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L Locis 7 TO9 Data dir: \\NT2\DATA\LOCIS7\DATAVGARY\ 1-866-LOCIS99

GARY TEST 7.0's Favorites
Locis
Utility Billing
Payroll
-I- Accounts Payvables
+ Vendor
+ Purchase Orders/Encumbrance
+ Fixed Expense - Invoice Entry
+ Check Process
B8 Reports/Ing
A/P History Inquiry
Aged Trial Balance NT
Standard Distribution Setup
Board Report Cover Sheet Setup
Invoice History List (simple)
Invoice History List (advanced) w :
Open Unpaid as of ‘VlSlt www.Locis.com ‘

F

7

F

7 Lazal Government Computer and Information Service

Support 1-866-Locis99

Invoice History Maintenance
Invoice History Purge
Invoice G/L History Purge

+-Welfare

+ 1099 Processing
+- General Ledger v
< | 3

Sunday December 13,2009 Change
the Date

GARY TEST 7.0 T09 ‘
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NT — Aged Trial Balance: To print a list of vendors with unpaid invoices (Critical).

L. A/P Aged Trial Balance T67 Term Date: 11/04/10 Date: 11/04/10 E|

| AP Aged Trial Balance

From: ASFSE s Ta: | ZAPST s c |
* Cance

Date Range
Indude Invoices with an invoice date prior to: 12/31/2010
Optons

[ Send to Excel as well?
[ Use the Due Date instead of Invoice Date

[ Indude all vendors regardless of their balance?
This report will list the vendors with balances and show
the aging of the balances as of 11,/04/10.

This date may affect report content - change terminal
date to change 'as of date.

Lookup Range From: First Vendor Number To: Last Vendor Number
Date Range: December 31, 2011
Click PROCEED and Print the report.

This would also be good to run at the end of your fiscal year. | would then keep the print out
from end of fiscal year for your auditors.
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Display:

L Locis 7 T09

GARY TEST 7.0's Favorites

Locis

Utility Billing

Pavroll

Accounts Payables

+ Vendor

+ Purchase Orders/Encumbrance

[ 3 = e e

+ Fixed Expense - Invoice Entry
+ Check Process

+ Reports/Inguiry

+ Welfare

ACCOUNTS PAYABLE MENU

Data dir: \NT2\DATA\LOCIS7\DATA\GARY\

1-866-LOCIS99

Eox)

A s
o -

B 1099 Processing
Add/Maintain 1099's

V1099WIN

General Ledger

Accounts Receivables
Assessments

Permits

Fixed Assets

Complaint Tracking
Ticket Processing
Cemetery

Cash Register (POS) Menu
Resident Inspection Menu
Construction Inspection

] O Yy O 3 3 e 3 e

b

Change

Sunday December 13,2009 ‘ e

e

‘ Visit www.Locis.com ‘

2 Manual Checks Entered (for all users)

2 Registered vet Unpaid Invoices Entered (for all users)
2 Invoices are ready to be printed (for all users)

Double Click here to refresh this list

GARY TEST 7.0 T09 ‘

1099 Processing is generally performed at the end of the calendar year.

A vendor who will require a 1099 form from a municipality must have this noted in their Vendor Master record
along with a Tax Identification or Social Security Number.

The minimum YTD (Year-to-Date) purchase amount for the generation of a 1099 form is $600.00. There are
no 1099 forms generated for vendors whose total purchases are less than this amount regardless of the value of
the 1099 flag in their master records.

The following procedures are used to create 1099 information and allow the user to verify and print accurate
1099 forms. 1099 information may be generated and modified as many times as necessary.

To begin 1099 processing go to the Accounts Payables Menu and click on 1099 PROCESSING. The following

display will now appear:
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1099 PROCESSING

AR

[TLLN

Ciptions  Help

m 1099 Processing T1Z Term Date: 10/18,/05 Date: 10/18,05

1099 Processing
Yendor # I j_)

Wendor hame

Address 2

Delete

!
Address 1 I
!
!

City/SHZip

YTD Invoices I YTD Payments I
S5M I

AddfSave

]

Step 1:

Step 2:

|

Print a lisk For Fewview
Step 3

Print the 1093s

|

Vendor | Marme

| ¥TD Invoices | ¥TD Pavments | Address 1

1

| address 2 Export lisk ta Excel

Double Click
an existing ta
rnainkain or
delete or
enter &
Yendor
numberko
creakte apew v

| »

LI Favarite? [

Stepl: ClickbuttonF I LL THE

LI

STo WITH 10996s
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1099 PROCESSING

ﬁlugg Processing T12 Term Date: 10/18/05 Date: 10/18,/05 ﬂ

1099 Processing p— |
Vendor # I ,)-—)

Vendor Mame I

Cptions  Help

Skep 1:

Address 1 I Fill the list with 1099's

I addfsave | Skep 2:

¥ 1099 Processing %] int a list For Review

Address 2

City/StiZip |
Are wou sure you wank to clear these 1099s and regenerate them? Any modifications made to
YT Invioices I these will be lost!

55M I_ Yes | Mo I

endor | Mame | ¥TD Invoices | ¥TD Pavments | Address 1 | address 2 Export list to Excel

Print the 10995

Double Click & |
an exisking Lo
mainkain or
delete or
enter a
‘Vendar
nurmberto
create 3 new v

1| | _’I Favoriter [

Promptt Are you sure you want to cl| enamodificicmsmade th 0eSe9 6 s

will be lost!
YES

The first time you enter this program and get this prompt. This will cause the program to fill the list box with
thiscal endar years 109906s information.
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1099 FILE CREATE

L 1099 File Create T03 Term Date: 12/08/11 Date: 12/08/11 [z|

‘ 1099 File Create

‘fear to Process: | 2011 Proceed

=]
Cancel

Minimurm Amournt: | &00.00

This program can be ran over and over but beware that any
changes done in 1099 Maintenance will be overwritten Favorite? [

To create 10996s for the

Year to Process2011

Minimum Amount : 600.00

Click PROCEED
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1099 FILE CREATE

¥ 1099 File Create T12 Term Date: 10/18/05 Date: 1

1099 File Create

¥ 1099 File Create

Enter vear like & Process Completed... 3 10995 created

8] 4

Proceed

Zancel

This program can be ran over and over buk beware that any
changes done in 1099 Maintenance will be overwritten

Click on the OK button.

Faworike?
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1099 PROCESSING

i E 1099 Processing T12 Term Date: 10/18,/05 Date: 10/18/05

Ziptions  Help
1099 Processing
| ja

Vendor #

‘endor Mame

|
Address 1 I Addisave
! Address 2 I
. Delete
¢ Citwistizip | I I

Close

I [x

Step 1:

Fill the list with 1093's

|

Step 2:

Print a lisk For Review

|

Step 3:

Y¥TD Invioices I ¥TD Payments I
55N I

Print the 10995

|

Yendor | MName | ¥TD Invoices | ¥TD Payments | Address 1 | fddress 2 Export list ko Excel
&00 TOM CARON 60000.00 &0000,00 110 LOCIS 5T, _
BCACI JAHE ALDERSOM 125000,00 125000,00 111 CASCADE DRIVE Double Click. =
! |atHow AL JoLSON S75000,00 S75000.00 7023 WILLOW SPRI.. anexistingbo |
maintain ar
delete or
enker a
Wendor
I numberto
| create anew v
1] | ﬂ Favarite? [~
At this point you can manually create (add), del

you can:
(1)Manually create (add) them for vendors who currently exist in the vendor master file, but whose 1099 flag
was not setto Y.

