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There are two types of employees that can be tracked in the system. Staff are people employed by the agency, such as case managers, supervisors, data entry clerks, and executives. Consumer employees are consumers employed in a work center.
Employee refers to both types of employees. Staff refers to anyone paid directly through Financial Manager.
Consumer employee refers to anyone whose time and earnings are imported from Client Payroll Manager.
Note: The system has built-in checks to prevent an employee from being set up more than once with the same information, but if you should accidentally set up the same employee twice, please call Vertex Customer Service. We can help you consolidate the employee information, including any payroll ledger entries.
Getting Started
The following is a list of one-time setup duties that must be performed before you add new employees to Financial Manager. Your Vertex representative will help you with this setup.
· Set up the Net Pay Posting Group.
· Set up your agency as an employer. 
· Set up the employee classes. Classes are way to classify employees into groups. Class codes can be used to filter employees, especially when selecting employees to include in a payroll batch. 
· Set employee default dimension. 
· Set up the employee defaults for the pay cycle code, work reporting authority code, and employer number.
· For staff: Set up the causes of inactivity codes and grounds for termination codes. These codes are referenced on the employee card when a staff person becomes inactive or is terminated. (Optional)
· For staff: If you track absences, set up the causes of absence codes. (Optional)
· For staff: If you track qualifications, miscellaneous articles assigned to the employee, or confidential information about the, set up the tables for the attributes. (Optional)
· If you allocate wages, set up the default allocations. 
Net Pay Posting Group
Create a Payroll Posing Group
1. In the Search box, enter Payroll Posting Group and select the related link.
2. Scroll to the end of the list to the blank line.
3. In the Code field, type the name for the group.
4. In the Bank Account field, select the payroll bank account, if applicable. 
5. The other account numbers depend on the type of posting group you are creating:
· For earnings type posting groups (wages and salaries), in the Earnings Account field select the general ledger earnings account. In the Liability Account field, select the liability account used for accrued payroll or the clearing payroll account. This account is used when you void the net pay on a payroll check.
· For liability type posting groups (deductions from gross wages), in the Liability Account field, select the general ledger liability account.
· For expense type posting groups (taxes and deductions that have an employer expense), in the Expense Account field, select the general ledger expense account.
Assign the Payroll Posting Group to a Payroll Control
1. In the Search box, enter Payroll Controls and select the related link.
2. Select the payroll control to which you want to add the posting group. On the Home tab, Manage group, select Edit. 
3. On the General FastTab in the Payroll Posting Group field, select the appropriate posting group. 
Set Up an Employer
1. In the Search box, enter Employers, and then choose the related link.
2. On the Home tab, New group, select New.
3. On the General FastTab,
1. In the No. field, enter an alphanumeric code for the employer. 
2. In the Name field, enter a name for the employer.
3. In the Net Pay Posting Group field, enter the posting group for net pay. (Hint: Most likely called “Net Pay”)
4. Leave the Blocked checkbox blank if this employer should be in use. 
5. The Plan No. field is optional. 
4. On the Communications FastTab,
1. Enter the address information for the employer.
2. Enter the phone and fax numbers for the employer. (Optional)
3. Enter the website Home Page for the employer. (Optional)
4. Enter the Twitter Username for the employer. (Optional)
5. On the Reporting FastTab,
1. For the W-2 fields, enter the employer information as it should appear on the W2.
2. For the W-2 Kind of Employer, choose the option that applied to your company. If none apply, choose “None Apply”.
3. Check the 3rd Party Designee box if that applies to this employer. 
4. If you checked the 3rd Party Designee box, complete the fields for Designee Pin, Designee Contact Name, and Designee Contact Phone. 
5. The HQ Office Location is optional. If a location is to be designated, the code will need to be set up first.
6. Complete the EEO fields for your company. (Optional)
Set Up Employee Classes
Most likely you will need at least two types of employee classes. One class will be for consumers and one class will be for non-consumers. The classes can be used in a way to classify employees into groups. The groups can then be used in filters which are especially helpful when working with the payroll batches. The classes can also be used as filters in any employee report. These classes are not restricted to payroll activities. 

1. In the Search box, enter Classes, and then choose the related link for employees.
2. On the Home tab, New group, select New.
3. In the Code field, enter an alphanumeric code for the class.
4. In the Description field, enter a description for the code.
5. The Employees field shows how many employees are assigned to each code once the employees are actually set up.
Set Up Employee Defaults for Payroll Fields
You can set up default values for the pay cycle codes, work reporting authority code, and employee number. 
