00 and now & T09 022309 1C
01SPOKD SPOKAS, DAVID 02/23/09 Sick time added. The authorized amt was 2,00 and now 2,00 TO9 022309 10

Enter a description. (optional)

|»

Payroll review
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Employee earning maintenance

L P/R Emp. Earnings Maint. TO09 Term Date: 03/06/09 Date: 04/02/09

Options  Help
] ot ] . Enter a Valid Emp. ID, '?' to lookup, or
o D1CORC) P/R Emp. Earnings Maint. T e
Mame: | CORCORAN, JEFFREY D. - (&)
Employee Earnings as of 03/09

Earn Type MT D Amonuts | QTD Amounts | T D Amounts | Fiscal TD Amounts | #

CIT 1439.20 2878.40 2878.40 4052.80

CP .00 0o .00 .00

EIC 0o .00 ] 131.68

FICA 1435.20 2873.40 2873.40 4052.80

FIT 1439.20 2878.40 2878.40 4052.80

FF 0o 0o .00 .00

GROSS 1439.20 2878.40 2878.40 4052.80

IMRF .00 .00 .00 .00

MEDIL 1439.20 2878.40 2878.40 4052.80

MEMO 0o 0o .00 .00

PP .00 0o .00 .00

SIT 1439.20 2873.40 2878.40 4052.80 —

TIPS 0o oo .00 .00

UC-F 0o 0o .00 00

First Previous Mext Last Close
Favorite? [~

Employee withholding maintenance

L P/R Emp. Withholdings Maint. T09 Term Date: 03/06/09 Date: 04/02/09

Options  Help
. 77 7 s . Enter a Valid Emp. ID, "? to lockup, or
10: 01CORC] P R E”?P- H ‘I;E;EOE ¢ l’rﬂ”.‘_%’f’ select from the options below,

Name: | CORCORAN, JEFFREY D. - (&)

Employee Withholdings as of 03/09

W/H Type MTDAmounts | QTDAmounts | ¥TD Amounts | Fiscal TD Amounts |
FICA 89.23 178.46 178,46 25126
FIT 136,15 269.72 269.72 312,92
MEDI 0.87 41,74 41,74 58.73
sIT 38.56 77.12 77.12 103.12

First Previous Mext Last | Close |

Favorite? [
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Em ee direct deposit maintenance

L. Employee Direct Deposit T03 Term Date: 05/16/11 Date: 05/16/11

Options  Help

| Direct Deposit Heffirer, Norm Return
Bank Mame: nter the Employees Bank Mame |
| Like 'First Mational Bank' daEmes a2 FEE
Bank Address: | Delets
Bank City State Zip: | e

Account Mumber: Routing Mumber: | |Checking or  Savings

Armount: Dollars . Percentage Disable Direct Deposit for this employee [

Type Armount | Amount Type | Bank Mame | Account Mum | Route Mum

Checking 75.00 Percent of the remainder STAMNDARD BAME S8TE 1234567 L

Savings 100.00 Percent of the remainder STAMDARD BAMK 8758 1234567 Lt
Rala] Remaining %% in a Paper Check

Femember that Dollar Amounts will be performed prior to percentages and the percentages MUST eqgual 100 percent!

Employee special pay maintenance

L P/R/ Special Pay Setup TO09 Term Date: 03/06/09 Date: 04/02/09

Options  Help

‘ P/R/ Special Pay Setup _ cese |

Clock # Earnings Code  Hours or Amount Rate or Amount Freguency Add/Save

01CORC) [REG REGHR | [Amount  ~| [s55.00 M ——

CORCORAN, JEFFREY D. - (A)

Employee | Earning Code |Ty|:|e | Amount/Hours | Frequency | FiE s
01CORCI  OfT Hours 12,0000 ] Special Pay can be used
01CCORCI REG Amount 55.00 M to save Earnings for
01CORCI  SICK Hours 50,0000 3 Employees. In Auto

Earnings Enfry you can
select to Pay the Special
Pay Codes instead of
having to key them in
manually.

