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Your Vertex representative will help you set up your payroll functions. The instructions in this section should be used if you need to add or modify a payroll control or payroll posting group, or modify your Payroll Translation table. If you have any questions about setting up a payroll function, please call Vertex Customer Service.
Payroll Terms
Before you begin, you should understand the following payroll terms:
Payroll control: Payroll controls define all amounts or hours that are tracked through payroll, including earnings, hours, paid hours, deductions, and pretax deductions. They determine the contents of an employee’s payroll. Payroll controls are assigned to employees. Once a payroll control has been assigned to an employee, it becomes an employee payroll control and can be changed.
Payroll control group: Payroll control groups are a way to group payroll controls and simplify the process of assigning payroll controls to employees. You can create as many payroll control groups as you need and can use multiple groups to assign payroll controls to the employee.
Payroll rate code: The payroll rate code links the payroll control to the Employee Rate table. For each employee, the effective date and amount of the payroll rate are entered in the payroll rate code. This is the rate used to calculate the amount for each payroll control. For example, The Earn Reg payroll control is assigned a payroll rate code of Regular. Employee 1 has a Regular pay rate of $8.00 per hour, while Employee 2 has a Regular pay rate of $12.50 per hour.
Base amount: The base amount defines the calculations used for the payroll control. It selects the payroll controls used to calculate the payroll control that the base amount applies to.
Payroll posting group: Payroll posting groups are used to match a payroll control to a general ledger account. Payroll posting groups are assigned to the payroll controls on the payroll control card. The posting group can be changed when the payroll control is assigned to an employee.
Payroll Translation table: The Payroll Translation table maps the payroll transactions imported from Client
Payroll Manager to the correct payroll controls, payroll posting groups, and dimensions in the accounting system.
Wage allocation: Wage allocations can be used to automatically allocate expenses for staff wages to multiple dimension combinations. The expenses are allocated to the dimension combinations on a percentage basis. Wage allocations can be used to allocate wages on any payroll control, but is most often used for earnings controls, such as Hourly Earnings, Salary Earnings, and the controls for employer contributions. The Wage Allocation function does not allocate to different general ledger accounts, only to different dimension values.
Payroll expense distribution: Payroll expense distribution can be used to distribute deductions and employer expenses based on the percentage of earnings charged to each dimension combination. For example, if an employee’s earnings are charged to two departments, 70% to one and 30% to the other, you can use the payroll expense distribution feature to also charge employer Social Security, employer Medicaid, and employer 401K expenses proportionately to the two departments. 
Setting up Payroll Controls
Create a Payroll Control
Payroll controls define all amounts or hours that are tracked through payroll, including earnings, hours, paid hours, deductions, and pretax deductions. They determine the contents of an employee’s payroll.
The easiest way to create a new payroll control is to copy a control of the same type (earnings, hours, paid hours, deductions, pretax deductions). A common reason to create a new payroll control is because an employee moved to a new city that requires local taxes be deducted.
Payroll controls can be complex. If you need help setting up a new control, please call Vertex Customer Service.
1. In the Search box type Payroll Controls and select the related link.
2. Select a payroll control of the same type as you are trying to create; then on the Home tab, Manage group, select View.
3. On the Actions tab, General group, select Copy. Important: Do NOT change the existing control. 
4. The Copy Payroll Control pop up opens. Enter the name for the New Payroll Control. Note: New controls should follow the pattern of your existing controls. For example, earnings payroll control codes should start with EARN. 
5. Important: Make sure the card for your new payroll control is the one that is actually open. You can either go back to the main list and select it or check your screen header which shows which control you have open. 
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6. With the new payroll control open, on the General FastTab, enter a new name for payroll control in the Name field.
7. Review all other fields on the General FastTab to make sure they are correct for your new payroll control. Most fields stay the same for each control type. 
Note: The Edit Status field shows whether a payroll control can be changed. Only payroll controls with an edit status of User Defined can be changed. Other payroll controls can be copied to create new controls or they can be changed by Vertex. Only Vertex can change the edit status of a new control.
8. On the Calculations FastTab
a. In the Net Pay Test field, select whether you want the system to ensure that the employee’s net pay does not become negative as the result of a calculated payroll control. If no test should be done or if the payroll control is not calculated, select Do not test. If this payroll control is calculated, and you want the system to ensure that the employee's net pay does not become negative as a result, select of the following:
· If you want the calculated amount to be adjusted to prevent negative net pay, select Test and adjust amount.
· If you want the amount by which the net pay becomes negative to be transferred to another payroll control for tracking and possible repayment, select Arrears tracking. In the Arrears Payroll Control field, select the alternate payroll control.
Select the Tax Form Classes
Set up this section, if the earnings, deductions, or expenses generated by the payroll control must be reported on one or more tax forms, such as 940 or W2. These instructions assume you have the new payroll control open and available to edit. These are the original instructions updated for navigation, however, I think more is needed here after seeing the setup. Unfortunately, I don’t know how to complete the fields. 