Pay Cycle
1. In the Search box, enter Pay Cycle, and then choose the related set up link.
2. On the Home tab, New group, select New.
3. Enter the Code for the pay cycle being set up. 
4. Enter a Description for the pay cycle.
5. In the Pay Frequency field, choose a frequency from the pull down menu.
6. In the Payment Delay field, 
7. In the Annualizing Factor field,
8. In the Monthly Factor field.
Reporting Authority
1. In the Search box, enter Reporting Authority, and then choose the related set up link.
2. On the Home tab, New group, select New.
3. Enter the Code for the authority being set up. 
4. In the Type field, choose from the pull down menu.
5. In the Parent Rep. Authority Code field, choose the appropriate code if applicable. 
6. In the Name field, enter a name for the reporting authority.
7. In the Locality field, enter the name for any local reporting authorities. 
8. In the Edit Status field, enter “User Defined”.
Employee Number
1. In the Search box, enter No. Series, and then choose the related set up link.
2. In the Code field, find the EMP line. 
3. To manually assign the numbers, check the box for Manual Nos. and continue with step 5. 
4. For system generated numbers, check the box for Default Nos. and continue with step 5.
5. On the Navigate tab, Series group, select Lines.
6. Define the number series for employee numbers including the Starting No. and the Ending No. fields. 
Set Up Benefit Groups and the Employee Benefits Table
The benefits table and benefit groups are used for staff employees. Benefits for consumer employees are calculated in Client Payroll Manager.

Staff employees are assigned to benefit groups. Benefit groups are used in conjunctions with the Employee Benefit table to determine how many hours of a benefit the employee accrues. For each benefit group, the Employee Benefit table shows how many hours of a benefit the employee accrues based on years of service. 

Your Vertex representative will set up the Employee Benefits table during implementation. If you need to add to the table and need assistance, please contact Vertex Customer Service.

CANNOT FIND THE TABLE. OLD INSTRUCTIONS EMPLOYEE BENEFITS\EMPLOYEE BENEFITS.

Setting Up Default Wage Allocations
The default wage allocations can be used to speed up the allocation process. You can set up defaults for any dimension value that might be used when allocating wages. This set up would be used when you have multiple employees that are allocated the same way. Individual wage allocations will be discussed with the Employee Set Up instructions as well as assigning dimensions for non-allocated employees. 

Note: In addition to setting up wages to allocate, the Payroll Control itself, must be set up to allocate. See Setting Payroll Controls to Allocate. 

1. In the Search box, enter Employee, and then choose the related link.
2. On the Payroll FastTab, Click on the Allocation Code pull down arrow and select New in the lower left of the pop up box. 
3. In the Home tab, New group, select New.
4. In the Code field, enter a code for the wage allocation.
5. In the Description field, enter a description for the code.
6. In the Allocation Type field, use the pull down arrow and select a type.
7. In the Quantity to Allocate field enter the appropriate number.
8. On the Home tab, Process group, select Lines.
9. In the GL Account No. field enter the GL account number to allocate to.
10. In the Global Dimension 1 field (will be named whatever your company’s global dimension 1 is called) enter the dimension for this line. 
11. In the Global Dimension 2 field (will be named whatever your company’s global dimension 2 is called) enter the dimension for this line. 
12. In the Debit Allocation Quantity enter the quantity for this allocation line.
13. Repeat steps 9-12 until 100% of the allocation is setup. 
14. Click on the OK button to close the window. 
Setting Payroll Controls to Allocate
Even though you may have individual employees set up with allocations, the payroll control must also be set up to accept the allocation. 
1. In the Search box, enter Payroll Controls, and choose the related link.
2. Click on the payroll control you want to allocate and from the Home tab, Manage group, select Edit. 
3. On the General FastTab check the box for Allocate.
4. Click on the OK button to close.
Adding a New Consumer Employee
Add a new consumer employee using Financial Manager Integration
If you use Financial Manager Integration (used with Financial Manager Job Manager), employees are automatically added to Financial Manager when they are added to Client Payroll Manager. If you update an employee’s name, address, telephone number, or other information common to both systems, the update is automatically sent to Financial Manager.
To see a list of new employees added since the previous payroll, run the Employee Listing report.
To run the Employee Listing report:
1. In the Search box, enter Employee Listing, and then choose the related link.
2. Choose the Options for the report.
3. On the Employee tab, in the Class Code filter, select the class codes for the employees entered in Client Payroll Manager.
4. Original instructions talk about using a DATE CREATED in PATHWAY field which is not an option. You may want to update these steps to fields that make sense. 