The frequency code can

be anything you choose

like 'B' for Bi-weekly or 'A'
for Annually

Favorite? [
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CHECK PROCESS

LiLocis 7 T0Y Data dir: WHT2DATAM OCISTADATAVGARYY  1-B66-1LOCIS99. EHE‘E‘
\ El
Enterthe program name to run or select ane
from the list.
# GARY TEST 7.0's Favorites M
# Locis
# Utility Billing
= Payroll
i Autumatlarnmg Update 7 Lacal Gavernment Computer and Information Service
Earnings Import
Earning Entry
Earnings Work List Support 1-866-Locis99
Calculate the Checks
Paycheck Exception List Fax1-815-744-8162
Maintain a Calculated Check 4000 W Jefferson Street
Print the Checks . Joliet IL 60431
Maintain Bank Transfer Records
Board List Visit www.Locis.com |
Check Register/Update
Print Next Period's Time Bheets
ACH Listing and Copy @
# Miscellaneous Utilities
# Perind End Utilitiss
+ Payroll Sstup
# Lists and Reports 2
— | 3
Sunday May 10,2000 Chenge GARY TEST 7.0 T09

PAE-Automatic Earnino date

L P/R Auto Earning Update T09 Term Date: 03/30/09 Date: 03/30/09

Options Help
P/R Auto Earning Update
P/R Ending Date: | 330/2009 |
Proceed with
Who to Calculate: " Hourly " Salary 1+ Al Automatic
Earnings Entry
First Employee: Last Employee:
01CORC] BWMCKAI
Iz this the last ™ Yes * Mo
Payroll of the year?
Spedial Pay Information: " Add {* Don't Add " Only Spedal Pay
Favorite? [

1. Payroll ending date - where the system gets YTD totals of earnings & deductions
review last P/R of year

2. Who are we calculating this P/R for
3. Is this the last P/R of the year

4. Add special pay
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PENIMP Earnings Import 1

L Earnmings Import (1) TO03 Term Date: 05/16/11 Date: 05/16/11
Optons

Earmnings Impoyve (1)

Import the spreadsheet{ICsV file)
Filenam=s to import: c |
Cancel

It assumes the file is in yvour 'Dat’ Directory so just
enter earn.csw or the file name.

[ Ignore the first record in the file

Generate a sample file{Optonal)

Generate Sample: Generate

Enter a walid Dept or "ALL"

By dicking Proceed the file vou entered abowve will be imported as
earnings.

Faworite? [

PENIMPP Earnings Import 2

L Earnings Import (2) TO3 Term Date: 05/16/11 Date: 05/16/11
Options

Farnings Import (2)

Import the spreadsheest{Csv file)
Filename to import: | EARMLCSY —

It assumes the file is in your 'Dat’ Directory so just
enter earn.cswv or the file name.

Generate a sample file{Optional)

Generate Sample: Generate

Enter a valid Dept or "ALL"

By clicking Proceed the file yvou entered abowve will be imported as
earnings.

Fawvorite? [

The difference between Import 1 and Import 2 is the layout of the CSV file

If you are using this feature Locis is going to look for thisifiléhe Dat folder in Locis folder on
your computer or server. For an example my computer would\b@\Dat or F\Locis\Dat
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PEN- Earnings Entry

L. P/R Earnings Entry T03 Term Date: 05/16/11 Date: 05/16/11

Options  Help
PIR Ending Dat=:  |05/16/11 ‘ P/R Earnings Entry EIzMlEmnTE Close
: Import (1) Import (2)
X Hours to be Rate
Ersmeei Earning Code paid Multiplier Rate Amount e this Earni
~ ve this Earning
WICKIOT e [ =1 | | |
i Save/Distribute
?" to Find | Mame: Heffner. Norm Dept: ADM
Emp Mo | Employee Mame | Earn Cd | Multipl... | Hours | Rate | Amount | Dept |
WICKIOT Heffner. Morm REG 1.00 20.00 20.0000 400,00 ADM
Earnings Totals (Alt-T)
Line & G/L Mumber GIL Title Proj ID Hours Armount
o1 | | | = | | Save this Distribution
Line # | GIL Number GIL Title Project | Hours | Amount |
i
EmpliDept Sort? [
Select the earning code for which an entry is to be made from the list. Favorite? [

Payroll review
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PEW i Earning Work List

L Earnings Work List T09 Term Date: 03/30/09 Date: 03/30... [2 |[C1/[X]

Options  Help
‘ Earnings Work List
Sort by Department - Print
First Dept Last Dept ==
First FIRST Last LAST
Employes Employes
| Favorite? [

Use this report to check hours worked, earning codes, and rate of pays.

