Frequently Asked Questions
How to Run a Non-Scheduled Payroll

How to Run a Non-Scheduled Payroll

Module: Payroll Module Administration
Screen: Pay Dates Definition Screen

1. Select “New”

2. P/R Schedule - NOSCH

3. Pay Date - Date of payroll (date to appear on check — do not use the same date as a
regular payroll)

4. Run Date - Leave blank

5. Pay or Month — (1%, 2™ etc.)

6. Select “Save” to add the new record
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Modules Screens Records Reports Tools SetUp Operations Administrative Help Edit Exit
Mext [ New | [ save | [ mark | [ Prnt | [ Send |

+ Payroll Pay Dates Definition Screen Payroll System... El@l X
Pay Date Definition
# P/RSchedule PayDate Run Date Fay of Month
[ 14| nosor -rvori2008 | 14 I1]
Browse List of Payroll Date Records [ALT +1/8LT +0 to enter/exit]
ki P/R Schedule PayDate Run Date Pay of Month =~
4[BIWK 04/11/2008 04/09/2008 1
5[BIWK 04/25/2008 04/2412008 2
G[BIWK 05/09/2008 05/07/2008 1
7[BIWK 05/23/2008 0512112008 2
8[BIWK 06/06/2008 06/04/2008 1
9[BIWK 06/20/2008 06M8/2008 2
10(BIWK 07/03/2008 07i01/2008 1
Ol 74[noscH 071112008 |/ / 1
11[BIWK 071812008 11 2
12[BIWK 08/01/2008 1 1
v
Papadate [HPapadate] Record: 14714 Record Unlocked MUK
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Module: Payroll Employee Records
Screen: Employee Master Setup Screen

7. Check/Direct Deposit - Change to Check, if desired. Normally, nonscheduled payroll runs
are intended to be paid via check (as opposed to direct deposit).
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Modules Sceens Records | Reports Tools Set-Up Oy Administrative Help Edit Ext
[Previous] [ Mext | [Browse ] [ Find ]

Peemmast [HlPeemmast]

i Employee Master Setup Screen

Payro... E”El X
55N I:l Mame [LF.M) | pLck . REBECCA Building I:l

Emploves Demographic Infarmation

Street Address |3675 | |[KEMBROOKE COURT

City, State and Zip  [KALAMAZOD

| [ ] [ss00s ||

Miscelaneous Controls

P/R Scheduls Bl - Biw e

Payioll Check / Direct Deposit Data
Check/Direct Deposit | C - Check -

(Organization
Tranzaction Type 22 - Checking %

Acet No. 123456789 |

Earrings Code
‘Workers Comp.
Advance EIC [ flank) ]
Last Payroll
Adjustment Code l:l

Federal Income Tax
Filing Status

Exemptions
Additional Withho\d\ng

State Income Tax

State Abbreviation Ml - Michigan s
Exemptions
Additional Withholding

MPSERS Infomation

Retirement Plan @
‘Wage Code o1 M
ORS Class Code 1630 -
Frequency of Pap

Rate of Pay
‘Wage Exception

Local Income Tax

City Tax Code l:'
Exemptions :
Adtional Withholding 0,00

Record: 1/750

Record Unlocked

MUK

Module: Payroll Employee Records

Screen: Primary Contract (or Additional Contract, One-Time Posting, etc.)
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8. Using the screen(s) appropriate to the pay (i.e. Primary Contract, Additional Contract, One-
Time Posting, etc.), enter the non-scheduled gross pay in an Amount field (New or 1-
Time).

9. Under Contract Controls, in the Schedule field, enter NOSCH.

10. Save the record.
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Modules Screens  Records | Reports Tools SetUp Operations Administrative Help Edit Exit
Nex

‘ Primary Contract / Salary Screen Pay.. [T”El X

55N D Mame [LF.M) | pLck HEEEEE‘A -Bulldlngl:l
D escription \122TASS\S Service Pays
Payroll Figures Contract Figures MPSERS Information
Amont 75263 Amount 16557 04 Earnings Code Y17
MNew Amount RO0.00 Mew Amount 993 Begin Date 08413/2007
1-Timne Armnount 9499 Earnings 15052 53 End Date 06415/2008
Deduct Amount 0.oo Deductions 225789 ORS wage Code o w
Balance 1505.26 Service Units * Paps £1.00] * E
ORS Class Code 1630 =
Marmal Digtribution - 1-Time Distribution Cantract Controle Additional ‘Wage Codes in Payroll Amount
ASN Percent ASM Percent Code 1-v Amount -m]
21406 |[ 10000 [ || 8.33] | Contracted? Contracted v | b -
I:l 0.00 I:l 999/ | | Zero Eamings? El
I oo [ [ ss) | TemnaePa? [F | o Amount 00|
Begi Erd
[ J[ ool [ 1 -839|| | PR Schedule NOSCH -No »
l:l 0.00 l:l -9.99| | | Payment Frequency [ = all pays E: v | Code 3| | Amount 0.00]
[ [ woo] [ 1 g | Diideby# 1 Begin | 4/ End [ ;¢
Peemmast [HlPeemmast] Record: 1/750 Record Unlocked MNLIM

Module: Payroll Module Administration
Screen: Payroll Module Control Screen

11. Balance Schedule field — Enter NOSCH
12. Payroll Run Schedule field — Enter NOCH
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Modules Screens Records

Reports Tools SetUp Operations Administrative Help Edit Exit

+ Payroll Module Control Screen Payroll System ... :”El X

Organization Name, Address, ete Additional Mandatory Codes
Organization VaN BUREN S0 1504612 S.5.4 PIN

Department Ca-RT l:l 554 Cantact Methnd@l
SteetAddress | 490 South Paw Paw St Federal Tax 1D 123456783 |
City, State & Zip | Lawrence | @ l:l Michigan Tax 1D
Contact Name Bornie Brewer | Indiana Tax 1D l:l
Phone Number | (268] 574-8091 WisconsnTaxlD ||
Féx{ Mumber m ORS Unit Mumber MESC Account 3
Email &ddress [ ||| ACH Qrigin Org
Dir. Dep. Sender | | T

Payroll Controls Register Filz Active Perinds
Balance Schedule Qir:[ 3 |Fis. ¥r._2008[Cal. ¥t

Balance Order £ - Alphabetic % || | P/R Sched /Date| Biwi || 07/03/2008 | | Date PeriodicT atals set to Zero

Payroll Run Schedule m‘ File Date/Time ,m”ﬁ‘ Q| o Fis. .| 06/26/2008
Payrall Aun Date 27 ] Motes Ot 2{ngs07/2008 | Cal'ri | # ¢
Mext Check number ||| G 3{06/26/2008
Mext Deposit number El F Q. 4
Pamodecon [HilPamodeon) Record: 141 Record Unlocked MLIR

13. Run the Pre-payroll Balance reports. (Note: Deduction/Contribution reports will be
incorrect on the pre-payroll reports. Only the Gross should be correct.)

14. Run the payroll.

15. Run the After-payroll Results reports. (Note: If you have pre-calculated taxes, enter
them in the Payroll Employee Tax Control screen before you run the payroll.)

16. Remember to change the Check/Direct Deposit information (on the Employee Master
Setup Screen) back to the normal code used for bi-weekly payroll runs.
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