5. Enter other filters as needed. 
6. Click on Preview. The report opens in preview mode and you can print from there as well.

Add a New Consumer Employee Using the File Transfer
The import from Pathway Client Payroll Manager adds new employees and updates the information for existing employees. The file checks employee number, Social Security number, and employee name. If these three things all match, the employee information is updated. If there is no employee with this combination, a new employee card is created with the information from Client Payroll Manager. If there is a discrepancy, such as the same employee number but different names or Social Security numbers, the import fails and a warning message is displayed showing the reason for the failure.
To Import the Consumer Employee File Using the File Transfer
1. Create the employee export file in Client Payroll Manager. For instructions, see the Client Payroll Manager Help.
2. In the Search box, enter Periodic Activities or Right import text. Cannot find “Imp. Emp. Info-Client Payroll and choose the Payroll related link.
3. From the Insert right menu and option.
4. When the confirmation message opens, click Yes. The system will import the employee file from Client Payroll Manager. 
Complete the Employee Setup

Note: There is an information pane on the employee card that shows you at a glance whether the employee has dimensions, pay controls, rates, and tax authority information set up. Click on the items in the information pane to drill down to the specifics for the employee.
1. In the Search box, enter Employees and choose the related link.
2. Click on the employee to update and from the Home tab, Manage group, select Edit.
3. The Payroll FastTab contains fields that you must set up before you can pay a consumer. 
1. In the Class Code field, select the correct class code from the pull down list. Class codes are used as a way to categorize employees. (Mandatory)
2. In the Pay Cycle Code field, select the pay cycle for this employee. (Mandatory)
3. If you use Job Manager, in the Resource No. field, assign a direct labor resource to the employee.
4. In the Employer No. field, enter the employer. (Mandatory)
5. In the Default Work Reporting field, set the default state or local reporting authority that will be used in the time journal or payroll journal. (Mandatory)
6. In the Default Work Type Code field, select the work type code that best matches the workers compensation category that the employee normally works in. 
7. In the SPP Spousal Contrib. SIN: field, ????
8. Check the Statutory Employee, Retirement Plan, Legal Representative, Household Employee, Third Party Sick, and 1099 Eligible boxes as needed. All but the 1099 Eligible boxes are used on the W2. 
9. In the Allocation Code field, select a code from the pull down menu if applicable.
--or—
An employee specific allocation can be set up. On the Home tab, Process group select Allocation. 
Note: The Payroll Control must also be set to allocate for any employee allocations to actually work. 
4. On the General FastTab
1. Review the fields that were imported. Complete any fields that are necessary.
2. In the Manager No. field, enter the manager or supervisor number for the employee. This is useful in sorting checks for distributing payroll.
5. On the Communication FastTab enter any fields that are necessary for this employee.
6. On the Personal FastTab
1. Review information that was imported.
2. Complete any blank fields that are necessary for this employee.
7. On the Administration FastTab
1. Review the fields that were imported.
2. Complete any blank fields that are necessary for this employee.
3. The Status field should be Active.
8. On the Navigate tab, Employee group
1. Select Picture to assign a picture of the employee.
2. Select File Attachments to attach employee related documents to the employee.
3. Select Comments to enter any comments regarding the employee.
4. Select Relatives to add any relative information for the employee. Useful for emergency contact info. 
9. On the Navigate tab, Payroll group
1. Select Dimensions to set default dimensions.
2. Select Pay Controls to set up pay controls for this employee. (Mandatory)
3. Select Rates to review or set payroll rates. (Mandatory)
4. Select Pay Distribution to set up direct deposit information if needed. (Mandatory for direct deposit.) 
5. Select Authority Information – Tax Auth. Info to review or add federal, state, or local tax authorities, filing statuses, allowances, and extra withholding amounts. (Mandatory)
6. Select Authority Information – Other Auth. Info to review or add other code information ie. Dental, medical, any other deduction from their check. (Mandatory for deduction to be taken out.)
10. Original instructions have “Leave the Benefit Start Date field and the Benefit Group field blank. Cannot find these fields on the employee card. 
11. Original Instructions have “The Vacation Hours Remaining and Sick Hours Remaining fields are for reference. Do not see them on the employee card. 
12. Original instructions have “In the Scheduled Hours field, type the number of hours the employee normally works in the pay period. This field is used to calculate benefits. If the employee scheduled hours are less than the number of hours in the standard pay period, the employees’ benefits will be calculated as a percent of the full benefits. Cannot find this field. 
