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Overview of creating payroll ledger lines
Financial Manager creates payroll ledger lines by combining the information in payroll controls, the information in posting groups, and dimensions.
· The payroll control determines if the payroll ledger lines are posted to general ledger. The posting group from the appropriate employee payroll control is used to determine the general ledger accounts. The posting group can be overwritten.
· The payroll control contains the steps used to calculate amounts if the control is a calculated control.
· By default, the employee dimensions are used with payroll controls for earnings, employee deductions (including taxes), and employer expenses. The dimensions can be changed. Earnings can be allocated across multiple dimension combinations. Deductions and expenses can be either allocated or distributed across multiple dimension combinations.
Consumer employees
Payroll transactions sent from Client Payroll Manager contain hours, earnings, and a pay type. The pay type translates to an hours control and an earnings control in the Financial Manager payroll journal. The hours control includes the number of hours. The earnings control contains the number of hours and the dollars. Note: Some transactions, such as those for overtime or subsidy payments do not have hours. In this case, the pay type translates to an earnings control that has an amount, but no hours. There are no hours control.
The earnings controls designate a payroll posting group, which determines which general ledger accounts are affected when the control is posted. The posting group can be overridden by an entry in the Payroll Translation table.
The earnings controls use the employee dimensions, unless the dimensions are overridden by an entry in the Payroll Translation table. Earnings can also be allocated to multiple dimension combinations, using the Wage Allocation feature. The earnings are allocated by employee based on a preset percentage of total earnings.
The payroll controls for employee deductions (including taxes) and employer expenses are calculated using the earnings controls and rates from either the Rate table, Tax Authority Info table, or Other Authority Info table. The deduction and expense controls use the posting group and the dimensions from the employee payroll control. Deductions and expenses can be allocated using the Wage Allocation feature or they can be distributed. The payroll expense distribution feature distributes the payroll controls based on the percentage of earnings charged to each dimension combination.
Staff
Hour controls are normally entered directly into the payroll journal and Financial Manager calculates the earnings controls using the Rate table. Alternately, the earnings controls and hours can be entered into the time journal and Financial Manager calculates the earnings using the Rate table. The lines in the time journal are posted to the payroll journal.
The earnings controls designate a payroll posting group, which determines which general ledger accounts are affected when the control is posted.
When entered into the payroll journal, the earnings controls use the employee dimensions. When entered into the time journal, earnings controls can use either the employee dimensions, job dimensions (if you have the Job Manager granules), or manually entered dimensions. Earnings can be allocated to multiple dimension combinations, using the Wage Allocation feature. The earnings are allocated by employee based on a preset percentage of total earnings.
The payroll controls for employee deductions (including taxes) and employer expenses are calculated using the earnings controls and rates from either the Rate table, Tax Authority Info table, or Other Authority Info table. The deduction and expense controls use the posting group and the dimensions from the employee payroll control. Deductions and expenses can be allocated using the Wage Allocation feature or they can be distributed. The payroll expense distribution feature distributes the payroll controls based on the percentage of earnings charged to each dimension combination.
Key Concept: Wage allocation is used to allocate earnings, deductions, and expenses to different dimension combinations based on a fixed percentage. Any payroll control can be allocated.
Payroll expense distribution is used to distribute deductions and expenses to different dimension combinations based on the percent of total earnings charged to the dimension combination. Because payroll expense distribution is calculated based on earnings controls, earnings cannot be distributed. The same payroll control cannot be both allocated and distributed.
Wage allocation and payroll expense distribution can only be used to allocate or distribute across different dimension combinations. Neither one affects general ledger accounts. 
Create Payroll for Consumer Employees Using the File Transfer
Gross payroll, consumer employee information, and consumer employee benefits are imported into Financial Manager from Client Payroll Manager. Client Payroll Manager calculates gross pay and benefit balances. Financial Manager calculated taxes, withholdings, deductions, employer payments, and net pay.
Your Vertex representative will set up the file locations used by the import in both Client Payroll Manager and Financial Manager. It should not be necessary for you to ever change these settings. If you have a problem with the import, please call Vertex Customer Service.
1. Important: If you have new employees in this batch, run the employee import and set up the new employees in Financial Manager. For more information, see “Adding a New Consumer Employee” on page 190. If you do not have all of your employees set up, your import will fail.
