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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 
 

 

 
 



Payroll Review 

8/25/2011 

Payroll review                                                                    Page 13 of 48 

 

 

NOTES 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Payroll Review 

8/25/2011 

Payroll review                                                                    Page 14 of 48 

 

 

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 
 
 
 
 
 


