Creating a Manual Check

1. Payroll Tab-> Check Calculator
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2. Make sure you have the correct employee in the upper right hand corner of the screen.
On the Setup Tab, change the Mode to “Create a Check”.
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Check Calculator 1215/ 2015 ** New Chack **

e e
Check Calculator Defautts

\*. Mode | Test ' Blck Recuring Eemings ¥
' I&l v Blck Reauring [
= Deductions

0 cross To et ' Fringe Benefit "Gross-Up"

Salary 40,001 Auto Pay | Al Negetive Net || Acjustment - o tax amount ale Fringe Amourt
Base Rate 7,250 Finge Esmings Cod

4. On the Setup Tab you can:
e Block/Unblock Recurring Earnings and Deductions,
e Auto Pay, Allow a Negative Net, Make an Adjustment
e  “Gross —Up a check,
e Or Choose Gross to Net



Check Calculator 12/15/2015 ** New Check **

Check Calculator Defaults

O ode Black Recurring Eamings vl
® Tasation B‘DCI(D;EE:&:QE vl
Salary 30.001 | Auto Pay || Allow Negative Net | Adjustment - o tax amount calc Fringe Amount ,D—
Baze Rate 7.2500 Fringe Eamings Code ‘ -- Select - \ ‘
Default Kours 0,00 Auto Pay Tax Offset Eamings Code ‘REG - REGULAR v |

MNet Pay |0

Default Earmings Code | REG - REGULAR v

5. Earnings Tab-> Choose the Earning that you will pay.

Zheck Calculator : Live - Gross To Net 12/15/2015

-y P—— ——

Salary z0.00 Auto Pay

Default Hours  0.00 Auto Pay

Earning Code

EREG - REGULAR v |
EGIFTM - GIFT MEMO

EGTL - GROUP TERM LIFE CALCULATED
EHOL - HOLIDAY

EHOLM - HOLIDAY MEMO I:I

1
N

k

EHOUSG - HOUSING TAXABLE ALL
EHRSWVA - HOURS VARIANCE
EIMPUT - IMPUTED INCOME

EIURY - JURY DUTY

ELEAVE - PAID LEAVE

ELOAN - MEMO OMNLY LOAMN

EMASS - MASS STIPEND

EMISC - MISCELLANEOQUS EARN
EMMASS - NON MASS STIPEND
EQT - OWVERTIME

EPFSLD - PROFESSIONAL DEVLPMT
EPRSHNL - PERSOMNAL

EPSFSE - PROFESSIONAL FEES

EFTO - PTO
EFTOM - Personal Memao
"-‘ EREG - REGULAR -

6. Deductions Tab-> Block or Unblock any deductions or choose from the drop down, if needed.



LNeCK L3alCUIaTtor @ LIVe - LFDSS |10 NeT LEAfFLDF2ULD

Preview /Summary | Save/Print

Deduction Multiplier I 1

Block v Deduction Code

D403EE - 403B EE CONTRIBUTION
D403EP - 403B PRIEST CONTRIBU
DADV - ADVANCE

DAHSAB - ARCH HSA BONUS
DAHSAF - ERHEA - FAM

DAHSAS - ERHSA - SNG

7. Taxes Tab-> You can leave the default amount, block taxes or choose from the amount type. In
most cases you will leave it as the default amount and have the taxes unblocked.
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__ Check Calculator : Live - Gross To Net  12/15/2015

¥ ([ I e prem—
-

Taxation ‘ Standard Al ‘
Tax Frequency | S - Semi-Monthly ¥
Line Items
Block [/ Tax Code Flllng Status Exemptions Exemptions2 Amount Type
|| TFITW - Federal Income Tax 0 | Default Amaunt v ‘ r
Ll TN - Indiana SITW 0 0 |Additional Flat r

Additional Flat plus Additional Percentage
Additional Percentage

Blocked

Default Amount

Flat Dollar Amount

Flat Dollar Amount plus Fixed Percentage
Flat Percentage

8. Print/Summary-> From here you can view the check stub and print a test statement. Check your
Earnings, Deductions, Taxes and Net amount.
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. Check Calculator : Live - Gross To Net  12/15/2015