PCC- Net Check Calculation

L P/R Net Check Calculation T09 Term Date: 03/30/09 Date: 03/30/09  [= |[1/[X]
Options  Help

P/R Net Check Calculation

Proceed

=
j Cancel

Enter the deduction frequency codes
to be applied to this check run:

I
B~
T-TAXES
7-

Frequency Codes Selected: Al

Clear
Maintain Codes

Favorite? [

1. Deduction Frequency codes also maintain descriptions
2. Preview all employee and deduction checks
3. Rerunning the calculation
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PREXCP Paycheck Exception List

L Paycheck Exception Listing T09 Term Date: 04/09/09 Date: 04/09/09
Options

‘ Paycheck Exception Listing

From Employee: To Employee:

D1CORC] BAWMCKAN
i ' 3 Cancel
List Checks whose net or gross pay is | 5 Sploweror |5 %% Higher than the last chedk to that Employee.

This program compares the net and gross of the currently calculated check
with the prior check. Click Proceed to continue. Favarite? |

PMV i Manual/Void check entry

L P/R Check Maintenance T09 Term Date: 03/30/09 Date: 03/30/09
Options  Help

| JONES, RANDY Sl
Unadjustable Details Manual Check? Check "Void Check™ to

remove this check from the
Additional F.IT I[J[Ji [ This is @ Manual Check (Don't print it) Save Chedk current payroll run. Check
Additional 5.1.7T | .00 Check = T "Manual Check™ to record a |
Met Pay 62992 CheckDate | Check
Gross Wages W Cash G/L: Deductions

Code:

Emp Mo | MName | Gross pay | MNet pay | Manual | Check date | Chedk # Dedudtion Amount:

01IOMES JOMES, TOM G. 1192.31 846.06

01JORDS  JORDAM, SANDRA 1538.46 1151.45

BWMCKAM  MCKALOMN, MARGE 1076.92 931.45 Calculation Amount:

D1IMCKAF  MCKAY, FRANK 3461.54 2663.46

01CORC]  CORCORAN, JEFFREY D. 1439.20 1157.19

el Ged.Code | oed mmunt | Ca

01JORDE JORDAN, BRUCE 3075.592 2151.78 cM 2.00 107

01SMITT SMITH, TOM 1076.92 829.92 FICAE 66.77 103

01SPOKD SPOKAS, DAVID 1000.00 870.43 FICAR 68.77 107

01WOIG1  WOICIK, GARY 5 2307.62 1822.54 FIT 85.60 10z

03]CMER JOMES, RANDY 1000.00 831.28 IMRFE 43.46 107
IMRFR 113.08 103
MEDIE 15.62 103
MEDIR 15.62 103
SIT 28.55 10z

< SIIES I >

Favorite? [

1. When to use

2. Manual 7 record check prepared by hand or to record starting YTD activity for
new users

3. Void T Remove this check from the current payroll run.
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PCP-Check Print

L | P/R Laser Check Printing T09 Term Date: 03/30/09 Date: 03/30/09

Options Help
‘ P/R Laser Check Printing
Cash GJL #: Chedk Date: Starting Check Mumber:
Proceed
01-00-111 CASH IN BANK | 3/ sj2003 | | 76245393
Cancel
Direct Deposit

Enter the first check # to be printed De13ill:l

Dept | Employee | Employee | Check # | Date | Gross pay Met pay | Check Amnt | D/D Amnt |
ADM 01J0MES JONES, TOM G. 1192.31 345.06 846.06 00
ADM 01JORDS JORDAN, SANDRA 15358.46 1,151.45 1,151.45 a0
ADM BWMCKAM  MCKALON, MARGE 1075.92 931.45 931,45 a0
MKTG  0O1IMCKAF MCEAY, FRANK 3461.54 2,663,496 2,663,940 Nuu}
TECH 01CORC] CORCORAN, JEFFREY D. 1439,20 1,157.19 334.17 §23.02
TECH 01DEME] DeMent, Judy Irene 1000.00 791.12 791,12 00
TECH  O1EREKE ERE, KERRY 923.08 838.62 235.87 602,75
TECH 01JORDBE JORDAM, BRUCE 30,75.92 2,151,738 578,29 1,573,499
TECH  01SMITT SMITH, TOM 1075.92 829,92 §29.92 Nuu}
TECH  015POKD SPOKAS, DAVID 1000.00 870.43 870.43 00
TECH 01wWO0IG1 WOICIK, GARY 5 23,07.69 1,822.54 526.31 1,296.23
WTR 03JOMER JOMNES, RANDY 1000,00 831.28 .00 831.28

Favorite? [

1. Prompts you to verify your current check stock
2. Can be run as many times as necessary

3. Prints employee and vendor checks also direct deposit notifications
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PBL-Board List

Select to print department subtotals

Select to print employee numbers and names
Select to send PBL to Excel

Select to print O/T or net pay

Select to send to Spooler

Automatically runs the final paycheck register (PCR)

L P/R Board List TO9 Term Date: 03/30/09 Date: 03/30/09
Options

P/R Board List

[v Subtotal Departments?
Cancel
[¥ Print Employes Numbers as well as names? Q

¥ Send to Excel as well?