2. Complete the payroll process in Client Payroll Manager through the Post to Gross-to-Net step. For more information, see the Client Payroll Manager Getting Started manual.
3. In the Search box, enter Payroll Journals and select the related link. 
4. In the Batch Name field, select the batch you use for consumer employee payroll.
5. On the Home tab, Process group, select Import Payroll. 
6. In the Import Export Code field use the pull down and select the import for your consumer payroll. 
7. In the Pay Cycle Code field, select the pay cycle used for the consumer employees in this batch.
8. In the Pay Cycle Term field, select the pay cycle for which you are building payroll.
9. In the Pay Cycle Period field, select the period for which you are building payroll.
10. Click OK. Financial Manager imports the payroll file and adds the entries to the payroll journal.

If the pay period is outside of the current pay period, Financial Manager will ask if you want to change your work date to the last day of the payroll period. Click YES if you want to change the work date. Using the correct work date can ensure that your entries are in the correct pay period.
11. Calculate employee earnings. For instructions, see “Calculate employee earnings” on page 228.
12. If you use wage allocation, allocate the wages. For instructions, see “Allocate wages” on page 229.
13. If you use payroll expense distribution, distribute the deductions or expenses. For instructions, see “Distribute payroll expenses” on page 230.
14. Print payroll checks. For instructions, see “Print payroll checks” on page 231.
15. Export direct deposit. For instructions, see “Export and transmit direct deposits” on page 233.
16. Post payroll. For instructions, see “Post payroll” on page 233.
Create Payroll for Consumers Using Financial Manager Integration
Gross payroll, consumer employee information, and consumer employee benefits are sent to Financial Manager from Client Payroll Manager during the gross-to-net post process. Client Payroll Manager calculates gross pay and benefit balances. Financial Manager calculated taxes, withholdings, deductions, employer payments, and net pay.
Important: If you do not use Financial Manager Payroll, you must still post the payroll batch in order to post time to the job ledger. If you do not use Financial Manager Payroll, see “Post job costs to job ledger” on page 180. If you use Financial Manager Payroll but also enter time for contract employees who are paid through accounts payable, see “Post job costs for contractors using Financial Manager Integration” on page 225.
To Process Payroll
1. Important: If you have new employees in this batch, make sure the employee set up has been completed in Financial Manager. For more information, see “Adding a New Consumer Employee” on page 190. If you do not have all of your employees set up, the payroll process will fail.
2. Complete the payroll process in Client Payroll Manager through the Post to Gross-to-Net step. For more information, see the Client Payroll Manager Getting Started manual.
3. In the Search box enter Payroll Journal and select the related link.
4. In the Batch Name field find the batch you just posted in Client Payroll Manager.
5. In the Pay Cycle Code field, select the pay cycle used for the consumer employees in this batch.
6. In the Pay Cycle Term field, select the pay cycle for which you are building payroll.
7. If the pay period is outside of the current pay period, Financial Manager will ask if you want to change your work date to the last day of the payroll period. Click YES if you want to change the work date. Using the correct work date can ensure that your entries are in the correct pay period.
8. In the Pay Cycle Period field, select the pay cycle period for the payroll batch you are building.
9. In the Pay Date field, make sure the pay date matches the pay date for the pay cycle.
10. In the Payroll Journal Batch Name field, select the payroll journal batch to which the transactions should be posted.
11. In the Posting Type field, select Both. Do not select Payroll Only unless instructed to do so by a Vertex Customer Service representative.
12. Verify that the Hours and Earnings fields match the hours and earnings on your Payroll Edit report (printed in Client Payroll Manager). If the amounts are not the same, there is a problem with your transfer. Call Vertex Customer Service.
13. On the Post button menu, click Post Pathway Payroll Batch. Financial Manager posts the payroll transactions to the payroll journal. At the same time it posts the transactions to the job ledger for job costing.

If any line cannot be posted, the entire post process fails. On the Payroll menu, click Interim Period Time Journals. Check the Error Code field to find the incorrect entry. At this point, all errors should be ones that can be corrected in Financial Manager and are most likely to be errors in the employee setup. After you have corrected the error, return to the Pathway Payroll Batches window and post again.