(2) Manually create (add) them for vendors who do not exist in the vendor master file. If you do this, you may
want to go into the program VMWIN (Vendor Maintenance), after you have finished 1099 processing, and
create the vendor master record as this process will not create it for you, and you may also want to record the
payment to the vendor in the Accounts Payable system.

(3)Modify one of the records by simply double clicking on the record you would like to change. Once you have
made your change click Add/Save
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Display:

1099 PROCESSING

Elﬂgg Processing T12 Term Date: 10/21,/05 Date: 10/21/05

Oplions  Help

1099 Processing

Yendor # I j_)

Wendar Name

Close

[

Step 1t
Fill the: lisk with 1099's

|

Address 1 I
Add)3ave Step 2:
Address 2 I
Delete Prink a list Fior Resview ii f i
ity Zip | | |
Step 3:
YT Invaices I ¥TD Payments I
Prink the 1099s |
35N I
Yendor | Mame | YTD Invoices | ¥TD Payments | Address 1 | Address 2 Exxport: list to Excel
600 ToOM CARCN 60000,00 60000.00 110 LIS 5T,
BCACT JAME ALDERSON 125000,00 12500000 203 MORRIS ST, Double Click. =
ALHDW AL J0LSON 575000.00 S75000.00 7023 WILLOW SPRI. .. an existing to |
mainkain or
delete or
enter a
Wendor
nurnberta

al I

create anew  w

_'I Favorite? [

After making all of your modifications, additions, or deletions proceed to Steg

Print a list for Review
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1099 LISTING

%1099 Listing T12 Term Date: 11/09/05 Date: 11,/09/05 x|

1099 Listing

From Yendar: To Yendor:

Proceed
IFWst |LE'5t

iZancel

Cptions  Help

This program can be ran over and over again, it sirmply lisks all the
1099z to be printed

Fawvarite? [

At this point the program is automati cal
Click PROCEED

I f you want to print a |listing that would cont ai
VENDOR and TO VENDOR boxes, click on the PROCEED button.

I f you want to print a |listing thaltO9odd dv ecrocharail
FROM VENDOR box and enter the ending 109906s vend
PROCEED button.
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1099 PROCESSING

%1099 Processing T12 Term Date: 10/21/05 Date: 10/21/05

1099 Processing

Options  Help

A

_—

Vendor #

Yendor Mame

!
Address 1 I
Add/save
Address 2 I
F Delete
s Ciby/StZiR | | |

I Y¥TD Payments I

YTD Invaices

x|
Clase |

Step 1:
Fill the lisk with 1093's

|

Skep 2:

Print a list For Review

|

Skep 3t

Print the 1099s F

S5M I
yendor | MName | ¥10 Invoices | 7D Pavments | Address 1 | address 2 Export fist ko Excel
&00 TOM CARON &0000,00 &0000,00 110 LOCIs 5T, )
ACACT JAME ALDERSOM 125000.00 12500000 203 MORRIS ST, Double Click =
) |atHDw AL J0LSON 575000.00 575000.00 7023 WILLOW SPRI.. T
mainkain or
delete or
enter a
Wendor
\ numberta
create anew  *
1] | _"I Favarite? [
Step 3 PRI NT THE 10996s
Click on this button to pri
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1099 PRINTING

¥ 1099 Printing %]

Will wou be printing Laser 1099s kodawy Press Mo for Dok Matrix prinking.

Yes I Mo

Prompt: WI LL YOU BE PRI NTI NG LASER 109906s TODA
DOT MATRIX PRINTING.

Clickonthe YES buttonto pr i nt yolaserpin®9Q 96s on a
Click on the NO but tdonmatrixopringer,andt your 10996

proceedt o t he section below titled PRINTING 10
MATRIX PRINTER.
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1099 PRINTING

1099 Printing T12 Term Dakte: 11/09/05 Dake: 11/09/05 =|

Cpkions

Help

1099 Printing
Frarm Yendor: To Yendor:
o e
Firsk Last
Cancel I
Prinkt UpJSDown: I o Prink Right,l'LeFt:I 5]

This program can be ran owver and owver again, it simply prinks the
Laser 10939=<

Faworite? [

***|_ocis recommends printing the 1099 to paper first. After the 1099 are printed to plain paper check the

al

gnment

of 1099 forms to printed 10996s.

Click PROCEEDt o0 print al l 10996s.

Upon compl etion of p rmwilltretum tp thd maie 1090 Br&c&singscreent h e

If NO adjustments are needed you are ready to print your 1099s onto the pre-printed 1099 forms. Go to Step 3:

clicki Pr i nt tand follovi tBe pronmpts.

If you need to make adjustments to the printing of the 1099 laser form follow instructions below.

Page 14
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UP/DOWN LASER FORM ADJUSTMENT (V1099WIN)

At this point you can now adjust the up/down and/or left/right printing on the 1099 laser form only.

Print Up/Doven: I o Print Right,l'LeFt:I o

This program can be ran over and owver again, it simply prinks the
Laser 1099

™ 1099 Printing T1Z Term Date: 11/09/05 Date: 11/09/05 x|
Cptions  Help
T099 Printing
Fror Yendor: To vendor:
o e
First Last
Cancel I

Favorike? [

To adjust the up/down printing, place your Mouse Arrow in the box titled PRINT UP/DOWN, and single left

click. The following display will now appear:

Print Up Do I | o Prink Right,l'LeFt:I o

Wou can adjust howe Far up or dowen Ehe page prinkts by Ehis:
Z40 = 1 line dowen and use a negative swymbol Eo Shift Lp

™ 1099 Printing T1Z Term Date: 11/09/05 Date: 11,/09/05 =
Dptions  Help
1099 Printing
From Yendor: To Yendor:
e o
Firsk Last
Zancel I

Fawvoriter [

Examples of values that would be entered to move the printing up on the form are as follows:

Y line=60-, Y2 line=120-, ¥ line=180-, 1 line=240-, 1 ¥ lines=300-, 1 %2 lines=360-,

1 % lines= 420-, 2 lines=480-, 2 ¥ lines=540-, 2 % lines=600-, 2 % lines=660-, 3 lines=720-.
Examples of values that would be entered to move the printing down on the form are as follows:

Y line=60, ¥ line=120, % line=180, 1 line=240, 1 ¥ lines=300, 1 % lines=360, 1 % lines=420,

2 lines=480, 2 ¥ lines=540, 2 ¥ lines=600, 2 % lines=660, 3 lines=720.

Now click onthe PROCEEDb ut t on t o print the 109906s.