W Print Overtime column? (If unchecked Met Pay will Print)
[ Send to Spooler as well?

[v Indude Direct Deposits?

Click 'OK' to obtain a Payroll Board List of checks issued. Click

'C ' to exit.
Bnee! o e Favorite? [

NOTES
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PCR 1 Final Check Register/Update

L P/R Final Check Register T03 Term Date: 05/16/11 Date: 05/16/... [Z|
Options  Help

P/R Final Check Register

Enter the date for posting to the General
Ledger. Enter the date in the format
MMDDYY or MM/DD Y

G/L Posting date

||:|5f16f11|

Proceed

Cancel

Favorite? [

1. This process ca n

be r er un u nDidal of thenPayrotf Reposts prind n

correctly and do you want to update all Files?0is answered fiY0

2. The pay

Payroll review
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LACH (ACH Listing)

L. List / Generate ACH File TO3 Term Date: 05/16/11 Date: 05/16/11  [= |[51|[X]

Options Help

List / Generate ACH File .

.List andfor Generate ACH File from existing ACH 'shell' file
.ReviewChange ACH application setup controls for site

Applicati
pplications P/R. (Payroll) ACH file setup and

processing.

™ u B {Utlity Biling)

f« P JR (Payrall) ACH Setup

™ A fP {Accounts Payable)

ACH Item File to Process: | P5151245 ACH Most Recent Files

Item Display of P5 161245, ACH

jin] MName Amount
WICKIO1 Heffrer, Morm 244,96
WICKIO1 Heffrer, Morm 81.66
Effective Posting Date: | 5/16/2011 =
Print List Create File
Compare Count: 2 Amount: §326.62 [ Incude Bank Information on List
with Master
Create
PreMote File

Fawvorite? [

Lists all direct deposit data which is being sent to the financial institution

NOTES
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Miscellaneous Utilities Selector

LiLocis 7 TO9 Data dir: WNT2ADATAM OCISADATAMGARYY 1-866-L0CIS99

| [

Enter the program name to run or select one
from the list.

# GARY TEST 7.0's Favorites ke’
# Loeis
# TTtility Billing
= Payroll
+-Zheck Process 7
BRI iscellaneous Utilities
Employee Mumber Change
Emplovee Delete
Enter Day's Off Support 1-866-Locis99
Change a group's Deductions
Change a group's Salaries/PayRate Fax 1-815-744-8182
Void Check Register/Update 4000 Jefferson Street
WVendor Void Maintenance Joliet, IL 60431
+Period End TUtilities
+-Payroll Setup
+Lists and Reports
+ IMREF Processing

Local Gavernment Computer and Information Servies

Visit www.Locis.com ‘

+ FLEA @
# Accounts Payables R
# General Ledger
+ Accounts Beceivables
+ Agzessments 2
i >

Monday March 30,2009 ‘ Chenge GARY TEST 7.0 T09 ‘

PNC 1 Employee No change, Allows reassignment of the employee ID.

PMD i Employee Delete, Removes employee master data from a selected year p/r
files.

PDO i Day Off Entry, To record the reason an employee takes off.
PDC 1 Mass deduction change, Allows operator to add or remove a deduction on a
single or a range of employees also provides a list of employees with or without a given

deduction.

PRS i Mass Pay Rate change. Allows the operator to change a single employee or a
range of employees Pay Rate by dollar amount or percentage.

PVL 1 Void check register update. Re gi st er Void i ssued check ent
the employee master screen PEM when voiding a check.

PVD i Vendor Void Maintenance, Allows operator to manipulate Vendor information for
voided P/R issued checks.
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NOTES
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(PNC) Employee Number Change WARNING!

L P/R Renumber Warning Screen T09 Term Date: 04/16/09 Date: 04/16/09 @

Proceed

WARNING | __c==_|

Before reassigning any
employee id, all journals ﬁ'om
‘the last payroll must be
completed. This program may
take hours to run depending on
the size of your files.

Reassign employee clock number screen

P/R Employee ID Change TO09 Term Date: 04/16/09 Date: 04/16/09
Options  Help

‘ P/R Employee ID Change

Current Employee ID | j—) Proceed

Close

Mew Employee ID

Enter an Employee ID, a 2", or Click the lookin glass
to lookup employees.