14. Calculate employee earnings. For instructions, see “Calculate employee earnings” on page 228.
15. If you use wage allocation, allocate the wages. For instructions, see “Allocate wages” on page 229.
16. If you use payroll expense distribution, distribute the deductions or expenses. For instructions, see “Distribute payroll expenses” on page 230.
17. Print payroll checks. For instructions, see “Print payroll checks” on page 231.
18. Export direct deposit. For instructions, see “Export and transmit direct deposits” on page 233.
19. Post payroll. For instructions, see “Post payroll” on page 233.
Warning: Do not clear all the records from the payroll journal and repost them from Pathway. If you do, you will duplicate time and labor expenses for your jobs. If you have a payroll batch that is completely incorrect and needs to be cleared, you may have to create reversing journal entries in the job ledger. Call Vertex Customer Service for help with this process.
Post Job Costs for Contractors Using Financial Manager Integration
Note: This is for agencies that use Financial Manager Payroll but also pay some contractors through a temporary agency or accounts payable. If you do not use Financial Manager Payroll, see “Post job costs to job ledger” on page 180.
If you use Financial Manager Payroll for consumers and staff, but also track time for contractors who are paid through a temporary agency or through accounts payable, you can post a separate payroll batch for the contractors. This batch will be posted only to the job ledger so that contractor labor costs are included in the job costs.
1. Complete the payroll process in Client Payroll Manager through the Post to Gross-to-Net step. Be sure to put all contractors paid through accounts payable in a separate payroll batch. For more information, see the Client Payroll Manager Getting Started manual.
2. On the Payroll menu, click Pathway Payroll Batches. The Pathway Payroll Batch table opens.
3. Find the batch you just posted in Client Payroll Manager.
4. In the Payroll Journal Batch Name field, select the payroll journal batch to which the transactions should be posted.
5. In the Posting Type field, select Job Only.
6. Verify that the Hours and Earnings fields match the hours and earnings on your Payroll Edit report (printed in Client Payroll Manager). If the amounts are not the same, there is a problem with your transfer. Call Vertex Customer Service.

Important: There is a filter problem with the Interim Period Time Journal window, which stores the records as they are posted from Client Payroll Manager. If your Hours and Earnings fields are zero, quit and restart Financial Manager. This should correct the problem.
7. On the Post button menu, click Post Pathway Payroll Batch. Financial Manager posts the payroll transactions to the job ledger.

If any line cannot be posted, the entire post process fails. On the Payroll menu, click Interim Period Time Journals. Check the Error Code field to find the incorrect entry. At this point, all errors should be ones that can be corrected in Financial Manager. After you have corrected the error, return to the Pathway Payroll Batches window and post again.
Create Payroll for Staff
If you enter time from a time sheet and have hourly staff who work in different departments or cost centers each pay period, you should enter the hourly staff’s time in the time journal and post to the payroll journal. If your staff is salaried, or if your hourly staff tends to work in only one cost center or department, enter their time using the Entry Setup function in the payroll journal.
You can process hourly and salaried employees in the same payroll batch, or you can create different batches for hourly and salaried staff. (You must use different batches for staff and consumer employees.) If you use the same batch and enter time in both the payroll and time journals, it may be easier to complete the records entered directly in the payroll journal before posting the records from the time journal into the payroll journal.
1. In the Search box enter Time Journal and select the related link.
2. In the Batch Name field, select the batch you use to pay hourly staff.
3. In the Date Worked field, type the date the staff person worked.
4. In the Employee No. field, select the employee whose time you are entering.
5. If the date worked is in a pay period outside of the current pay period, Financial Manager will ask if you want to change your work date to the last day of the payroll period. Click YES if you want to change the work date. Using the correct work date can ensure that your entries are in the correct pay period.
6. In the Payroll Control Code field, select an earnings payroll control (for example, Earn Reg or Earn Overtime). Do no select an hours control.
7. In the [Global Dimension 1] Code and [Global Dimension 2] Code fields, select the dimensions for the time record. You must enter a separate time record for each dimension combination. For example, if you global dimension 1 is department, and the employee worked four hours in one department and four hours in another department, you must enter a separate time record for each department.