Upon compl etion of printing the 109906s,

Page 15
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LEFT/RIGHT LASER FORM ADJUSTMENT _ (V1099WIN)

Prinkt UpfCowsn;: I o Prink Right.l'Le:Ft:I o

This program can be ran owver and owver again, it simply prints the
Laser 1099

M 1099 Printing T12 Term Date: 11/09/05 Date: 11,/09/05
Dpkions Help
1099 Prirtfirtg
From YWendor: To vYendor:
o e
Firsk Last
Cancel I

Faworike? [

To adjust the left/right printing, place your Mouse Arrow in the box titled PRINT RIGHT/LEFT, and single left

click. The following display will now appear:

Print UpfDoven: I o Prink Right,l'LeFt:I 0

You can adjusk howe Far left or right Ehe page prinks by Ehis:
144 = 1 Character right use a negative swmbol to Shift Left

[®E 1099 Printing T12 Term Date: 11/09/05 Date: 11./09/05 ad |
Dptions Help
1099 Prirntfing
From Yendor: To Yendor:
e foer—
Firsk Last
Zancel I

Fawvoriter [

To move the printing left/right on the form, enter the appropriate value in the box titled PRINT

LEFT/RIGHT.

Examples of values that would be entered to move the printing left on the form are as follows:

Y, character=36-, % character=72-, % character=108-, 1 character=144-, 1 ¥ characters= 180-,

1 Y% characters=216-, 1 % characters=252-, 2 characters=288-, 2 ¥4 characters=324-,
2 Y characters=360-, 2 % characters=396-, 3 characters=432-.

Examples of values that would be entered to move the printing right on the form are as follows:

Y, character=36, ¥ character=72, 3% character=108, 1 character=144, 1 ¥ characters= 180,
1 Y characters=216, 1 % characters=252, 2 characters=288, 2 ¥ characters=324,
2 Y% characters=360, 2 % characters=396, 3 characters=432.

Now click on the PROCEED button to pri
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PRI NTI NG 10996s ON A DOT MATRI X PRI NT

M 1099 Printing T12 Term Date: 11,/09/05 Date: 11,/09/05 X|
Cptions  Help
1099 Printing
From Yendor: To Wendor;
Proceed
IFirst |LE'st
Cancel
This program can be ran over and owver again, it simply prints the
[k Matriz 10995
Favorite? [
At this point the program is automatically set t

Il f you want to print a 1099 for a single vendor
VENDOR boxes.

| f you want to print tai tanlgk9 Dds 1WWOMdeEr, le.nD.eri nthec
enter the ending 109906s vendor | .D. into the TO

Click on the PROCEED button to print the 109906s.

Upon completion of printing the 10996s, the prog

1099 IRS FILING MUST BE POSTMARKED BY 2/29/2012

1099’ s Must be post naeatier tbVVdntda3.1/ 201 2
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PFC — Fringe Cost Report (Critical)

LiLocis 7 T09 Data dir: WNT2ZADATA\LOCIS7\DATA\GARY\ 1-866-LOCIS99

A T T
TR U
o ;

=l Payroll A
#- Check Process
+Miscellaneous Utilities
+- Period End Utilities
+ Payroll Setup
-
Employee Master List
Earnings List
Withheld List
Tax List
Monthly Emp Ded List
View/Reprint old D/D Notices
Emp YTD Report
Quartly EIC List
Emplovee Earning Report Joliet, IL 60431
Employee Earning Report(GL) e
Fringe Balance Listing

‘ Visit www.Locis.com ‘

‘Fringe Cost Report PFC
Hours History List 2 Manual Checks Entered (for all users)
Check History List 2 Registered vet Unpaid Invoices Entered (for all users)
EEOC Listing 2 Invoices are ready to be printed (for all users)
+ IMRF Processing Double Click here to refresh this list
+ FLSA
+- Accounts Payvables v
< | £
Sunday December 13,2009 ‘ Change GARY TEST 7.0 T09 ‘
- ) the Date

Prints a file copy of employee fringe data with current cost values.
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L. Fringe Cost Listimg T67¥ Term Date: 11/05/10 Date: 11/05/10

Optons

Fringe Cosr Listing

Wiihich year: 20 10 -
[+ &l Employess?
Cancel

From Employec: To Employees: FEEEEET
I+ Al Departments?

From Department: To Department: el

This program prints a report of Fringe Balances and the costs
assodated with the balances.

Faworite? [

Which year: Choose calendar year to report
Select Employee: Locis defaults to all employees
Select Department: Locis defaults to all departments
Selecting PROCEED will print the report

Fringe Balance Listing(Critical)

L Employee Leave Balances T03 Term Date: 11/30/10 Date: 11/3... PE|

Cptions  Help

Employee Leave Balances

| Q0a0oao I77ITIT Cancel

By selecting Print, a report of fringe balances will be printed

Favorite? |

You can either put in an employee range or leave it with the defaults LOCIS puts in. Click OK.

Locis will then ask if you want only active employees. YES or NO
Then proceed to print. This will give you hours left in each fringe category for each employee.
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PYR - Emp YTD Report

Data dir: WNT2\DATAM OCISTADATAAGARYY 1-866-LOCISSS [DB=1T]

‘ j Farorites

LDocligr

*-Miscellaneous Ttilities ) TTEWII
*=-Feriod End TTtilities FPERM
I
IV

Earnings List
Withheld List lrd
Tax List

Local Gav c and n Servies

Monthly Emp Ded List
View/Reprint old TVD Motices
[Bmp ¥TD Report PYR| Support 1-866-Locis99
Quartly BIC List
Employee Earning Report Fax 1-816-744-8182
Employee Earning Report{&GL) 4000 W Jefferson Strest
Fringe Balance Listing Joliet, [L 604351
Fringe Cost Report
Hours History List -
Check History List
EECC Listing
+-IMRF Frocessing
= FLSA
= Accounts Payables
= General Ledger
= Accounts Receivables -
< ] >
Tonday Decernber 14,2009 SR GARY TEST 7.0 TOS |

Visit www.Locis.com |

DE¢

Prints an YTD list of employee earnings and taxes withheld.

L. P/R Year to Date List T03 Term Date: 12/09/11 Date: 12/09/11 _|
Optons

| PR Year rto Dare Lisr

n December, 2011 “ Cancel |

Employee Range

From: | To: |zzzzzzz

Department Range

Frorm: | To: ZIZIZ

[ Send to Excel?
Favorite? [

Ending Month: For Calendar Year End pick December

Employee Range: You can select a range of employees or leave as shown to get all employees.
Department Range: You can select a range of departments or leave as shown to get all employees.
Choose whether or not to send to Excel as well

Click PROCEED.
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Monthly IMRF Report File Create(PIP)

=[]
| j Favorites
LDochigr
= TTtility Billing e TIEWITT
= Payroll T
# Check Process i
#- Miscellaneous tilities S
#- Period End Ttilities
+ Payroll Sstup
+ Liste and Beports 7 Local Gow - prs] n Service
SR M RE Pr e
Monthly IMRF Report file create rIP|
= PLSA
Accounts Payables Support 1-866-Locis99
CGieneral Ledger
HAccounts Receivables Faxl1-815-744.8132
Assessments 4000 W Jefferson Street
Fermits Joliet, IL. 604351

Fixed Assets
Complaint Tracking
Ticket Processing

Cemetery ®
Clash Register (POS) Menn A

Resident Inspection Menu
Construction Inspection

| Visit www.Locis.com |

Check Reconciliation
Equipment Processing -~
| >

Monday December 14,2009 Change GARY TEST 7.0 TO09 |

AEFEEIREIRRIEERE

D

the Date

L PAYROLL I.M.R.F. (PIP) TO0O3 Term Date: 1151511 Date... |
Optons

| PAYROLL I'M.R.F. (PIP)

This will print a listing of Payroll checks
issued during the time frame specified.