Favorite? [
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(PMD) Employee Delete WARNING

L Employee Delete

Proceed

daxga'ow Itwdldsabletheab:my
to print old W-2s, Check History,
VerﬁmﬂoqumIaymMm
other utility. Be sure a valid backup
‘exists. Are you sure you wish to
proceed?

Employee Delete entry screen

L Employee Delete T09 Term Date: 04/16/09 Date: 04/16/09

Options
‘ Employee Delete
Cancel
Employee ID: Year to Delete:
}') Add/Save

Employee | Name | Year | Printed? | Delete
Employees
Print List

Favorite? [

Payroll review Page 29 of 48



Payroll Review
8/25/2011

PDO) Employee day off maintenance. Also available from (PEM

L Day Off Maintenance T09 Term Date: 04/16/09 Date: 04/16/09
Options  Help

‘ Day Off Maintenance _ oo |

Employee: ’7 j_)
Date: 04f16/09

Description: |

Add/Save
Description 2: |
| J Delete
Type of Day off: Other - Amount of time: | .00
Print List
Employee | Date | Description | Recorded from | Type
01DEME] DeMent, Judy Irene 022309 Sick time added. The authorized am... T09 022309 10:10:41  Automatic ...
01ERBKE ERB, KERRY 02/23/0% Sick time added. The authorized am... T09 022309 10:10:41  Automatic ...
01SPOKD SPOKAS, DAVID 02/23/09 Vacation time added. The authorize... T09 022309 10:10:42  Automatic ...
01SPOKD SPOKAS, DAVID 02/23f09 Sick time added, The authorized am..., T09 022309 10:10:43  Automatic ...

|A
|

NOTES
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(PDC) - Employee Mass deduction change/List, Add, remove, list employees with or
without this deduction.

L Employee Deduction Mass Change T09 Term Date: 04/16/09 Date: 04... |z||§|r5__(|
Options

Employee Deduction Mass Change

Step 1 - Select the Range

Close
From Dept: T To Dept: IZiZ

Step 2 - Select the Deduction
Ceduction Code Amount Annual Limit ~ Type Freq Code

[ | =l

Step 3 - Select what you want to have happen

* Add/adjust this deduction to the Range ¢ Remove this deduction from Range

(" List Employees with this Deduction {" List Employees withOUT this Deduction

Step 4 - Proceed

Proceed

Favorite? [

NOTES
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(PRS) Employee Mass earning rate change

L Employee Pay Mass Change T09 Term Date: 04/16/09 Date: 04/16/09 [z|

Emplovee Pay Mass Change

Department Range
From; | b Ta: 7777

Employes Range

From: | p1coRC) To: BWMCKAN

Amount to Adjust (negative or positive)

Amount: [ % (Notan amount)

[v Prompt me for each employee before making changes. ..

Proceed

Cancel

Favorite? [

(PVL) Void Check Reqgister Update Used to Register/Update Void issued check

entered in PEM

NOTES
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(PVD) Vendor Void Maintenance

2 Session TOO 8165/744-0011 LOCIS 21745251220

Options
Sl -7

voID

ISSUED DEDUCTIOH CHECK MAINTEHAHCE

01-DEDUCTIOH CD: QS
02-VYEHDOR HER

03-CREDIT BAL H 04-UFDATE FLAG (U,D} :
DED CD DESC VEHDOR # CREDIT BAL FLA
FICAE EMPLOYEE FICA ANYO1 83.406 u
FICAR EMPLOYER FICA AHNYO1 83.46 u
FIT FIT ANYO1 148.32 u
IMRFE EMPLOYEE IHMRF ILLO2 60 .57 u
IMRFR EMPLOYER ITHMRF ILLOD2 131.92 u
HMEDIE EMPLOYEE MEDICAR ANYO1l 19.51 u =
HMEDIR EMPLOYER MEDICAR AHYO1l 19.51 u
51T 51T ILLOD1 33.95 u

[EHTER to continue or E)ndisg

Read CAPS [NUM [OVR RD
v | NUM [ovR | RD[

NOTES

Payroll review Page 33 of 48



Payroll Review
8/25/2011

Period End Utilities Selector

LLocis 7 T09 Data dir: WNT2\DATANM OCIS7ADATA\GARY\ 1-866-LOCIS99

Enter the program name to run or select one
from the list.