13. Original instructions state “If the employee’s time is entered in Client Payroll Manager, select the Update from Pathway check box. Cannot find the checkbox.
Adding a New Staff Person
Note: There is an information pane on the employee card that shows at-a-glance information. Click on the items in the information pane to drill down to the specifics for the employee. 
1. In the Search box, enter Employees and choose the related link.
2. On the Home tab, New group, select New. 
3. On the General FastTab
1. In the No. field, enter an employee number if the system is set up to accept manual number or tab from the field for the system to assign. 
2. Complete the name and address fields. 
3. The Search Name field will default based on the name fields. This field can be modified. 
4. In the Job Title field enter the staff’s job title. This can be useful in reporting, however since there is not a separate setup, this field is manually entered each time and mistyping can take place. You may want to consider reviewing this field from time to time to ensure consistency. 
Note: The Job Title field can be (does not have to be) used in conjunction with the Position Code located on the Navigate tab. The Job Title can refer to a general area, and the Position Code to a specific level or position within the general area. For example, the job title could be Data Entry Clerk, and the position level could be Level 1 or Level 2. 
5. In the Manager No. field, enter the manager. This can be useful in distributing checks and running reports for based on manager. 
6. In the HR Rep No. field enter the Human Resources representative for this employee, if applicable. 
7. In the Office Location field, enter the location the employee works, if applicable. 
8. Check the Blocked box only if this employee should not be eligible for payroll processing. 
9. The Last Date Modified field will auto update as changes are made to the employee.
4. On the Communications FastTab
1. Enter Alt. Address information, if applicable. These fields can be used to track the dates an employee works or lives at an address other than their normal address.
2. Enter remaining fields as needed. If you system is integrated with communication programs, email, and phone calls can made to the staff by clicking on the icon after the field. 
5. On the Personal FastTab
1. Enter all fields. Fields can be used in reporting.
6. On the Administration FastTab
1. In the Employee Type field, use the pull down and select the appropriate type. 
2. In the Employment Date field, enter the date of the employee’s start date. 
3. In the F.T. Equivalent field, enter the FTE for the staff.
4. In the Status field, enter Active.
Note: As employee status changes to inactive or terminated, use the corresponding date and code fields to note why and when the status change took place.
5. In the EEO Job Class field, select the class from the pull down menu. 
6. In the Union Code field, select the union the staff belongs to, if applicable. 
7. In the Union Membership No. field, enter the employee’s union number.
8. In the Employment Contact Code field, select the type of employment contract the staff person has with the agency.
9. In the Statistics Group Code field enter the appropriate code. This field is defined by the agency and is another way to group and filter employees. 
10. In the Resource No. field, enter the resource number associated with the staff person, if applicable. 
11. In the Visio Shape Type field enter the organizational chart shape for this person. 
7. On the Payroll FastTab
1. In the Employer No. field, select the employer number for this staff. (Mandatory)
2. In the Class Code field, enter the code for the employee. Class codes are used as a way to categorize employees. (Mandatory)
3. In the Pay Cycle Code field, enter the pay cycle. (Mandatory)
4. In the Default Work Reporting field, set the default state or local reporting authority that will be used in the time journal or payroll journal. (Mandatory)
5. In the Default Work Type Code field, select the work type code that best matches the workers compensation category that the employee normally works in. 
6. In the SPP Spousal Contrib. SIN: field, ????
7. Check the Statutory Employee, Retirement Plan, Legal Representative, Household Employee, Third Party Sick, and 1099 Eligible boxes as needed. All but the 1099 Eligible boxes are used on the W2. 
8. In the Allocation Code field, select a code from the pull down menu if applicable.
--or—
An employee specific allocation can be set up. On the Home tab, Process group select Allocation. 
Note: The Payroll Control must also be set to allocate for any employee allocations to actually work.
8. On the Navigate tab, Employee group
1. Select Picture to assign a picture of the employee.
2. Select File Attachments to attach employee related documents to the employee.
3. Select Comments to enter any comments regarding the employee.
4. Select Relatives to add any relative information for the employee. Useful for emergency contact info. 
9. On the Navigate tab, Position group you can complete Qualifications, Experience, References, Affiliations, Job Requisitions, and Positions as needed. They are not required.
10. On the Navigate tab, Payroll group
1. Select Dimensions to set default dimensions. (Mandatory)
2. Select Pay Controls to set up pay controls for this employee. (Mandatory)
3. Select Rates to review or set payroll rates. (Mandatory)
4. Select Pay Distribution to set up direct deposit information if needed. (Mandatory for direct deposit.) 
5. Select Authority Information – Tax Auth. Info to review or add federal, state, or local tax authorities, filing statuses, allowances, and extra withholding amounts. (Mandatory)
6. Select Authority Information – Other Auth. Info to review or add other code information ie. Dental, medical, any other deduction from their check. (Mandatory for deduction to be taken out.)