Favorite? [

Pick the month year are reporting to IMRF.
After you click PROCEED Locis will print IMRF Report.

L I.M.R-F (PIP1)

If you electronically file with IMRF click YES

If you manually go to IMRF website and report wages click NO
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@ Enter your S5A # {'PIP;J"} T6F Term Date: 1115711 Date: 11/15511

Enter vour SSA # (PIP3)

Enter the five digit SS& Mumber:

Please type the 5 digit employer number as shown on your monthly deposit

summary, Form 3.10, induding the leading zero.

If you are filing electronically put you SSA Number in here. Then click OK.

I3 I.M.R.F (PIP2)

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

!) i I. s IMRF5482.C5V - Microsoft Excel -
'" I Pag out Formulas Add-Ins @ - = x
Tl POy 'ﬁ‘ RO , =
_}] Calibri N P |A‘ Av| u‘ General - FQConmtlonalForrnattmgv =:'=Insertv z T % [ﬁ
= | & - % 9 ﬁFormat as Table = % Delete ~ @' ]
e J (B0 i) S A | [ ) 15 Cell stytes - [ElFomat = | 2~ Fiter~ select-
Clipboard ™ Font Fi Fi Mumber = Styles Cells Editing
I £7 - 5|
A B C D E F G H I ) K L i
1 |employer report_m¢report_ye member_ssn member_name member_ plan_code current_wag current_contributions
2 21886 06 2011 999999999 CLAUSE SANTA M RGO1 5941.20 542.35
3 |21886 06 2011 999999999 CLAUSE SANTA M vaol 5341.20 554.05
4 21886 0a 2011 999999999 SANTA ELVES F RGO1 $680.00 $30.60
5 21886 oG 2011 9999999599 REINDEER RUDOLPH M RGO1 $1,010.00 545.45
6 21836 oG 2011 999999999 REINDEER COMET F RGO1 51,622.00 572.99 A
7 l | I
8
9
10
11
12
13
14
15
16
4 4 » »| IMRF5482 ~#] |_I- 1l
Ready u@@%é—wé— i

*** | ocis export the report into Excel in a .CSV format. It is really important to change the format from
.CSV to .XLS before you try to send it to IMRF.

To change the Excel worksheet from CSV format to an .XLS format go to File-Save AS (Office 2003)

Or Click on circle with Microsoft Office Symbol at the top left corner go to Save As. F12 works on all
version of Microsoft office.
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Save As

Save in: |[ﬁ Kristi's Documents vl @ -~ | X Ca EF-

D My Recent [Ch Acivity Sheet [Chulity biling
Documents (£ Class Handout EELGDC5312.05Y
(@ Desktop [C3) Client folder #=tlcLosz2010.C5v
— | |[C)COMSTRUCTION oy My Computer
B rl;)qgcuments [CDownloads Ecgrv‘ly Metwork Places
Mi CLocis fixes
] C:mpuber [CHMANUALS
. " [CMy eBooks
‘:i E;gﬁmm My Music
ﬁgl‘v‘ly Pictures
EM}-’ Videos
[ Mew Folder
[CMewsletter
E)onsibe
[CIPDF files
E)Symanbec
[ Tax forms
Chub

File name: |MRF5482.C5v

Save as tvpe: | csy (Comma delimited) (*.csv)
Excel Workbook {*, xdsx)

Excel Macro-Enabled Workbook (*.xsm)
Excel Binary Workbook {*. xIsb

Excel 97-2003 Workbook (. xls)

==

At the bottom of the SAVE AS screen you will see File Name and Save as Type. You can change the
File Name or leave it with the on Locis assigned it.

Save as Type: This were you change it from CSV format to .XLS format. Click on the arrow next to
box and scroll to .XLS format and select it. THIS IS REALLY IMPORTANT!!

Then click SAVE.
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Quarterly Payroll Reports

Data dir: C:AL7ADATY 1-866-LOCIS99 Last Updated: 12/01/2011

| =l :
E = -

Hire/Termination/Birth Date Report
Fire Pension Report

Police Pension Report

Monthly Board Feport

Savings Bond Purchases Ept

V/S/P/C/H Accural i
941 Listing PQL|

UAC Processing

Unemplovment Compensation List Sllpp()l’t 1-866-1.0cCcis99
Gather the T/C Data

Maintain the Quarterly U/C Data
Illinois Taxnet File Creation Utility 20

W2 Processing —

Wage and Tax Report WVisit www.Locis.com |
W2 Data Create
A2 Listing

W2 Maintenance @

W2 Printing

W2 Floppy createdlist for filing magnetica
Copy W2 data to a floppy disk

P
Publication Report -~ .
| > ;,
Friday December 9. 2011 Change | KRISTIW TO03 ‘ =

the Date

|

POL— 941 Listing (Quarterly)

L Quarterly 941 Report T03 Term Date: 12/09/11 Date: 12/09/11
Options Help

| Quarterly 941 Report

Report as of month and year Type of report

n December, 2011 n | [ Wisconsin format Proceed

[ Short format

List arder

v Socdial Security #
I Mame

[ Employee =

v Extended format

Favorite? [

Report as of month and year: Is the last month of the quarter you are reporting on.
1% gtr report i March
2" gtr report i June
3" gtr report i September
4™ qgtr report i December

This report has the quarterly Federal, State, Fica, and Medicare Wages and withheld taxes. This
report will help you fill out your 941 returns.
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PUC — Unemployment Comp List (Quarterly)

Data dir: C:A\L7WDATY 1-866-1LOCISS9 Last Updated: 12/01/2011

KRISTIW's Favorites -~
Locis
Uttility Billing
Payroll
+ Check Process
+ Miscellaneous Utilities
= Period End Utilities
Hirc/Termination/Birth Date Report
Fire Pension Report
Police Pension Report W Support 1-866-L.ocis99
Monthly Board Report
Savings Bond Purchases Rpt
ViS/P/C/H Accural -
941 Listing Jo
________U/C Processing __ Visit www.L.ocis.com |
S:;;Z;j ;Z&Zfzh U/C Data 3 Payroll Earnings Eatered s
¥ The Earnings Worldist was last ran on: 11/11/2011
Iinois Taxnet File Creation Utility Double Click here to refresh this list
W2 Processing
Wage and Tax Report
W2 Data Create

T[]