8. In the Hours field, type the hours the employee worked for this time record.
9. When all of the entries have been made, on the Home tab, Posting group, click Test Report. The Time Journal Test Report window opens. Run the report and verify your entries.
10. After you have verified your entries, on the Home tab, Posting group, select Post. A message window opens asking if you want to post the journal lines. Click YES. A message window opens telling you that your entries have been posted to the payroll journal.

Note: To designate which payroll journal the time records are posted to, open the batch list from the Batch Name field. In the Time Journal Batch List, select the batch; then click the MODIFY button. In the Payroll Journal Batch field, select the payroll journal batch to which records in the time journal batch should be posted.
11. Complete the steps in “Complete the payroll process”.
To Enter Time in the Payroll Journal
1. In the Search box enter Payroll Journal and select the related link.
2. In the Batch Name field, select the payroll batch for staff employees.
3. Click in the first field of the first line of the payroll journal lines.
4. In the toolbar, click [image: ] SORT. In the Sort dialog box, select sort option that matches the way you sort your timecards. If you sort by last name, select Journal Template Name, Journal Batch Name, Payroll Project Code, Last Name…. Click OK. CANNOT FIND SORT.
5. On the Home tab, Payroll group, click Entry Setup. 
a. On the Options tab
i. Choose Select Pay Cycles in the Pay Cycles field. 
ii. Select the pay cycle used to pay the selected employees. 
iii. Close the Pay Cycles to return to the Edit-Payroll Entry Setup window. 
iv. Do not select the Include Employees Already Paid check box unless you are creating a second paycheck for an employee within the same pay cycle.
v. Leave the Insert All Pay Controls check box blank. 
vi. If you want to clear the existing journal entries, select the Clear Journal First check box. If you want to keep the existing journal and add additional employees, leave the Clear Journal First check box blank. Only employees who are not already in the payroll journal can be added to the journal using this batch job.
vii. Select the Re-sort the Journal When Complete check box. This resorts the journal so that new entries appear with existing entries for the same employee.
b. In the Employee tab, use the filters to select the staff employees you want to pay. Use the Class Code filter to select groups of employees. Use the Status filter to select only active employees.
c. 15 Click OK. The payroll journal is populated with non-calculated payroll controls.
6. Check the first and last records and delete any partial records (records that have no employee number, payroll control code, or payroll amount).I
7. Scroll up, if necessary and select the first record of the journal.
8. For each payroll control, type the appropriate amount in the Payroll Amount field. If the payroll control code is hours, then enter hours (as hours and decimals). If the payroll control code is earnings, then enter dollars. Hint: Use the down arrow to move from one line to the next in the Payroll Amount field.
9. When all of the entries have been made, on the Home tab, Posting group, click Test Report. The Time Journal Test Report window opens. In the Options tab, select the Pay Control Totals check box. Run the report and verify your entries.
10. Complete the steps in “Complete the payroll process”.
Complete the Payroll Process
1. Calculate employee earnings. For instructions, see “Calculate employee earnings” on page 228.
2. If you use wage allocation, allocate the wages. For instructions, see “Allocate wages” on page 229.
3. If you use payroll expense distribution, distribute the deductions or expenses. For instructions, see “Distribute payroll expenses” on page 230.
4. Print payroll checks. For instructions, see “Print payroll checks” on page 231.
5. Export direct deposit. For instructions, see “Export and transmit direct deposits” on page 233.
6. Post payroll. For instructions, see “Post payroll” on page 233.
Calculate Employee Earnings
You must calculate the employee earnings to add earnings controls for time entered in the payroll journal, controls for staff benefits, and controls for taxes, deductions, and employer expenses for all employees.
1. If it is not already open, open the payroll journal and select the batch you want to calculate.
2. On the Home tab, Payroll group, select Calculate. 
3. On the Options tab:
a. You will normally leave the Override Calculation Order field blank. This field is used to pay bonuses or other exceptions to normal pay.
b. Do not select the Include Employees Already Paid check box unless you are creating a second paycheck for an employee within the same pay cycle.
c. If you included salaried staff during entry setup, or if this is a consumer employee payroll batch, select the Restrict to Entered Employees check box. If this is a staff payroll batch and you have not already included salaried staff, clear the Restrict to Entered Employees check box.
d. Do not select either the Clear Previously Calculated Entries First or Recalculate Only Employees that are Incomplete or Have Errors check boxes. These functions are used to recalculate after you correct errors.
e. Select the Re-sort the Journal When Complete check box. This resorts the journal so that new entries appear with existing entries for the same employee.
f. Click OK. Financial Manager adds the appropriate calculated payroll controls to the journal.