11. Original WI on Admin tab had a WC code. Not finding in 2013.
12. Original WI on the Payroll Setup Tab 
1. had a Supervisor number separate from a manager no. Not finding in 2013.
2. Benefit start date. Not finding in 2013
3. Benefit group code. Not finding in 2013
4. Vacation hours remain and sick hours remaining. Not finding in 2013.
5. IF time tracked in Client payroll manager, select Update from Pathway. Not finding in 2013.
Set Up Employee Pay Rates
The payroll rate codes in the Employee Rates table designate the rate of pay or the rate of deduction. The payroll rate code links the payroll control to the Employee Rate table. For each employee, you must enter the effective date and amount of the payroll rate in the payroll rate code. The system uses this rate to calculate the amount for each payroll control.
For staff, you must set up pay rates for earnings and deductions. For consumer employees you need only set up rates for deductions as rates for earnings are imported from Pathway Client Payroll Manager.
· All employees (consumer and staff) must be set up with pay rates for individual deductions with individual amounts. These include child support, 401K individual contributions (but not employer matching contributions) and garnishments. Do not use this table for taxes or health insurance.
· Hourly staff should be set up with a Regular pay rate and an Overtime pay rate. The amounts for both rates should be the employee’s hourly rate.
· Salaried staff should be set up with a Salary pay rate. The amount should be the employee’s annual rate.
· If the sick and vacation rates are different from the regular pay rate, each staff person should have a sick and vacation payroll rate code with an effective date. If you are using scheduled hours to determine benefit accrual, verify that the value in the Amount field is 1 for full time employees. If part-time employees receive benefits, the amount should be a fraction of one that represents their hours worked.
Note: When you want to change a staff person’s pay rate, you must add a new rate with a new effective date. Do not change the amount on an existing rate.
To set up staff pay rates:
1. In the Search box, enter Employees, and select the related link.
2. On the Navigate tab, Payroll group, select Rates.
3. In the Payroll Rate Code field, select the rate code.
4. In the Effective Date field, type the date the payroll rate should begin affecting the employee’s pay.
5. If you use Activation Codes, select appropriate code for this rate.
6. In the Amount field, type the pay rate or the amount of the deduction.
7. In the Unit of Measure field, select the appropriate code.
8. Repeat steps 3 through 7 for each pay rate.
Employee Rate report

The Employee Rate report shows a list of current employees with the employee’s current rates. This report is useful when you want to review rates for different rate types (Regular, Vacation, 401K, etc.). The report can be filtered by employee, class, date, and rate type. 
Set Up Employee Withholding Taxes
Tax deductions must be set up for all employees. Enter all withholding tax including federal, state, local, multiple local, and school district taxes. Also enter employer expenses, such as Workman’s compensation, and deductions by filing status or category, such as health insurance. Do not enter Social Security or Medicare withholding because everyone is taken out at the same rate.
To set up employee withholding taxes:
1. In the Search box, enter Employees, and select the related link.
2. On the Navigate tab, Payroll group, select Authority Information-Tax Authority Info.
1. To set up federal income tax
1. In the Tax Authority field, select Federal.
2. In the Effective Date field, type the date the withholding tax goes into effect. For a new employee, this is the W4 date.
3. In the Filing Status Code field, select Married or Single. Use the lookup to select this field; do not type the value.
4. In the Allowances field, type the number of allowances listed on the W4.
5. If no taxes should be withheld for this employee, select the Income Tax Exempt check box.
6. In the Extra Withholding field, type the amount of any extra withholding the employee would like to have taken for their federal income tax.
7. The Other Status field is used only for employees classified with earned income credit status. Select the correct EIC code.
2. To set up state income tax:
1. In the Tax Authority Code field, select the code for your state tax.
2. In the Effective Date field, type the date the withholding tax goes into effect. For a new employee, this is the W4 date.
3. In the Filing Status Code field, select Married or Single or leave the field blank if filing status is not considered by your state. Use the lookup to select this field; do not type the value. 
4. In the Allowances field, type the number of allowances listed on the W4 or the appropriate state form.
5. If no taxes should be withheld for this employee, select the Income Tax Exempt check box.
6. In the Extra Withholding field, type the amount of any extra withholding the employee would like to have taken for their federal income tax.