B Perjod End Utilities ke’

Hire/Termination/Birth Date Repo
Fire Pension Report
Police Pension Report
Monthly Board Report
Savings Bond Purchases REpt
V/S/PIC/H Accural
941 Listing

U/C Processing
Unemployment Compensation List

Support 1-866-Locis99

Gather the U/C Data Fax 1-815-744-3182
Maintain the Quarterly U/C Data 4000W Jefferson Street
Illinois Taxnet File Creation Utilit;— Joliet, IL 60431

W2 Proceszing

Wage and Tax Report

W2 Data Create

W2 Listing

W2 Maintenance

W2 Printing

W2 Floppy create/list for filing mag

Copy W2 data to a floppy disk
Publication Report,

| »

esdav Anril 21 2000 Change
Tuesday April 21,200¢ ‘ T

Visit www.Locis.com ‘

The Earnings Worklist was last ran on: 04/09/2009
Double Click here to refresh this list

b

[

GARY TEST 7.0 T09 \

NOTES
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(PRDATE) 1 _Produce a Birthday listing, a hire date listing or a termination date listing

L Hire/Termination/Birth Dates T09 Term Date: 04/21/09 Date: 04/2... ['5__(|

Options  Help
Birthday Report
Select what you are reporting Print Report
{* Birthday (" Hire Date " Termination Date Export Report
Enter Date R
nter Date Range Cancel
From Date: |IZI1,|"IZI1 To Date: | 1231
Enter Employee Mumber Range
From Employee: | To Employee: | 7722772
Enter the Date Ranges above to get a list of people who has Birth )
Dates in that period. Favorite? [

NOTES
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PFEP-Fire Pension Report

Fire Pension Report TOO Term Date: 08/25/11 Date: 08/25/11
Options

Fire Pension Report

4| August, 2011 » |

Select the Month and Year for the Report

Favorite? [~

NOTES
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PPP- Police Pension Report

Police Pension Report TOO Term Date: 08/25/11 Date: 08/25/11

Options

Police Pension Report

4| August, 2011 » |

Select the Month and Year for the Report

Cancel |

Favorite? [~

Payroll review
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(PMB) - Monthly Board Report, Listing of all checks issued during the month listing
employee name, expense classification, gross, and overtime. Prints total gross and
overtime costs.

Options

‘ Monthly Board Listing

Proceed
Bl  Apilzo0s [N
— Cancel
This will print a listing of Payroll chedks
issued during the time frame specdified.
Favorite? [

(PSR) T Savings Bond Report.

L Manual Accrual Update T09 Term Date: 04/22/09 Date: 04/22/09
Options  Help

| Manual Acerual Update

Select the Month to Accrue for:
BB aphzoos I3 i

From Employee: J-J To Employee: | 777727 J_J

[~ Prompt for acceptance of each Accrual?
I Print Report of each Accrual?

Thiz oroaram was |last ran: 010102
‘ his program was 1ast ran: U1/u1/us

Select the Month that you are accruing for and dick Proceed.

Favorite? [

PPR-V/S/P/C/H Accrual

1. Can be run as needed
2. Accumulation can be on-demand, anniversary date or a combination of both
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(POL) Quarterly 941 Listing, List of employee quarterly earnings and taxes. Assists in
the preparation of the federal 941 report.

L Quarterly 941 Report T09 Term Date: 04/22/09 Date: 04/22/09
Options  Help

| Quarterly 941 Report

Report as of month and year Type of report

n March, 2009 “ ‘ [~ Wisconsin format Proceed
[ Short format Cancel

List order

v Social Security #
[ Mame

[ Employee #

[+ Extended format

Favorite? [

(PUC) Unemployment Compensation List, Listing of employee quarterly earning
and taxes. Assists the preparation of the state UC report.

L Quarterly Unemployment Report T09 Term Date: 05/11/09 Date: 05/11/09 M=
Options Help

| Quarterly Unemployment

Report ag of month and year Type of report

n May, 2009 “ ‘ [~ wisconsin format Proceed
[ Short format

List order

[¥ Sodal Security £
[ Mame

[ Employee #

[v Extended format

Favorite? [

(POC) Gather the U/C Data Create the transfer file for Taxnet.

(POM) Maintain the Quarterly U/C Data Maintain the U/C file before transfer.

(POD) lllinois Taxnet File Creation Utility Open the Taxnet Web site and send
the file.

(PWJ) Wage and Tax Report Create yearly edit list for employees wages.
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W-2

CYE magnetic filing info

L W2 Magnetic Filing Setup T09 Term Date: 01/21/09 Date: 01/21/09 [= |[0|[X]
Options  Help

‘ W2 Magnetic Filing Setup

Contact Pin #: | PIMN NO FOR W2 FIL Save/Return

Contact Mame: | ESMERELDA WOIOHOWITZ Cancel
Contact Phone #: | (315) 395-1254 Ext.