4. A message box opens showing the number of employees completed correctly, the number of employees with incomplete calculations, and the number of errors. To review errors, on the Payroll button menu, click Calculation Errors. Financial Manager creates a report showing the errors.
5. Correct the errors.
6. Recalculate the batch:
a. If there were only a few errors, in the Options tab, select the Recalculate Only Employees that are Incomplete or Have Errors check box. Financial Manager will only recalculate the employees that had errors.
b. If most of the employees had errors, in the Options tab, select the Clear Previously Calculated Entries First check box. Financial Manager will recalculate the entire batch.
Verify earnings calculations
Use the Test report to:
· Verify that the paychecks are in balance. After printing the report, search for any warning messages. Warnings prevent paychecks from printing and posting, so the problems must be corrected and the payroll recalculated before wages are allocated. If you need help, please call Vertex Customer Service.
· Find warnings for employees who are using benefits in this pay period and have exceeded their benefit balances. Negative benefit balances are only available if Vertex has set up the required method steps.
· Check for dimension errors. The Test report checks for errors in dimension combinations. If no dimension combination errors are found, the report checks for value posting errors (such as an employee with code mandatory on their dimensions, but no dimension value in the journal line). The report shows only the first dimension error, so you may need to run it multiple times.

To print the test report:
1. On the Home tab, Posting group, select Test Report.
2. On the Options tab
a. Select the Pre-Check Test Report and Payroll Control Totals check boxes. The Pre-Check Test report includes a warning if you have checks with negative amounts.
3. Click PREVIEW if you want to preview the report first otherwise, select Print. 
Allocate Wages
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. (For a comparison of wage allocation and payroll expense distribution, see “Overview of creating payroll ledger lines” on page 222).
Any line with a payroll control that is set for allocation is allocated to the correct dimension values. The payroll journal shows a line for each allocated entry. The wage allocation function does not allocate to different general ledger accounts, on to different dimension values. For instructions on setting up the Wage Allocation function, see “Setting Up Wage Allocation” on page 220.
1. If it is not already open, open the payroll journal and select the batch you want to allocate.
2. On the Payroll button menu, click Allocate Payroll. CANNOT FIND ANY ALLOCATE BUTTON???
3. When the confirmation message opens, click YES. A progress bar shows the progress of the allocation. This function can take up to 15 minutes to run.
4. After the wages are allocated, another confirmation message opens. Click OK.
5. On the Payroll button menu, click Wage Allocation Report. Run the report to verify that amounts were properly allocated.
Allocation Flag
When wages have been allocated, a check mark appears in the Allocated field. This check prevents wages from being allocated more than one time.
If you occasionally want to prevent an earning control from being allocated, select the Allocated field before running the Wage Allocation function.
Recalculating Earnings
If earnings are recalculated, the allocations are reversed. You must run the Wage Allocation function again.
Distribute Payroll Expense
Payroll expense distribution can be used for both employee earnings coming over from Client Payroll Manager and staff earnings entered directly into Financial Manager. Deductions and expenses are distributed in the payroll journal. Run your payroll expense distribution after you have run the Allocate Wages function. If you do not allocate wages, run payroll expense distribution after you have run the Calculate function. You can also distribute expenses after you print checks.
Note: If a payroll control is marked to be distributed, you cannot post the payroll journal until the distribution is performed.
For instructions on setting up the payroll expense distribution feature, see “Setting Up Payroll Expense Distributions” on page 220.
1. If it is not already open, open the payroll journal and select the batch you want to distribute.
2. On the Payroll button menu, click Distribute Payroll Expense. A progress bar shows the progress of the allocation. This function can take up to 15 minutes to run. CANNOT FIND ANY WAY TO DISTRIBUTE.