7. Leave the Other Status fields blank.
3. To set up local taxes:
1. In the Tax Authority Code field, select the appropriate local tax code.
2. In the Effective Date field, type the date the withholding tax goes into effect. For a new employee, this is the W4 date.
3. In the Filing Status Code field, select the percentage withheld from the employee. Your Vertex representative will help you set up the Filing Status List with the appropriate codes for your area. Use the lookup to select this field; do not type the value. 
4. In the Allowances field, type the number of allowances listed on the W4. If allowances do not affect withholdings, leave the field blank.
5. If no taxes should be withheld for this employee, select the Income Tax Exempt check box.
6. In the Extra Withholding field, type the amount of any extra withholding the employee would like to have taken for their federal income tax.
7. Leave the Other Status field blank.
To add other withholdings (child support, 401K, Workers’ Compensation, garnishments):
1. In the Search box, enter Employees, and select the related link.
2. On the Navigate tab, Payroll group, select Authority Information-Other Authority Info.
3. In the Other Authority Code field, select the other authority.
4. In the Effective Date field, type the first date the deduction should be withheld.
5. In the Filing Status Code field, select the correct category for the type of deduction. For Worker’s Compensation, select the employee’s worker’s compensation classification. Use the lookup to select this field; do not type the value.
6. Leave all other fields blank.
Assign Payroll Controls to Employees
Payroll controls can be assigned to employees one at a time, or you can set up payroll control groups that contain a number of payroll controls. Payroll control groups make it faster and easier to set up new employees.
Use Payroll Control Groups to Assign Payroll Controls to Employees
It is important to note that employees are not assigned payroll control groups, they are assigned the payroll controls within the group. The employee card does not store a record of which payroll control groups were used to assign payroll controls, and if a payroll control group is changed, the change does not affect existing employees.
1. In the Search box, enter Employees, and select the related link.
2. On the Navigate tab, Payroll group, select Pay Controls.
3. On the Home tab, Process group, select Attach Control Group.
a. Options 
i. Check the box for Activate Attached Controls. This will set all of the new controls to active.
ii.  Original instructions do not state of the Leave Setup Fields Blank check box should be checked or unchecked.
iii. The Existing Controls field is used when you are adding or changing controls to an employee who already has controls. 
1. If you want to add additional controls, select Skip. The system will add the new control group to any existing controls. 
2. If you want to remove existing controls and add new controls, select Replace.
b. Employee Filter 
i. Use the filters to select one or more employees to apply the group to. It is often helpful to select employees by class codes.
c. Payroll Control Group
i. Use the filters to select the payroll control group(s) to apply.
d. Click on OK. 
e. For each employee you selected, review the payroll controls:
· If the employee does not need the control, you can either remove it or clear the Active check box. If you make the control inactive, it remains in the employee payroll control list and can be activated in the future. You should make a control inactive, rather than delete it, if the control was used in the past and has history in the payroll ledger.
· Verify that the monthly schedule and payroll posting groups are correct for this employee.
4. Close the window. 


To Preview the Control Groups Before Adding Them

Follow the instructions for adding a payroll control group, except on the Home tab, Process group, select Verify Select Controls. This will allow you to preview a report that shows all the controls in the group. It will not add the controls to any employee.
Assign Individual Payroll Controls to an Employee
If you do not use payroll control groups, or if you have employees that require additional payroll controls, you can assign individual payroll controls to an employee.
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to update and on the Home tab, Manage group, select Edit.
3. On the Navigate tab, Payroll group, select Pay Controls.
4. On the Home tab, New group, select New.
5. In the Pay Control Code field, enter the pay control to add. 
6. In the Monthly Schedule field, select how often the pay control should be used. 
7. Check the box for Active.
8. In the Payroll Posting Group field, select the payroll posting group that should be used for this pay control.
9. Repeat steps 4-8 until all the pay controls for the employee have been added. 
Set Up a Garnishment or Child Support Payment for an Employee
These instructions assume that the garnishment or child support payroll control is available. If you do not have the correct payroll control, call Vertex Customer Service.
1. Set up a filing status for the employee.
· In the Search box, enter Filing Status, and select the related set up link.
· On the Home tab, New group, select New.
· In the Code field, type a code for the filing status. The Employee number is often used for the code. 
· In the Description field, type a description for the code that explains the type of garnishment or payment. 
2. Attach the filing status to the reporting authority.
· In the Search box, enter Reporting Authority, and select the related set up link.
· Select the appropriate reporting authority.