1. On the Navigate tab, Pay Control group, select Tax Form Classes.
2. In the Tax Form Code field, select the tax form class that applies to this payroll control. The list show the applicable classes for the selected tax form. 
3. In the First Date Effective field, type the date that the tax form class code becomes effective for this payroll control.
4. When all of the tax form codes have been added, click the OK button to close the window. 
Change the Method Lines
These instructions assume you have the new payroll control open and available to edit.
1. On the Navigate tab, Calculation group, select Calc Method. 
2. In the Effective Date field, enter the effective date for the calculation method. 
3. In the Description field, type a description of what the new control will do.
4. On the Navigate tab, Process group, select Steps.
5. If you need to change the base amount or add a new method line, please call Vertex Customer Service.
6. If the method line has a payroll rate, you must add a new Payroll Rate Code. The Payroll Rate Code links the payroll control to the Employee Rate table.
a. In the Payroll Rate Code field, click on the pull down menu to open the Payroll Rate Codes table. 
b. Select New in the lower left of the pop up box to add a new record.
c. In the Code field, type a code for the new rate code.
d. In the Description field, type a description of the new rate code.
e. Click OK.
7. If the method line has a bracket code, you may need to add a new bracket code or change the bracket details.
a. In the Bracket Code field, click on the pull down menu to open the Brackets window.
b. If you want to add a new record, select New in the lower left corner of the pop up. 
c. Enter a new bracket code and complete the other fields in the table. To see instructions for completing a field, move to the field and press F1.
d. If you want to change the bracket details on the existing record, select the line with the most recent effective date.
e. NOT FINDING E AND F ON THE SCREEN….Click DETAILS (at the bottom of the window). The Bracket Details window opens.
f. Complete the fields in the bracket detail line. To see instructions for completing a field, move to the field and press F1.
g. Close the windows to return to the payroll control card.
Add the Payroll Control to the Calculation Orders
You must add the payroll control to the master calculation order and in any other calculation order to which it applies.
To Add the Control to the Master Calculation Order:
1. In the Search box, enter Calculation Order and select the related set up link.
2. Select the line that has a check mark in the Master Order field. 
3. On the Navigate tab, Order group, select Calculation Order Controls.
4. Select (highlight) a control of the same type as your control. For example, if you are adding an earnings control, select another earnings control.
5. On the Home tab, New group, select New. 
6. In the Payroll Control Code field, select the new payroll control.
7. Click on the Ok button. The system will automatically update the Another Order Uses and the Master Order columns. 
To Add the Control to a Calculation Order that is not the Master:
1. In the Search box, enter Calculation Order and select the related set up link.
2. Select the calculation order to which you want to add the payroll control.
3. On the Navigate tab, Order group, select Calculation Order Controls.
4. On the Home tab, New group, select New. (The order does not matter in this set of instructions.
5. In the Payroll Control Code field, select the new payroll control. 
6. Click on the Ok button. The system will automatically update the Another Order Uses and the Master Order columns. 
Add the Payroll Control to the Appropriate Payroll Control Groups
If you use payroll control groups, add the new payroll control to the appropriate groups. See Create Payroll Control Groups steps 5-10.
Assign Payroll Control to Employees
Assign the payroll control to any existing employees to which it applies. See Assign Payroll Controls to Employees.
[bookmark: _GoBack]Hint: Even if you assign the new payroll control to a payroll control group, you must still assign it to any existing employees. As a shortcut, you can create a new group that contains only the new payroll control and then use the group to assign the payroll control to multiple employees at the same time. You can also add the payroll control to the appropriate groups so that it is included when you set up new employees.
Create Payroll Control Groups
Payroll control groups are simply a way to group payroll controls so that a number of controls can be assigned to an employee in one step, rather than having to assign each control individually. You can use payroll control groups to assign payroll controls to more than one employee at the same time.
You can set up as many payroll control groups as you need. For example, you may want to set up a payroll control group for your federal base controls and another for your state base controls. You may want to set up payroll control groups for each locality that includes the local base controls.
1. In the Search box, enter Payroll Control Groups and select the related set up link.
2. On the Home tab, New group, select New.
3. In the Code field, type an alphanumeric code for the payroll control group.
4. In the Name field, enter a descriptive name for the group.
5. With your group highlighted, on the Navigate tab, General group, select Pay Controls.
6. In a blank or new line, in the Payroll Control Code field, select the payroll control you want to add to the group. The name of the control is shown in the Pay Control Name field.
7. In the Monthly Schedule field, select how often the payroll control should be used.
8. In the Payroll Posting Group field, select the payroll posting group that should be used for this control. The payroll posting group can be changed on the employee card when the control is assigned to the employee.
9. After all the payroll controls have been added, close the Payroll Control Group Controls window.
10. In the Payroll Control Group window, the Payroll Controls field shows the number of controls assigned to the payroll control group.
For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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