Friday December 9. 2011 Change KRISTIW TO03
the Date

&
¥
kS

L Quarterly Unemployment Report T03 Term Date: 12/09/11 Date: 12/09/11
Options  Help

| Quarterly Unemployvmert

Report as of month and year Type of report

n December, 2011 “ | [ wWisconsin format Proceed

[ Short format

List order
v Social Security =

[ Mame ISelect the monthfyear,list order,
land type of report and Click 'Print’
[ Employees = to produce a list of employees and
tax totals for the quarterly U,C
filing. Click 'Close' to exit the

v Extended format

Fawvorite? [

Report as of month and year: Is the last month of the quarter you are reporting on.
1% gtr report i March
2" gtr report i June
3" gtr report i September
4™ qgtr report i December

VILLAGE OF PARADISE

DATE: 12/09/11 QUARTERLY UNEMPLOYMENT REPORT (FROM 10/11 TO 12/11) PAGE 1
TERM: 12/09/11 Friday December 9, 2011

————— F E D E R A L ——————| —————- 5 T A T E -m—m——

GROS5 FUT UNEMPLOYMENT SUT UNEMPLOYMENT

S0C SEC NIM EMPLOYEE WAGES I WAGES TAX TAXABLE EXCESS I I WAGES TAX TAXABLE EXCESS
123-12-1234 cClark, R 3764 .80 3764 .80 734.74 .00 3764 .80 3764.80 179.77 3764 .80 .00
123-12-1234 Harten, Jack 2820.00 2820.00 420.94 .00 2820.00 2791.80 79.94 2791.80 .00
123-12-1234 Heffner, Norm 800.00 800.00 57.51 .00 800.00 800.00 27.49 800.00 .00
123-12-1234 Herges, Matt A 572.80 572.80 19.22 .00 572.80 522.80 12.60 522.80 .00
123-12-1234 Hunt, Alan 1216.00 1216.00 .00 .00 1216.00 1216.00 32.53 1216.00 .00

This report will help you fill out your State Unemployment Return.
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Other Monthly Reports

Data dir: C:A\L7ADATY 1-866-LOCIS99 Last Updated: 12/01/2011

| =]
=

Hire/Termination/Birth Date Report
Fire Pension Feport

Police Pension Report
Monthly Board Report
Savings Bond Purchases Rpt
WISPICH Accural

941 Listing

U/C Processing
Unemployment Compensation List S LlppOI’t 1-866-L.ocis99
Gather the U/C Data
Maintain the Quarterly U/C Data
Illinois Taxnet File Creation Utility

W2 Processing
Wage and Tax Report Visit www.Locis.com |
W2 Data Create
A2 Listing
W2 Maintenance

3 Payroll Earnings Entered
The Earnings Worklist was last ran on- 11/11/2011
W2 Printing Double Click here to refresh this list
&2 Floppy create/list for filing magnetica
Copy W2 data to a floppy disk
Publication Feport ~
| >

Friday December 9. 2011 Change KRISTIW TO03 ‘

|~

the Date

PFP — Fire Pension Report

PPP — Police Pension Report

PSR — S/Bond Purchases Rpt
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LiLocis 7 TO9 Data din: WNTADATAMOCISTADATAVGARYY 1-866-1LOCIS99

| |
#-Ttility Billing )
= Payroll

#-Check Process

#-Miscellaneous Utilities

28 Poriod End Utilities
~HirefTermination/Birth Date Repo
- Fire Pension Report

rFavorites o
LDochlgr
MEWIN
FER
TLT
WL

-~ Police Pension Report
- Monthly Board Report
- Bavings Bond Purchases Ept
VISIPICHT Accural ‘ Support  1-866-Locis99
941 Listing
C Processing U [ Fax1815.744 8182
~TInemployment Compensation List | 4000 W Jefferson Street
- Gather the IC Data [ Joliet, IL 60431

~Maintain the Quarterly T/C Data W )
~Illinois Taznet File Creation Ttilit; ‘VISlt www.Locis.com ‘

W2 Processing
~|Wage and Tax Report PWdIntered
W2 Data Create 12 Payroll Checks have been Caleulated
W2 Listing The Earnings Worklist was last ran on: 11/18/2009
W2 Maintenance Double Click here to refresh this list
W2 Printing
W2 Floppy createllist for filing mag+

| »

|~

Monday December 14,2009 Change
the Date

GARY TEST 7.0 T09 |

PWJ - Wage and Tax Report

@ Wage/Tax Report T67 Term Date: 11/28...
Options Help

Wage/Tax Report

This will report Employee Wages and Taxes

by Month or Year. Click OK to get started. Cancel I

Favorite? [

Click OK

[4 Wage/Tax Report T68 Term Date: 11/28... |
COptions  Help

[64 Wage/Tax Report

Would you like Annual Totals? (Click Mo for monthly)

Yes Mo |
[cel |

Favorite? [~

Click YES.
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@ Enter the Year

Enter the Year

Proceed

[ oroce=d |
Cancel

Enter the Year and dick 'Proceed':

Enter the Year and Click Proceed: 2011
Click PROCEED OR hit Enter

This report prints a detail listing of yearly earning and withholding for all employees which can be
used to verify W-2 processing.
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PYC - W2 Data Create

L. Create the W2 Data

Create the W2 Data

Create

.
Cancel

Enter the Calendar Year to Create the W2s =
for:

and dick 'Create’

Enter Calendar year200io create W26s f

L Create the W2 Data

L]
» | ) 30 W 2s created successfully.. . Click OK to validate the W2s.

Click on the OK button so the systemcanc heck the W2d&ds for consi stenc
listing.

This program creates a W2 working file.

You may create the file as many times as needed
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B W-2 Validation TO9 Term Date: 12/13/09 Date: 12/13/09 0]
Options  Help

W-2 Validation

Type Description | Print List |

Warning FTJORDE - 5 5 NUMBER CAMMOT BE '111111111','33333333...
Warning FPTMCKAD - 5 5 NUMBER CAMMOT BE '111111111', '33333333...

If you receive a message like this, go back into the Employee Master File and correct the errors.
After errors are corrected go back to W2 Create File. Begin the process again to make sure you have
all records corrected.
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PWL - W2 LISTING

¥ Create the W2 Data

@ Create the W2 Data

The validation had no critical errors, Would you like to print a listing of the W2 information now?

fes Mo

Click YES to proceed to the W-2 Listing Report

L W2 Data Listing

W2 Data Listing

List I
|Enter the Year to list the W2 information for:
= Cancel |

| and dick "List’

Enter calendar g0dlar to | ist W206s

This program will print a list of employees including their earning and tax data, page totals, and a
grand total.