· On the Navigate tab, Authorities group, select Filing Statuses.
· On the Home tab, New group, select New.
· In the Filing Status Code field, select the filing status you created in step 1. 
3. THINGS WERE NOT LINING UP FROM HERE ON OUT AND I COULD NOT FOLLOW THE ORIGINIAL INSTRUCTIONS THROUGH. PLEASE REVIEW FROM HERE TO THE END OF THIS WI. THE INSTRUCTIONS ARE FROM THE ORIGINAL AND UPDATED WEHRE I COULD. Add the garnishment/payment information to the garnishment/child support control. 
· In the Search box, enter Payroll Controls, and select the related link.
· Select the child support or garnishment payroll control you crated. 
· On the Navigate tab, Calculation group, select Calc Method. 
· Select the calculation method with the most recent date. 
· On the Home tab, Process group, select Steps.
· Select the step with the garnishment/child support in the Bracket Code field. Click in the Bracket Code field and then use the pull down arrow to select the garnishment/child support bracket with the most recent date. 
· Click on Details.
· On the Home tab, New group, select New.
· In the Reporting Authority field, select the garnishment/payment reporting authority.
· In the Filing Status field, select the filing status you created in step 1. 
· Enter the garnishment or payment. Normally both an amount and percent are entered, but it is not necessary to enter both. The system will withhold the lower of the two.
· In the Tax Amount field, enter the annual amount. The system will divide the amount by the number of payroll periods.
· In the Tax % field, enter the percent per pay.
· Close the window. 
4. Add the controls to the employee’s payroll controls. See Assign Individual Payroll Controls to an Employee.
· If the employee has a garnishment, add the garnishment control and the balance of garnishment control (normally called BAL GARN). The garnishment control must have a payroll posting group.
· If the employee is paying child support, add the child support control. It is not necessary to add a balance control as child support is on-going. The child support control must have a payroll posting group.
5. Add the tax information to the employee’s authority information, following the instructions To Add Other Withholdings. 
6. Garnishment only—IN the payroll journal, post the balance of the garnishment to the employee. Use the Bal Garn payroll control. (THEN THRE WAS A SCREEN SHOT OF THE PAYROLL JOURNAL)
Set Up Direct Deposit

This table is only used if you pay using direct deposit. You must add one line to the table for every account that money is deposited to, and an additional line if the employee receives a pay check in addition to the direct deposit.
The system allocates money to each line in the order that they are listed in the table. You must specify one line as the account to use if there is money left after all of the allocations have been made.
The first time the employee is added to the direct deposit file, a paycheck is printed for the employee and no direct deposit is made. The information transmitted to the bank is used to set up the employee for direct deposit.
Warning: If you open this window, but do not need to add or change anything, press F4. When the confirmation message opens, click YES. Then press the Esc key; otherwise, you could leave a blank line. 
1. In the Search box, enter Employees, and select the related link.
2. On the Navigate tab, Payroll group, select Pay Distribution.
3. In the Type field, select either Pay Check, Checking or Savings. 
4. Pay can either be distributed by Fixed Amount or by Percentage of Net Pay, or a combination of both. Complete the columns as directed by the employee’s authorization form. Percentages are not entered as decimals. 
5. If you use fixed amounts, one account must be selected as the account to which any left over money is allocated. For this line, check the box for Remainder.
6. Enter the Bank Account Number. 
7. Enter the Transit No.
8. When you set up an employee to use direct deposit, or when you change the employee’s bank account, the system will select the Prenote check box. This signals the bank to set up or change the employee’s direct deposit information. No direct deposits are made for the employee for this payroll. The system removes the check after the direct deposit file is transmitted and direct deposits will be made for future payrolls.
9. Repeat steps 3-8 for remaining direct deposit accounts. 
Tracking Staff Absences
Set Up Causes of Absence Codes
Causes of absence codes are used to designate the reason a staff person is absent. Examples include sick, vacation, holiday, personal day, and unexcused absence. Absences are recorded in the Absence Registration window.
