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Main Menu Payroll selection 
 

 
 

 

NOTES 
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Set up payroll default values (PZP). 
 

      

 

This program is also accessed yearly for making changes in IMRF contribution and State UC 

contribution rates. 
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Fringe Benefit setup screen 
 

 
 

 

Municipality direct deposit information 
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PDS Deduction Setup 
 

 
 

Two (2) types of main deductions  
 Standard ï 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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PES Earnings Setup 
 

 
 

 

Earning codes control updates to fringe records and also have an effect on tax 
reporting. 
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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. 
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P/R Deduction Linkage 
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PGR-G/L Interface Setup 
Example of employee paid deduction  
 

 

 
 
Example of employer paid deductions 
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(PEM) Employee Maintenance 
 

 
 

 

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

 
 
Tax Data A copy of the employeeôs W4 & other information. 
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Limited personnel & EEOC info 

 
 

Maintain employee deductions 
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Employee Distribution Maintenance 

 
 
 
PAY RATE used to setup rates of pay different from PEM rate 
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NOTES 
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Employee fringe maintenance 

 
 

 

 
Employee day off maintenance 
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Employee earning maintenance 
 

 

 
 
Employee withholding maintenance 
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Employee direct deposit maintenance 

 
 

 
Employee special pay maintenance 
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CHECK PROCESS  
 

 
 

PAE-Automatic Earning Update 

 

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 

 
 
PENIMPP Earnings Import 2 

 
 

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 this file in the Dat folder in Locis folder on 

your computer or server.  For an example my computer would be C:\L7\Dat or F:\Locis\Dat 
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PEN- Earnings Entry 
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PEW ï Earning Work List 
 

 

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

 
 

PCC- Net Check Calculation 

 
 

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 

 
 
 
PMV ï Manual/Void check entry 

 

1.  When to use 
 
2.  Manual ï record check prepared by hand or to record starting YTD activity for 

new users 
 
3.  Void ï Remove this check from the current payroll run.
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PCP-Check Print 

 
 
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) 
 

 

 

N O T E S 
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PCR ï Final Check Register/Update 
 

 
 

 
1.   This process can be rerun until the question ñDid all of the Payroll Reports print 

correctly and do you want to update all Files?ò is answered ñYò 
 
 

2. The payroll run can be restarted at any point until this question is answered óYô 
 

N O T E S 
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LACH (ACH Listing) 
 

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

N O T E S 
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Miscellaneous Utilities Selector 
 

 
 
PNC ï Employee No change, Allows reassignment of the employee ID. 
  
PMD ï Employee Delete, Removes employee master data from a selected year p/r 
files. 
 
PDO ï Day Off Entry, To record the reason an employee takes off. 
 
PDC ï 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 ï 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 ï Void check register update. Register Void issued check entry.  If indicated ñnoò in 
the employee master screen PEM when voiding a check. 
 
PVD ï Vendor Void Maintenance, Allows operator to manipulate Vendor information for 
voided P/R issued checks. 
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N O T E S 
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(PNC) Employee Number Change  WARNING! 
 

 
 
Reassign employee clock number screen 
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(PMD) Employee Delete  WARNING 
 

 
 

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

 
 

 
N O T E S 
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(PDC) - Employee Mass deduction change/List, Add, remove, list employees with or 
without this deduction. 
 

 
 

N O T E S 
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(PRS) Employee Mass earning rate change 
 

 
 
 
 
(PVL) Void Check Register Update  Used to Register/Update Void issued check 
entered in PEM 

N O T E S 
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(PVD) Vendor Void Maintenance 
 

 
 
 

N O T E S 
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Period End Utilities Selector 
 

 
 

N O T E S 
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(PRDATE) ï Produce a Birthday listing, a hire date listing or a termination date listing 
 

 
 

 
N O T E S 
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PFP-Fire Pension Report 
 

 
 

 

N O T E S 
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PPP- Police Pension Report 
 

 

 

N O T E S 
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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. 

 
 

 (PSR) ï Savings Bond Report. 

 

 
 

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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(PQL) Quarterly 941 Listing, List of employee quarterly earnings and taxes. Assists in 

the preparation of the federal 941 report. 
 

 
 

(PUC) Unemployment Compensation List, Listing of employee quarterly earning 

and taxes. Assists the preparation of the state UC report. 
 

 
 
 

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

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

(PQD) Illinois 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 
 

 
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 

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

 

 
Create the edit listing for W2ôs. 
 
 
 
(PWM) W2 Maintenance 
 

 
 

These selected fields will have to be entered by the operator: 12, 13, 15, 18, 19, 24 
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You may add any additional reportable items to the employeeôs record via the detail 
option of PWM 

(PWP) W2 printing 
 

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

 
 

 
 
  

 
 

 
PYM - Used to adjust Publication Report data 
 
PYL ï Employee YTD Distb List, A listing in Employee, Department or Fund order. 
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N O T E S 
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IMRF Processing Selector 
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Yes ï Create electronic IMRF data transfer file. 

No- If you are going to IMRF website and manually entering each person 

 

 
After you say yes to this question Locis will open excel and with the IMRF report.  Even though 

the report is in excel you have to change the file format to an excel format.  Locis puts it in Excel 

as a CSV format.   
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PIT-Tax Setup 
 

 

 
 

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

 
 

 

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. 
 
 

 

N O T E S 