Compare these totals to the totals on the Wage and Tax Report (PWJ) to verify that all employee data
transferred to the W2 report file completely and correctly.
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PWM - W2 MAINTENANCE- Payroll/Period End Utilities/ W2 Maintenance

G T12 =& ]
File Edit WYiew Help
& & BB
 EMPLOYER W2 MAINTENANCE FOR YEAR 2006 -
111111111
WVILLAGE OF LOCIS
4000 W, JEFFERSON ST,
ZMD FLOOR
JOLTIET IL 60431
L
01234567890 12/07/06
FRAMIC T, MCKAY
8157440011 B 22
8147448187
JANE@ANYTOWN, COM
) ZSSSTATENID 56666666666
0 e
99
L
0
R
Field#, AJIT, PUrge, Dletail, N)ext, R)emarks or E)nd _
Ready caps um fowr [ [ RD [
;jstart”J Olrhon...| 31 L...| @vaho..| Smyo..| Bice...|[g 112 G SO PP = [OIETsd  11:54 am

Enter the year 2011 Then Hit Enter

This program allows additions, changes, or deletions of employee W2 records.
The employer data maintenance screen is displayed and the year is requested.
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112

File Edit WYiew Help

=& %]

© HER

Ready

;jstart”J Olphone ... | 31 Loci... | @vahoor .| Samy pec... |[§ T12 Wcye PR...l |G SR EI D = DT 1225 pm

- EMPLOYER W2 MAINTENANCE FOR YEAR 2006 -
111111111

VILLAGE OF LOCIS

4000 W, JEFFERSON ST.

ZND FLOOR

JOLIET IL 60431

01234567890

FRANK 1. MCKAY
8157440011 B 22
8147448182
JTANE@ANYTOWN, COM

L
12/07/06

R 66666666666

Enter a 'l if there was third party sick pay.
Otherwise, enter "0,

Field#, A)11, PU)rge, D)etail, N)ext, R)emarks or E)nd 1%

caps m jove [ [ RD [

Field no. 19 must be entered.

f

you enter a 016 enteravalueinfidld289 you must

Page 35

al

SO



112 == x|

File Edit WYiew Help

© HER

- EMPLOYER W2 MAINTENANCE FOR YEAR 2006 -
111111111

VILLAGE OF LOCIS

4000 W, JEFFERSON ST.

ZND FLOOR

JOLIET IL 60431

L
01234567890 12/07/06
FRANK 1. MCKAY
8157440011 B 22
8147448182
JTANE@ANYTOWN, COM

R 66666666666

Ready CAPS Mum jowe | [ [RD [
;jstart”J Olprone ... | y#1 Loci... | @vahoot ... | My poc... ”Ec 112 B cve PR...l G SR Ed PRI Ed = [DET  1z:25pm

If you wish to add or change W2 data for an employee data type * DThen Hit Enter.

Then enter the employee number for the W-2 you wish to modify. Hit Enter.
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i T12 M=l E3

File Edt Yew Help

¢ FEBER
- EMPLOYEE W-2 MAINTENANCE FOR YEAR 2006 —
333221111
FRANK MCKAY MCKAY
100 MAIN STREET
JOLTET IL 60435
35000.00 9887.33 1
35000.00 7088.44
35000.00 1500.89 A
IL
35000.,00
901.00
Ready caps wom fowr [ [ RO [
mStart”J W CYE PROCEDURE 6.0-20...”& Tz &SP -2 1147 am

Enter the field number you need to change. For an example enter 01 if the SSN number is incorrect.
After you make the change hit the enter key.

If you are done making changesputan A E0 f or e n d Thiswlll bhing you leackttoearblank
Employee W-2 Maintenance Screen. Hit Enter.

Now your Municipality Information will appear on the W-2 Mai nt enance Screen.
and hit enter.

This will completely exit you out of the Employee Maintenance Screen.
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PWP - W2 PRINTING

L W-2 Printing

Are you printing the W-2's for 20117

Mo Cancel |

Click the appropriate answer

L W-2 Printing TO3 Term Date: 12/09/11 Date: 12/09/11

Options  Help

] oM RO

2011 W-2 Printing
Type | Description | Date Last Ran
Dot Matrix W2 form for wide carriage Dot Matrix Printer Mever F.
Laser W2 form four(4) to a page laser (8.5 by 11) 05/18/2011 P,
Dot Matrix  1099-R Mewer P.
Laser 1099-R. Mewver P.
Laser W2 form two(2) to a page laser (3.5 by 11) 01/26/2011 F.

Double Click the form you need to print

Double Click on your W-2 format
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TO SUBMIT YOUR IRS FILING VIA THE INTERNET, THE FOLLOWING PROGRAMS MUST BE

RUN:

W2 FLOPPY (PTF), W2 FLOPPY LIST (PFL).

0]

LLocis 7

IWonthly Board Eeport
Bavings Bond Purchases Rpt
VIBIF!/CIH Accural
941 Listing
TNC Processing
Tnemployment Compensation List
Gather the TIIC Data
MMaintain the Quarterly TVC Data
Illinois Taxnet File Creation Utilit;
W2 Processing
Wage and Taxz REeport 3
W2 Data Create
W2 Listing
W2 Maintenance
Wa Printing 13 Pavroll Earnin

Support  1-866-Locig99

Fax1-815-T44-81582
4000 W Jefferson Street
Joliet, IL 60431

‘ Visit www.Locis.com ‘

We Floppy createllist for filing magnetically

s Hntered
FTF|Calzulated

| j Favorites
LDwoclIgr
B8 Period End TTtilities 7 MEWIN
Hire/Termination/Birth Date Eepo PEM
Fire Pension Report M
Folice Pension Beport M

Copy WE data to a floppy disk The Earnings Worklist was last ran on: 11/18/2009
__ Publication Beport_______ Double Click here to refresh this list
Employee ¥YTD Disth Maint
Employee ¥YTD Disth List v
£ | b

Change

Wonday Decamber 14,2009 ‘ Tt

GARY TEST 7.0 T09 ‘

Display: W2 FLOPPY (PTF)

L. Create the W2 Disk

‘ Create the W2 Disk

Enter the Year to Create the W2 E-File for:

Cancel

E3
o |

and dick 'Create’

This program will create the file for the IRS. The file name is W2REPORT, and it will be in the LOCIS
DAT directory.

For single workstation users this is usually, but not always, C:\LOCIS\DAT\W2REPORT.

For network users this is usually, but not always, FA\LOCIS\DAT\W2REPORT.
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Display: W2 FLOPPY LIST (PFL)

% Create the W2 Disk

M Create the W2 Disk |
Ente

Press QK ko walidate the W2 data prior o creating Ehe File,

=g T

W Create the W2 Disk

b Create the W2 Disk E3 EE
[

Enter E

L

Would wou like ko print a liskting of the W2 E-File information now?

Yes Mo

and click 'Create’

This program will print the W2 information that was written to the file named W2REPORT, which is in
the LOCIS DAT directory. If you submit the IRS filing via the internet, you can send the file to the IRS
now.

W2' s Must be post magatiertb Ehpgldydes.2 01 2

IRS FILING MUST BE POSTMARKED 02/29/2012 OR EARLIER.

Page 40



REGISTRATION INFORMATION

Obtaining a PIN/Password

Must | get a Personal IdentificationNumber (PIN) before | submit my file?
Yes. If you have not previously registered, you must register for tax year 2010.
How do | get a PIN?

o0 Access the internet at http://www.ssa.qgov/employer/

o Call 1-800-772-6270 Monday through Friday, 7 a.m. to 7 p.m. Eastern
Standard Time

| f you have previously regi stesstheaveb an
site and change your password.