1. In the Search box, enter Cause of Absence, and select the related set up link.
2. On the Home tab, New group, select New. 
3. In the Code field, enter a code to represent the type of absence.
4. In the Description field, type a description for the code.
5. In the Unit of Measure field, select the unit of measure for the absence. Normally you would choose Hour or Day.
Record Staff Absences
1. In the Search box, enter Absence Registration, and select the related set up link.
2. On the Home tab, New group, select New.
3. Enter the Employee No.
4. In the From Date field, enter the beginning date of the absence.
5. In the To Date field, enter the ending date of the absence.
6. In the Cause of Absence field, select the appropriate code. 
7. In the Quantity field, enter the appropriate quantity based on the code’s unit of measure.
View Staff Absences
1. In the Search box, enter Absence Registration, and select the related set up link.
2. On the Navigate tab, Absence group, select Overview by Categories or Overview by Periods. 
3. Use the filters to select the employee(s) and dates you want to view.
Track Causes of Inactivity or Termination
Set Up Causes of Inactivity Codes
Causes of inactivity codes are used on the employee card to show the reason an employee has become inactive. Examples include sick leave, military service, and leave of absence.
1. In the Search box, enter Causes of Inactivity, and select the related set up link.
2. On the Home tab, New Group, select New.
3. In the Code field, enter a descriptive code for the cause.
4. In the Description field, enter a description for the code.
Set Up Grounds for Termination Codes
Grounds for termination codes are used on the employee card, Administration tab, to show the reason an employee has been terminated or has left the agency. Examples include: employee is deceased, employee is retired, or employee has resigned, plus various reasons for dismissing an employee.
1. In the Search box, enter Grounds for Termination, and select the related set up link.
2. On the Home tab, New Group, select New.
3. In the Code field, enter a descriptive code for the cause.
4. In the Description field, enter a description for the code.
Track Staff Qualifications
The qualifications codes are used in the Employee table to track information about the employee. This table can be used to skills and qualifications such as degrees, proficiency in a foreign language, or certifications. The employee card contains a Miscellaneous Overview table where you can see at a glance which employees have specific skills and qualifications.
Set Up Qualification Codes
1. In the Search box, enter Qualifications, and select the related set up link.
2. On the Home tab, New Group, select New.
3. In the Code field, enter a descriptive code for the cause.
4. In the Description field, enter a description for the code.
Add Qualification Codes to Employee Card
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select Edit.
4. On the Navigate tab, Position group, select Qualifications.
5. On the Home tab, New group, select New.
6. In the Qualification Code field, use the pull down box and select a qualification code. 
7. Complete the other fields as needed. For field help, with your cursor in the field, press F1.
View Employee Qualifications
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select View.
4. On the Navigate tab, Position group, select Qualifications.
5. On the Navigate tab, Qualification group, select Qualification Overview.
Track Miscellaneous Articles Assigned to Employees
The miscellaneous articles codes are used in the Employee table to track information about the employee. This table can be used to track office equipment or office keys in the employee’s possession, certifications such as CPR training, immunizations, credit card accounts the employee is authorized to use, or anything else about the employee. The employee card contains a Miscellaneous Overview table where you can see at a glance which employees show the miscellaneous article.
Set Up Miscellaneous Articles Codes
1. In the Search box, enter Misc. Articles, and select the related set up link..
2. On the Home tab, New Group, select New.
3. In the Code field, enter a descriptive code for the cause.
4. In the Description field, enter a description for the code.
Add Miscellaneous Articles Codes to Employee Card
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select Edit.
4. On the Navigate tab, Employee group, select Misc. Article Information
5. On the Home tab, New group, select New.
6. In the Misc. Article Code field, use the pull down menu and select the appropriate code.
7. Fill in the other fields as needed. For more information on how to use a field, with your cursor in the field, press F1. 
View Miscellaneous Articles Assigned to Employees
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select View.
4. On the Navigate tab, Employee group, select Misc. Article Information
Track Confidential Information about an Employee
Confidential codes are areas in which you want to record confidential information about an employee. Examples would be stock options received or employee reviews. Once the codes are set up, they can be assigned to the employee. Then for each employee, notes can be added to the confidential code. Only people with access to the confidential table can view the employee’s confidential information.
Set Up Confidential Codes
1. In the Search box, enter Confidential, and select the related set up link..
2. On the Home tab, New Group, select New.
3. In the Code field, enter a descriptive code for the cause.
4. In the Description field, enter a description for the code.
Add Confidential Information to Employee Card
Only people with access to the confidential table can add the employee’s confidential information.
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select Edit.
4. On the Navigate tab, Employee group, select Confidential Information.
5. On the Home tab, New group, select New.
6. In the Confidential Code field, use the pull down menu and select the appropriate code.
7. You can then either enter Comments from the Navigate tab or a Note from the Home tab. 
View Confidential Employee Information
Only people with access to the confidential table can view the employee’s confidential information.
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select View.
4. On the Navigate tab, Employee group, select Confidential Information. Review notes and comments as well.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
Vertex Systems, 2550 Corporate Exchange Drive, Columbus, OH 43231
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