Run Payroll Expense Distribution After Recalculating Payroll Journal.
If you recalculate your payroll journal after distributing the expenses, you should clear previously calculated expenses and then redistribute the payroll expenses.
1. In the payroll journal, on the Home tab, Payroll group, select Calculate.
2. In the Options tab, select the Clear previously calculated entries first check box.
3. Click OK to recalculate the payroll journal.
4. In the payroll journal, on the Payroll button menu, click Distribute Payroll Expense. A progress bar shows the progress of the allocation. This function can take up to 15 minutes to run.
Print Payroll Checks
If you use direct deposit and print paychecks, you have two options:
· If you print the direct deposit remittances on plain paper or a special form, you must print the remittances before printing the paychecks.
· If you print your direct deposit remittances on paychecks, you can print both at the same time.
Test your printer to determine how to load checks:
Mark a sheet of paper with Front on one side and Back on the other. On both sides mark the Top and Bottom. Using the Cronus database, print a small batch of payroll checks. Verify that the front and top of the check print on the side of the paper marked Front and Top.

Do another test run with sheets of paper numbered 1, 2, and so on. Verify that page one prints on the sheet numbered 1, page two on the sheet numbered 2, and so on. Depending on whether you use the paper tray or a bypass tray and how your printer draws the paper, you may need checks printed in inverse order.
Vertex can use your test pages to help you determine what type of payroll checks you need.
Print Direct Deposit Remittances Separately
1. If you use a special remittance form, load the forms in the printer. If you share the printer with others, be sure they do not run a print job until you are finished.
2. If it is not already open, open the payroll journal and select the batch for which you want to print remittance forms.
3. On the Home tab, Payments group, click Print Checks.
a. On the Options tab.
i. In the Bank Account No. field, select your payroll bank account.
ii. Select the Remittance Advices Only check box.
iii. Verify that the Last Check No. field shows one remittance number less than the first remittance form you loaded into the printer.
iv. In the Check Date field, type the remittance date.
v. The Reprint Checks check box should be unchecked.
vi. The Test Print check box should be unchecked.
vii. If you want the employee’s W4 information to print on the remittance, select the Include Rep. Auth. Information check box.
viii. If you want to print the employee’s current rate values on the remittance, select the Include Rate Information check box.
ix. The Commit Each Check check box should be unchecked.
x. In the Sort Order field, select the order in which you want the remittances to print. The remittances can be sorted by employee name, employee number, payroll department code, payroll project code, or supervisor. (Note: The payroll project code and payroll department codes are not global dimensions. They are the Department Code and Project Code from the employee card, General tab.)
b. Click PRINT. If the remittances do not print correctly, follow the instructions in “Voiding Payroll Checks and Direct Deposit Remittances” on page 234.
4. Continue with the instructions for printing paychecks.
Print Paychecks
If you print your direct deposit remittances on paychecks, use these instructions to print remittance advices and paychecks at the same time. If you print the direct deposit remittances on plain paper or special form, use these instructions to print the pay checks after you have printed the remittance advices.
1. Load the paychecks in the printer. If you share the printer with others, be sure they do not run a print job until you are finished.
2. If it is not already open, open the payroll journal and select the batch for which you want to print paychecks.
3. On the Home tab, Payments group, select Print Checks. 
a. On the Options tab.
i. In the Bank Account No. field, select your payroll bank account.
ii. The Remittance Advices Only check box should be unchecked.
iii. Verify that the Last Check No. field shows the last check number you used for your previous payroll. This should be one number less than the first check you loaded into the printer.
iv. In the Check Date field, type the check date.
v. The Reprint Checks check box should be unchecked.
vi. The Test Print check box should be unchecked.
vii. If you want the employee’s W4 information to print on the check stub, select the Include Rep. Auth. Information check box.
viii. If you want to print the employee’s current rate values on the check stub, select the Include Rate Information check box.
ix. The Commit Each Check check box should be unchecked.
x. In the Sort Order field, select the order in which you want the checks to print. The checks can be sorted by employee name, employee number, payroll department code, payroll project code, or supervisor. (Note: The payroll project code and payroll department codes are not global dimensions. They are the Department Code and Project Code from the employee card, General tab.)
