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Creating Payroll Control Schedules
Payroll control schedules are used to create horizontal payroll reports. Standard Financial Manager payroll reports are vertical, and can be very lengthy. The reports created using payroll control schedules are shorter and easier to read.
To create a payroll control schedule you must create the column layout. The column layout adds the column headers and determines what payroll information is reported for each employee. Vertex has already created four report skeletons. Report skeletons format the employee information that form the lines in the report. When you print the report, you match the column layout you created to one of the report skeletons.
Report Skeletons
Vertex has created four standard skeletons that can be used with any column layout you create.
Payroll Check Register: The Payroll Check Register is a posting register that shows the detail, including the check number. The skeleton includes columns for employee number, check number, and (optional) employee name. You can add up to six additional printed columns in your column layout, plus an unlimited number of hidden columns.
Payroll Check Reg., Landscape: The Payroll Check Reg., Landscape is the same as the Payroll Check Register, except it prints in landscape format and allows up to 10 additional printed columns.
Payroll Schedule: The Payroll Schedule is an employee summary report for a specified date range. The skeleton includes columns for employee number, (optional) employee Social Security number, and (optional) employee name. You can add up to six additional printed columns in your column layout, plus an unlimited number of hidden columns.
Payroll Schedule, Landscape: The Payroll Schedule, Landscape is the same as the Payroll Schedule, except it prints in landscape format and allows up to 10 additional printed columns.
Create a Column Layout
The column layout determines the payroll information that is printed for each employee.
1. In the Search box enter Payroll Control Schedule and select the related link.
2. In the Name field click on the pull down arrow to open the Pay Control Schedules list. 
3. On the Home tab, New group, select New.
4. In the Name field, give the new report a name. 
5. In the Description field, further define the report. 
6. Click OK to close the Pay Control Schedules list.
7. In the Payroll Control Schedule, click in the first field of the first column. The grid is emptied so you can create the new report.

At this point, each row you add to the Payroll Control Schedule becomes a column in the report. You can add up to six printed columns (in addition to the default columns) in portrait layout, or up to 10 printed columns in landscape layout. Hidden columns do not count in the total number of columns that can be printed.
8. In the Column No. field, type a code to identify the column. This code is used if you create formulas that use the values of other columns in the calculations.
9. In the Column Header field, type the text you want to appear as the column header on the report.
10. In the Column Type field, select the type of column you are creating. 

If you want to create a mathematical formula that calculates the value from the values of other columns, select Formula. Type the actual formula in the Formula field (for example, Col 1 + Col 5). For more information about creating formulas, click in the field and press F1.

To return a value from a payroll control, select Payroll Amount. The value is shown in the same units as the payroll control (hours controls return hours, earnings controls return dollars).

To show the amount the tax calculated by a payroll control is based on, select Taxable Amount. For example, the tax type payroll control calculates a tax of $100 from a base of $1000, Show the tax amount of $100 by setting up a column with Payroll Amount in the Column Type field. Show the $1000 base by setting up a column with Taxable Amount in the Column Type field.
11. If negative values should appear as positive values, select the Show Opposite check box. Normally you will select the check box on all lines except those that show earnings and hours.
12. In the Show field, select whether the column should be shown, shown when positive, shown when negative, or hidden.
13. Use the filter fields to specify which payroll controls are used to calculate the value of the column. The sum of the selected payroll controls becomes the value for the column.

The filter fields limit the payroll controls selected for the column. All of the filters correspond to fields in the Payroll Control List. You will normally only use one or two filters to limit the payroll controls selected.
· The Type Filter limits the payroll controls to those with the selected payroll control type (earnings, income tax, deduction) in the Type field of the Payroll Control list. You will almost always use this filter as it makes it easier to find the values in the other filters.
· The Name Filter limits payroll controls to those with the selected name in the Name field. When Vertex set up your payroll controls, we used a standard naming convention. For example, city income tax payroll controls for all localities could have the value City Income Tax in the Name field.
· The Government Type Filter limits the payroll controls to those with the selected Federal, State, or Local type in the Government Type field.
· The State Filter limits the payroll controls by state.
· The Tax Form Class filter, limits the payroll controls to those with the selected tax form class (W2, 940) in the Tax Form Class Code field.
· The Payroll Control Code Filter limits the data to specific payroll controls.
In most cases, you will specify a single element in the filter (one payroll control type, one tax form class). You can also specify a multiple elements or a range of elements. Select the first element in the filter. Then, click  [image: ]. This time the selection shows mathematical expressions. Select the correct expression, normally Range or Or; then click OK. (Never select And as the mathematical expression.) Now you can click [image: ] again to select the second element or other side of the range.
Note: Any time you clear a value from one of the filter fields, click in a different field; then click in the cleared field before selecting a new value.
Example of selecting a single type of payroll control:
In the Type Filter select Earnings. The values of all payroll controls with Earnings in the Type field in the Payroll Control list are totaled to create the value for this column.
Example of selecting a single payroll control:
1. In the Type Filter select Earnings. (This step is not required, but it makes it easier to find the control that you want.)
2. In the Payroll Control Code Filter, select one of the earnings payroll controls. If you open the Payroll Control List, only the payroll controls with the Earnings type are listed.
Example of selecting two payroll controls:
1. In the Type Filter select Earnings. (This step is not required, but it makes it easier to find the control that you want.)
2. In the Payroll Control Code Filter, select one of the earnings payroll controls. If you open the Payroll Control List, only the payroll controls with the Earnings type are listed.
3. In the Payroll Control Code Filter, click [image: ] [press F6] again. The list of mathematical expressions opens.
4. Click the Or option; then click OK.
5. In the Payroll Control Code Filter, click [image: ] [press F6] again. This time the Payroll Control list opens.
6. Select a second earnings payroll control. Click OK.

The value of the column is the sum of the two selected earnings controls.
Example of selecting a group of payroll controls by name:
1. In the Type Filter select Income Tax. (This step is not required, but it makes it easier to find the control that you want.)
2. In the Name Filter, click [image: ] [press F6]. Select one of the payroll controls with City Income Tax in the Name field. Only the payroll controls with the Income Tax type are listed. Click OK.

The value of the column is the sum of all income tax controls named City Income Tax.
Print a Payroll Control Schedule Report
1. In the Search box, enter Payroll Control Schedules and select the related link.
2. Select the pull down arrow in the Name field to select the report you want to print. 
3. On the Home tab, Functions group, select Print.
4. On the Options tab
a. Select an option for the Employee Name Option.
b. Choose how you want to see Negative Amounts. 
c. Choose how you want to see Negative Percents.
d. If you want to Display SSN/SIN check the box. 
5. In the Pay Control Schedule tab
a. Use the Name filter to select the column layout you want.
b. [bookmark: _GoBack]In the Date Filter, type a date or date range for the report. (You may need to add the Date Filter to the report request window.)
c. Add other filters as required.
d. Click Preview or Print. 
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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