What information do | have to provide to get a pin?

1. The EIN of the company you work for. If you are a third-party submitter,
you need the EIN of your own company, not the EIN of the company for
which the wage report is being submitted.

2. Your Social Security Number (SSN).

3. Your name (first name, middle initial or name and last name) as shown on
your Social Security Card.

4. Date of birth

5. Your telephone number and E-mail address to contact you if we have a
problem processing your file.
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http://www.ssa.gov/employer/

You may also be asked to provide the following:
1. Your mailing address
2. Company name
3. Company phone number
4. Company address
How is my request approved?

They match your name, date of birth and SSN against their records and verify that
you work for the company that will submit the file.

If the information is verified, they issue a PIN immediately and mail you a
password that you should receive within 10-14 days.

If the verification fails, call 1-800-772-6270 Monday through Friday, 7 a.m. to 7
p.m. Eastern Standard Time.

Using a PIN/Password

0 Include the PIN in the submitter record you send them.

o Use the PIN and password for access.
(You must change your password the first time you use the system)

How do | use the password | receive?

0 Use the password with the PIN to logon to the system (see section VII).
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o If you do not use the system, save the password you receive.

When may | start using my PIN and password?
Starting December 1, 2003
How long may | use the PIN?

Indefinitely, if you change your password once a year.

Assistance

Who can | call if | have problems with registration?

Call 1-800-772-6270 Monday through Friday, 7:00 a.m. to 7:00 p.m. Eastern
Standard Time.
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To
Begin
2012
Payroll

Process



To Beqgin 2012 Payroll Processing

Set the terminal date to 01/01/2012 and run program PZP that will allow you to create all the

necessary files for 2012.

LiLocis 7 T0% Data dir: WNTZADATAM OCISADATAVGARYY 1-866-10CISS9

| [

+ TTtility Billing L
- Payroll

+-Check Process

+ Miscellaneous Utilities

+-Period End TTtilities

Payroll System Control Setup FPZP

Employee Inquiry
Emplovees Master
Employee Personnel Data

Deduction Betup Support 1-866-Locis99
Earning Setup

Earn/Ded"W-HLD Linkage Setup Fax1.515-T44.8182

L Interface Setup 4000 W Jefferson Street

Tax Setup Joliet, IL 0431

Emp Saving Bond Setup ]
Emp Special Pay Setup
Advance EIC Setup

‘ Visit www.Locis.com ‘

Favorites
LDocher
MNEWIN
FEM
It
W

Department Setup 13 Payrall Earnings Entered

+-Lists and Reports 13 Payroll Checks have been Calculated

+ IMREF Processing The Earnings Worklist was last ran on: 11/18/2009

+ FLBA Diouble Click here to refresh this list
+ Accounts Payahles
+- CGteneral Ledger v @
< ‘ >

Wondey Decernber 14,2009 ‘ t%galggtee GARY TEST 7.0 T09 ‘

[64 Payroll Setup

All the master files don't exist. Do you want to create all the Payroll master files for the year of 2012

Click on the YES button to create the files. Click on the NO button to not create the files and to exit

the program.

[64 Payroll Setup

Mew guestion for Calendar Year 2011...0o you want to copy Last Year's Fringe information from last year to the new year without any alterations to it?

Click on the YES button to copy the fringe information to the new calendar year, or click NO button to

so the fringe information is not copied to the new calendar year.
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The first page of program APZPO wil | be displ aye

[64 Payroll Setup T67 Term Date: 01/01/12 Date: 11/28/11 E”E|E|
Options  Help

‘ Payroll Setup for 12

Payroll Defaults

) Payroll Start Year Save/Close
Cty: [ IS State: [ ZipCode: [gpoon
- Century: Year:
Y 20 o7 Cancel
[ Print Employer Deductions: v AP Active: [ Separate Page for Deductions [ Pension P/R. [ Time Card Entry

Enter the default city which will be
used when new employee records are

Employee Rate 4.50 Wages 12740.00 . being entered.
Employer Rate 10.66 * Rate 7000

IMRF Rates State U/C Tax

Employee SLEP Rate an
Employer SLEP Rate a0

State ID = 21386512

G/L Account

Fund Length |2
Loc Start 4 LocLength |2

Act Start 7 Actlength |47

Fed EIM #: 363649391
Mext Void Reg #: 2
P/R. Print Cash G/L 01-00-111 CASH IMN BANK

Ded Print Cash G/L - CASH IMN BANK
01-00-111 Favorite? [~

Payroll Status

Magnetic FiIing| Review Data| Direct Dep, | Fringe Setup

Enter your current IMRF/SLEP Employee/Employer contribution rate, the new State UC rate and
State UC wage limit. Click the SAVE button to write the new rates. This process will:

1. Validate the setup of all employees in your payroll system. If the validation finds that
one or more of your employees are not setup properly, it will then ask you if you want to
print a validation report. Click the YES button to print the report. Click the NO button to
not print the report.

2. Upon completion of the setup validation, the program will update the applicable
employee master records with the new IMRF/SLEP and UC rates.

Click6Cl osed TO EXI'T PZP AND RETURN TO THE MENU.
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Update Tax Tables for the New Year

Data dir: C:\L7ADATY 1-866-LOCIS99

Check Process e
Miscellaneous Utilities
Period End Utilities

Payroll System Control Setup

Emplovee Inquiry

Emplovee Master

T e

Emplovee Personnel Data
Deduction Setup

Earning Setup

EarnDed™W-HLD Linkage Setup
G/L Interface Setup

Last Updated: 05/02/2011

7 Lazal Gavernment Computer and Informatlen Servles

Support 1-866-Locis99

Anmual FICANED] and Tax Setup

PAYROLL

Emp Saving Bond Setup
Emp Special Pay Setup
Advance EIC Setup
Department Setup

+- Lists and Reports

+ IMRF Processing

+ Time Card Processing

+- Accounts Payables

+- General Ledger b
< >

Tuesday November 29, 2011 Change
the Date

Visit www.Locis.com |

KRISTIW TO03

D
L

Program PIT is now PAYROLL on the menu it is called Annual Fica/Medi and Tax Setup.

This program has dependent allowance amount and the annual percentage method table for married
and single.

L Calendar Year Selection TO3 Term Date: 11/29/11 Date: 11/29/11 [2 |[0|[BX]
Options Help

Calendar Year Selection

I want to use 2009's informaton.
I want to use 2010's information.
I want to use 2011's informaton.
I want to use 2012's information.
I want to use 2013's information.

(FICa/MEDI and State /Fed Tax Rates)
(FICA/MEDI and State/Fed Tax Rates)
(FICaA/MEDI and State /Fed Tax Rates)
(FICA/MEDI and State/Fed Tax Rates)
(FICA/MEDI and State/Fed Tax Rates)

A P U R P P P P P P P P P P P R P P P P P U U P U U P

Double Click here to maintain the Tax Tables manually.

You can update the Federal and State of lllinois tax tables, and allowance amounts in one of two
different ways, either automatically or manually.