4. Click PRINT. Click PRINT (at the bottom of the window). The Printer dialog box opens.
5. Verify that the correct printer is selected; then click OK. The checks should start to print.
If the checks do not print correctly, follow the instructions in “Voiding Payroll Checks and Direct Deposit Remittances” on page 234.
Export and Transmit Direct Deposits
1. If it is not already open, open the payroll journal and select the batch for which you want to create the direct deposit file. 
2. On the Actions tab, Payments group, select Direct Deposits and then Export. The Export Direct Deposits request window opens.
3. In the Bank Account No. field, select your payroll bank account (the account the checks are written against).
4. Click Preview or Report. 
Warning: Use the Direct Deposit report to verify the direct deposit information prior to transmitting the direct deposit file. You cannot make changes after the file is sent to the bank or clearinghouse. If the report is not correct, void the file and recreate it.
Voiding a Direct Deposit Export File
1. In the payroll journal, on the Actions tab, Payments group, select Direct Deposit and then Void. Deposits request window opens.
2. In the Bank Account No. field, select your payroll bank account.
3. Under Direct Deposit Operation, the Void option is selected.
4. Click OK. The export file is voided. Correct any problems and recreate the file.
Transmit the Direct Deposit File
1. If it is not already open, open the payroll journal and select the batch for which you want to create the direct deposit file. 
2. On the Actions tab, Payments group, click Direct Deposits and then Transmit. 
3. In the Bank Account No. field, select your payroll bank account.
4. Under Direct Deposit Operation, the Transmit option is selected.
5. Click OK. The system creates a text file in Notepad. Transmit this file to the bank or clearinghouse.
Post Payroll
After the paychecks or direct deposit remittances have printed correctly and after the direct deposit export file has been created and transmitted, you must post the payroll records.
1. If it is not already open, open the payroll journal and select the batch that you want to post.
2. In the payroll journal, on the Home tab, Posting group, click Post. Do not use Post and Print option.
3. When the confirmation message opens, click YES. The payroll records are posted to the Payroll Ledger Entry table and the general ledger.
Note: Even if you do not use Financial Manager as your accounting software, the post process creates general ledger entries. The Financial Manager general ledger accounts should mirror the Chart of Accounts in your accounting system. Print the Trial Balance report and use it to make the journal entries into your accounting system.
Reprint a Check Stub or Direct Deposit Remittance
1.  Open the employee card for the employee whose stub you want to reprint.
2. On the Navigate tab, Payroll group, select Entries and then Payroll Check Ledger.
3. Select the ledger entry.
4. On the Home tab, Process group, select Check Stub Reprint.
Voiding Payroll Checks and Direct Deposit Remittances
Payroll checks can be voided before or after they are posted. Whenever possible, it is better to void the checks before they are posted. For this reason, you should verify that the checks have printed correctly before posting them.
Direct deposit remittances MUST be voided before the direct deposit information is transmitted to the bank.
Reprint Payroll Checks that Have Not Been Posted
1 In the Search box, enter Payroll Journal and select he related link. 
2 Choose the journal that has the payroll you want to work with. 
3 Post the checks that printed correctly.
a. Click in the Document No. field on any check line.
b. In the toolbar, click [image: ] FIELD FILTER [press F7], to open the field filter.
c. Set the filter to show the usable checks that you want to post. Use the formula <XXX, where the XXX is the first check you want to void. For example, if you tried to print checks 100 to 200, and only checks 100 through 148 are usable, set the filter to <149. Check 149 is the first check you want to void.
d. Click OK. The filter closes and the payroll journal shows only the usable checks.
e. If you use direct deposit, execute the Direct Deposit Export and Transmit functions as you normally would, but set the filter for the Document No. field as you did in step c.
f. If you ran direct deposit, repeat step c.
g. On the Home tab, Posting group, select Post. When the post is complete, the payroll journal shows the remaining checks, which must be reprinted.
h. On the Home tab, Payments group, select Print Checks. The Payroll Check request window opens.
i. The Bank Account No. field should show your payroll bank account.
ii. Clear the Remittance Advices Only check box.