Contact EMAIL Address: | ewojchowitz @garyvile.gov

Contact Fax #: 8153953132
Select the data you wish to change by
Contact Method: - pointing and dicking. When all changes

have been made Click "Save™ to record
them to the system. You may dick "Return”™
at any time to exit without updating the
system with changes.

If you are going to file your W-2 magnetic you must fill out this screen in Payroll System
Control Setup-under magnetic file tab at the bottom right corner of screen. This only
has to be set up once.

(PYC) W2 Data Create

L Create the W2 Data E

Create

Enter the Calendar Year to Create the
W2s for:

Cancel

| 2008]

and dick 'Create’

Create file for W2 printing.
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(PWL) W2 Data Listing

L W2 Data Listing %]

List
Enter the Year to list the W2 -
information for: cancel
2008
and dick ‘List’
Create the edit |isting for W20s.

(PWM) W2 Maintenance

N2> Session T8 §15/744-0011
© Options

NEm@ .7

LOCIS 21775251220

EMPLOYER W2 MATHTEHAHNCE FOR YEAR 2000

01- FEDERAL ID@iynbuicELiyg

02-EMPLOYER HAMER Il

LWERI AW AT g 4000 W JEFFERS0H

04-LOCATION ADDERSFIENYRITL Y

05— CITY ST ,ZIPghjilimuoyy IL 60436

20- STATUS FLAGES

06— COHNTACT PIHERcEE Loyl 21- LAST CREATED@ENiFg)¥aili]
NI|07- COHNTACT HAMER:IlE LTS 22-

1I06-CONTACT PHOHER: IR FAFEEITIEE] E 110 23-'W2ZREPORT' CR

09- COHTACT FAXIRARFEEEAE:b
10-CONTACT EMATLESANEA aeTilch N el g

Hll11-METH OF HOTIF@ EEENT U 361234567

12- RESUE IHDy TLCR
13-SO0FTWARE CODE
14-PREPARER CODE
l||15- TERM BUS IHND|

18-EMPLOYER CODE]
19- SICK PAY IHD|

[Fieldf#, )11, PUirge,
[HEW USE,SRC,0BJ

Ready CAPS MUMOVR| | [RD|

Dietail, H)ext, R)emarks or E)nd

These selected fields will have to be entered by the operator:12, 13, 15, 18, 19, 24
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LOCIS

217752581220

BEmm . 7

01JORDE JORDAH, BRUCE ® EMPLOYEE W-2 MATHTEHANCE FOR YEAR 2000

01— S 5 HUMBER@ELT NbXLT Y

03-DELIVERY ADDREEFAERENITF.Y.4

04-LOCATION ADDREE.N:S ik
05— CITY, ST, ZTP@Ninsnii:l

06-WAGES 10769.20
07-55 WAGES 10769.20
08-HMI WAGES 10769.20

09-55 TIFS
10-DEF CARE

11-HOHQUAL 457
12-L I = 5000
13-ALLOC TIPS
14-MED SAV ACT
15-QUAL ADOPTH
16-55 TAX L I

40-LIHE 12 &
41-14 BOXES

P JORDAH

IL 60441
17-FIT W/H pR-lI N7 O -FICA CODE
18-55 TAX W/H 667.68 (SIIECY N K18
19-MI TAX W/H 156.08
20-ADVANCE EIC|
21-SECTIOH 457
22-HOHQ HO 457
23-5TK OPTIOHS 34-5T WAGES 10405.78
24 55 TAX TIPS 35-SIT W/H 275.24
25-MI TAX TIPS 36-LOCAL TP

37-LOCALIT
363.42 ELRgRIIGE 8 H

39-LOC W/H

Enter Field #, A)11l, DELETE, Fjmc, Hjext or Ejnd [

[NEW USE, SRC,0BJ

option of PWM
(PWP) W2 printing

Ready IcaPs [NUM [ovR [ [ [RD[ 4
may add any additional repor t addetail

L W-2 Printing T09 Term Date: 12/31/08 Date: 05/11/09

Options Help
2006
Type | Description Date Last Ran Cancel |
Dot Matrix W2 form for wide carriage Dot Matrix Printer 01/02/2009 P.
Lazer W2 form four{4) to a page laser (8.5 by 11) 12/10/2008 F.
Dot Matrix  1093-R MNewver P.
Laser 1093k 11/01/2008 P
Laser W2 form two(2) to & page laser (8.5 by 11) 01/15/2009 P.

Double Click the form you need to print
-ar-
Dauble Click (here) to get the W2 updates.