[ setup | eamings [ potuctons [ taes | prevem summary [ sove et

Preview [ Summary

Gross | $36.23

Net | £32.27
Feamings— e oo
Earning Rate Hours Amount

REG 7.2500 5.00 36,25 No Deductions

Total: 5.00 £36.23
Taxes

Tax Taxable Wagas Amount
FITW 36.25 0.00
N 36,25 120
MED 36.25 0.53
55 36.25 2.25
Total: $3.98

Print Test Eamnings Statement



9. If the Preview/Summary is correct, go to the Save/Print tab. You have a couple options from this
screen.

Option 1: If this is a Manual Check to update an employee’s record only use the left side
“Save/Print”.

_ Check Calculator : Live - Gross To Net  12/15/2015
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@ Date On Check [1/25/2015 v @parh VM
@ pariod Begin I]l.fZZ’ZDIS v Block Direct Deposit
@ period End |12/5/2015 v

@ sccount | Fifth Third Bank [ 95983013%] ¥

@ Check Number ID

Save & Print Now] [Save & Print Later

You will need to make sure the Date on the check shows the next payrun’s date, the pay period for
which the pay is related, and give the check a check number. Save Only.

Option 2: If you wish to save this check with your payroll batch to pay the employee with the regular
payroll, choose the option on the right side of the screen. “Save & Print with Payroll Batch”. This will
create a VM batch. (void/manual checks)

Check Calculator : Live - Gross To Net  12/15/2015

e emstge ] e e | Pt e

® save / Print © save & Print with Payroll Batch
@ Date On Check | [12/25/2015 v @ patch VM
@ period Bagin [11/22/2015 v Block Direct Deposit
@ period End | [12/5/2015 v

@ pccount | Fifth Third Bank [ 59553043 ] ¥

@ Check Number | [0

Save B Print Now| [Save & Print Later

Note: Regardless of which type of check you are creating, a manual/save only check or a live check to
print with the payroll batch, the check you create through the Check Calculator will appear in the VM
batch.
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Check Date Edt | Change
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View your checks in your Payroll Register by going to Approve Batch totals and viewing the Register.

Payroll: 12/15/2015 | VM | 2 Check(s)

Batch Totals Filter

Batch | VM -- Open v
Location | [ - All -- v |
Pay Group | -- All -- v
Department | -- All -- v |

Line Items

Earn/Ded/Tax Descriptic
EREG REGULAR
TFITW Federal Income Tax
TIN Indiana SITW
TINSUI TINSUI
TMED Medicare
TMED-R TMED-R.
T558 OASDI
T55-R TS55-R

Approve Batch

eport Sort | Mame




Preprocess Register

Check Date: 121542015 Fage 1 0f 1
Roman Catholic Archdiocese of (13000) Pay Period: 11/Z2/2015 through 12052013
Test, Test Code Eaming Hiours Amount Code Tax Stanus Tacahie Amount Code Deduction Amount Type *Regular
Empld 130004711 REG REG 00 115 3625 FITW Federal Income S0 36,25 Tax Freq ‘S\L'\*I]mll.
Salary 000 . - . Manthly
¥ MED Medicare 36,25 .53 } .
Rl 125 55 0ASDI 3628 2258 ;’:D“ 1 ls'::ols
Freq (8) Semi — ) 369 22
Morchly N Indiana SITW 50 36.25 120 D Dep 00
Chic 22
Tatalks S00 3625 Totals 398 Tatak [T
Test, Test Code Eaming Hours Amount Code Tax Status Tacahie Amount Code Deduction nmmm\ Manual
Empld 130004711 REG REG 00 115 3625 FITW Federal Income S0 36,25 Tax Freq ‘S\L'\*I]mll.
Salary 000 o i 26 3 Adonthly
¥ MED Medicare 36,25 .53
e hk 121502015
R 7.5 g5 0ASDI 3638 334 t:: el 2%
Freq (8) Semi — ) 369 2.2
Morchly N Indiana SITW 50 36.25 120 D Dep 0
Chic ir8
Totaks S00 3625 Totals 397 Tatalks [T}

You can tell from the Payroll Register if you check is a, 1.)Regular check and will pay the employee or

2.)is a Manual check to update their record.