iii. The Last Check No. should be one number less than the first check you are loading into the printer. You can reuse any unprinted checks, even if they have been assigned to this check batch. Financial Manager reassigns the check numbers and voids any missing numbers. For example, if your check batch was supposed to run from check 100 to 200, and the printer pulled checks 149, 150, and 151 through at the same time, your check numbers would be off according to the payment journal. But, if checks 152 through 200 are not ruined, you can use these checks again by entering the last check number as 151. Financial Manager reassigns numbers 152 to 202 in the payroll journal. It voids checks 149, 150, and 151 because they were not posted or reprinted. 
iv. In the Check Date field, type the check date.
v. Select the Reprint Checks check box.
vi. If you want to print the employee’s current rate values on the check stub, select the Include Rate Information check box.
vii. Clear the Commit Each Check check box.
viii. The Sort Order field should be set to the sort order you selected when you originally printed the checks.
ix. Click Print. 
x. Verify that the correct printer is selected; then click OK. The checks should start to print.
Void a Posted Payroll Check
When a posted check is voided, the Entry Status field in the check ledger entries journal changes from Posted to Financially Voided. Financial Manager creates a general ledger journal entry as part of the process. The type of general ledger journal entry depends on the type of void that is used.
1. In the Search box enter Bank Accounts and select the related link.
2. Select the bank account the paycheck was written against and on the Home tab, Manage group, select View. 
3. On the Navigate tab, Bank Acc. group, select Check Ledger Entries. 
4. Select the check to be voided. Hint:  Set the filter to Check No. and then enter the check number in the Type to filter field. 
5. On the Navigate tab, Check group, select Void Check. 
a. The Void Date field defaults to the check date. This date can be changed. The void date is the posting date for both the payroll ledger and the general ledger.
b. Important: Under Type of Void, select the appropriate option:
· Reverse Original Entry completely voids all the earnings, taxes, deductions, net pay, and employer expense records from the original payroll. Select this option if any changes to the original values are needed.
When the Reverse Original Entry option is selected, new time records must be entered, calculated, and printed from the beginning of your payroll process.
If the records in question belong to a consumer employee, you must also void the payroll records in Client Payroll Manager, then begin with the Time Entry subject and follow the normal process to completion.
· Void Check Only voids only the Net Pay record from the original paycheck. Select this option to replace lost paychecks.
When the Void Check Only option is selected, follow the instructions in “Print a replacement for a voided payroll check below.
· Void Direct Deposit Only voids only the Net Pay record from the original paycheck record for an employee using direct deposit. Select this option if the bank did not perform the direct deposit transfer to an employee's bank account and your agency is issuing a pay check.
When the Void Direct Deposit Only option is selected, follow the instructions in “Print a replacement for a voided payroll check.”
c. Click OK. The Void Confirmation window closes and the check is voided. The Entry Status field in the check ledger entries journal changes from Posted to Financially Voided. Financial Manager creates a general ledger journal entry for the type of void selected in step 5b.
Print a Replacement for a Voided Payroll Check
Replacements for voided payroll checks can be printed in a separate payroll run or they will automatically be included in the next standard payroll run.
Note: The following instructions are for a separate payroll run. Before this process can be used, the repayment payroll control must be assigned to the employee.
1. In the Search box, enter Payroll Journal and select he related link. 
2. Choose the journal that has the payroll you want to work with. 
3. In the Posting Date field, type the date the replacement check will be posted.
4. In the Bank Payment Type field, select Computer check.
5. In the Document Type field, select Payment.
6. Leave the Document No. field blank.
7. In the Employee No. field, select the employee whose check you are replacing.
8. On the Home tab, Payroll group, select Calculate Single Employee.
a. In the Override Pay Date field, type the date the check is being issued.
b. In the Pay Period No. field, select the pay period in which the check is being issued.
c. In the Override Calculation Order field, select the repayment option.
d. Select the Re-sort the Journal when complete check box.
e. Click OK to create the payroll records.
9. Delete any records that do not have an employee number or payroll control code. Financial Manager may put a partial record as the first record. To delete, select the line and on the Home tab, Manage group, select Delete.
10. On the Home tab, Payments group, select Print Checks. Print and post the check, following the normal instructions for printing and posting a payroll batch. (For instructions on printing and posting a payroll batch, see “Processing Payroll” on page 222.
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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