To update automatically click on the year you would like to download. Not only will the tax tables
download so will the Medicare and Fica rate.

To update them manually, precede to the section below titted MANUAL UPDATE OF TAX
TABLES/ALLOWANCE AMOUNTS
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MANUAL UPDATE OF TAX TABLES/ALLOWANCE AMOUNTS
PAYROLL TAX SETUP

L Calendar Year Selection T03 Term Date: 11/29/11 Date: 11/29/11 = |[0|[X]
Options  Help

Calendar Year Selection

Return |

I want to use 2009's information, (FICAMEDI and State/Fed Tax Rates)
I want to use 2010's information. (FICAMEDI and StateFed Tax Rates)
I want to use 2011's information. (FICA/MEDI and State/Fed Tax Rates)
I want to use 2012's information. (FICAMEDI and State/Fed Tax Rates)
I want to use 2013's information. (FICAMEDI and State/Fed Tax Rates)

Double Click here to maintain the Tax Tables manually,

< ?

DoubleCl i ck were it say Adouble click her to maint a

L Payroll Tax Setup T03 Term Date: 11/29/11 Date: 11/... [= |[C1|[X]
Options  Help

Payroll Tax Setup

[ Federal Tax [ state Tax
Proceed
[ City Tax

[ Allowances

This program is used to setup or change tax and
exemption allowance amounts. Clidk the type of

information you want to enter and Click Proceed, Click View Tables
'Close’ to exit this program on Lods
Website
Favorite? [

To update the FEDERAL allowance amount, click on the box titted ALLOWANCES, and then click on
the PROCEED button.
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Now click on the box titled FEDERAL or STATE. The following display will now appear:

: "::fPa',rru Withholding Allowance Setup T12 Tern - x
I Il Withholding All 0
Cpkions  Help
|
i Payroll Withholding Close
: v Federal [ state [~ Ciky DR
|
I
!
| Fraom To Allowance Armounk e
|
|
Mew Line
Seq From To Allowance amount
1 1 99 200,00
allowance lisk,
4| ILI Favorite? [

Double left click on the existing allowance amount line to bring it up in the edit area.
Change the allowance amount and then click on the SAVE button.
Before closing the State allowance can also be changed at this time.

Click on the CLOSE button to return to the main screen.
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M payroll Tax Setup T12 Term Date: 11,/14/05 Date: 11714 =] 4|
Cptions  Help
Payroll Tax Setup
Proceed
[ Federal Tax [ State Tax Clase
[ City Tax [ allowances
& ki
of
oceed, Click Download
From Locis
Favarite? [

To change the Federal tax tables, click on FEDERAL TAX, and then click on the PROCEED button.
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Click on SINGLE to change the single table. Click on MARRIED to change the married table. After
you select a table a display similar to the following will now appear:

EPayrull Federal Tax Setup T12 Term Date: 11/14,/05 Date: 11,1405 il
Cptions  Help
Payroll Federal Tax Setup _ o |
Delete Al |
v single [~ Married
Wages Incorne kax
Over Eut nok owver Base amount  Percentage  of excess aver
I I I I Save |
Mew line |
Seq | Over | Buk nok over | Base Tax | Percent | Excess |
1 .00 250,00 .on .00o .00
2 2650,00 500,00 an 10,000 2650,00
3 Q300,00 31500.00 715.00 15,000 Q300,00
4 31500.00 69750.00 3970.00 25.000 31500.00
5 59750.00 151950.00 13532.50 28.000 59750.00
& 15195000 328250.00 36548.50 33.000 15195000
7 328250.,00 2999999,00 A4727.50 35.000 328250.,00
Favarike?r [

To change a line, click on the line to bring it up in the edit area. Make your change, and click on the
SAVE button. To add a new line, click on the NEW LINE button, enter the information into the boxes,
and then click on the SAVE button.
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Program PDS will be used to change the FICA and MEDICARE tax percents and limits.

h /R Deduction Setup T12 Term Date: 11/14/05 Date: 11/14/05 - |EI|5|

Cptions  Help

Deducton Cace  [Ficar | P/R Deduction Setup
Close |

Ded Type IS - standard vl Emnployee Maint. as of 11j05

Check Description I EMPLOYER FIC &

Yendar ID I BANE |JOLIET BAMK

[ Issue Check [~ Emplovee Paid [ Tax Exempt

Earning I o000, oo Add3ave
Lirnik

Deduction I &, 2000
Percent

El

Print List
Zode | Twpe | Descripkion | ‘endaor | Issue | Emp Paid | Tax Exmt I Earning Limit | Ded % | -
4K K PEBSCO ACODZ A E ¥ .00 0000 =eloct 5 Code From the
BFLAC O INS DED 77777 B E ¥ .00 0000 | | “haktom to edit or dick
aUTO O ALTO ALLOW A5100 S E ¥ .00 0000 s g
CHUS1 O CHILD SUPPORT AMPAG o E M .00 0000
P O CAFATERIA PLAM AC00Z o E N .00
EMPPD O EMP PAID ABCHL o R M .00
ERIRA R EMPLOYER IRA ZZZZZ & R Y .aa
| FICAE 1 FICA EAMNE & E N 20000, 00
S YER. FIC & N Q000,00
I FI{ 3 FIT EAMNE & | E N .an 0000 _Iv
4 3

Favarite? [

After changes have been made and saved to the deduction master record the following display will
appear.
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| Deduction Setup T12 Term Date: 11/ 10 x|
Dptions  Help
Deducton Code  [FiCaR P/R Deduction Setup
Close |

Ded Type |5 - Standard vl | Employes Maint, as of 1105
Zheck Descripkion I EMFLOYER FICA
Wendar 1D | BAMNE |JOLIET AN
[~ Issue Check [ Employee Paid [~ Tax Exempt
E.a".';'i""; ‘ 'R Deduction Setup 5' addfSave |

imi -

) The Earnings limit or deduckion %% has been changed. Do you want the Employes Mastet file
Deduction
updated now,
Percent
Yes Mo |
Prink Lisk |

Code | Type | Description | Wendar | Issue | Emp Paid | Tax Exmt | Earning Limitl Ded %l -

4 K PEBSCO ACOOZ A E ¥ .00 .0000 =eloct & Coda From the
AFLAC O TS DED 72727 A E ¥ .00 0000 | | “battam to edit or dick
AUTO O ALITO ALL O 45100 & E ¥ .00 0000 Tz (D) Eeals G
CHUS1 ol CHILD SUPPORT AMPAG & E M R} qauiul]

P 0 CAFATERIA PLAN AC002 o E Y R} qauiul]

EMPPD 0 EMP PAID ABCHU o R M R} qauiul]

ERIRA R EMPLOYER IRA ZEZEZ o R Y aa Q000

FICAE 5 FICA, BAME o, E M Q0o00.00 6,2000

FICAR 5 EMPLOYER FICA BAME o, R M 100000,00 &,2000

FIif 5 FIT BaME ) | E M 00 .DDDD_ILI

1 »

Favarite? [~
Click 6Yesd to update employee deduction
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