You may print either laser or matrix forms.

If you choose to use laser W2 forms you may file magnetically or print the multipart W2

form.

(PTF) Copy W2 Data Copy W2 data to a file for electronic filing of employer data

Payroll review
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(PTF) Copy W2 Data Copy W2 data to a file for electronic filing of employer data

L Create the W2 Disk X
Create
Enter the Year to Create the W2 E-File
Far: Cancel

2005

and click 'Create’

File Edit Wiew Help

&

YEAR END BOARD MAINTENANCE

01-EMP # O01JORDB JORDAN, BRUCE

02-G/L NUMBER  01-11-421
SALARIES STAFF

03-DISTRIBUTION 1538.46

04-EMPLOYEE NAME  JORDAN, BRUCE

Field #, A)11, C)opy, D)elete, L)ist, N)ext or E)nd

Ready CAPS (NUM OWR, RO

—
s start | B tnbox - Microsaft ouk... | [ 7.0 PRREVIEW.doc - ... © Tom & B D il s e

PYM - Used to adjust Publication Report data

PYL 1 Employee YTD Distb List, A listing in Employee, Department or Fund order.
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IMRF Processing Selector

L Locis 7 TO3  Datadir: G\L7ADAT\ 1-866-LOCIS99 Last Updated: 05/02/2011 =3

| [~ :
+ KRISTT's Favorites A EE
+- Locis
+- Utility Billing
- Payroll

# Check Process
- Miscellaneous Utilities
+- Period End Utlities
# Payroll Setup
# Lists and Reports
-
Monthly IMRF Report file create
+ Time Card Processing
+- Accounts Payables
+ General Ledger

+- Accounts Receivables Visit www.Locis.com ‘
+- Assessments

+ Permits The Earnings Worldist was last ran on: 05/16/2011

£ Fired Assets Double Click here to refresh this kst
+- Complaint Tracking

+- Ticket Processing

+- Cemetery

+- Cash Register (POS) Menu )

< | >
KRISTI T03 ‘ -

Monday May 16. 2011 ‘ Change

the Date

L PAYROLL L.#.R.F. (PIP) TO% Term Date: 12/31/08 Date... [z]
Opkions

PAYROLL IMR.F. (PIP)

Proceed

Bl tmarch,zo00 [N

Cancel

This will print a lisking of Payroll checks
issued during the kime frame specified,

Favorite? |
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L I.M.R.F (PIP1)

Mo Cancel

Yesi Create electronic IMRF data transfer file.
No- If you are going to IMRF website and manually entering each person

L I.M-R-F (PIP2)

1 records written. The file should be reviewed in Excel and then saved as an ".xls” file and then submitted to IMRF. Proceed?

After you say yes to this question Locis will open excel and with the IMRF report. Even though
the report isn excel you have to change the file format to an excel format. Locié putSxcel
as a CSV format.

Payroll review Page 46 of 48



Payroll Review
8/25/2011

PIT-Tax Setup

Payroll Tax Setup TOO Term Date: 08/25/11 Date: 08/... [~ | [
Cptions  Help

Payroll Tax Setup

™ Federal Tax [ State Tax Proceed |
[ City Tax [~ allowances

View Tables
on Locis
VWebsite

Favorite? [

Allows the user to enter tax tables manually or to download Fed & Statafdlag from LOCIS

L Payroll Federal Tax Setup T09 Term Date: 02/10/09 Date: 02/10/09

Options  Help
Payroll Federal Tax Setup Close
Delete Al
[v Single [~ Married
Wages Income tax
Ower But not over Base amount  Percentage  of excess over
| | | | | s |
Mew line
Seg | Ower | But not over | Baze Tax | Percent | Excess |
1 .00 2650.00 .00 000 .00 e
2 2650.00 10400.00 .00 10.000 2550.00 EF'E'-:lf' o ‘?'-"_El step,
3 1040000 3540000 775.00 15,000 10400,00 c-ll-—'lnc}EI;TELc-i' ;1;;":“';'5:
4 35400.00 34300.00 4525.00 25,000 35400.00 next step in the tax
3 34300.00 173600.00 16750.00 28,000 34300.00 Eal:-le list.
5] 173600.00 375000.00 41754.00 33.000 173600.00 B
7 375000,00 9993999,00 108216.00 35,000 375000,00
Favorite? [

1. PIT is executed each year for CYE procedures.
2. Data is from Fed Circular E & BOOKLET IL-700.
3. Do this before your first payroll of the New Calendar Year.
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4. Double check the taxes to the Circular E before start payroll.

NOTES
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