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Synopsis:

In order to process payroll, you must have ‘Pay Cycle Periods’. Every Payroll Now user will initially be set up with ‘Pay Cycle Periods’ as part of the Assisted
Setup Wizard setup process.

This manual will walk you through the process of adding new pay cycles if necessary.

ACCESS ‘PAY CYCLE PERIODS’

« Full Payroll Menu
+ Pay Cycle Periods
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CREATE PAY CYCLE PERIODS

+ ‘Pay Cycle Periods’ will open
¢ Click ‘Create Pay Cycle Periods’

-~ PAY CYCLE PERIODS | WORK DATE: 10/10/2019 " SAVED Il 5 2
,O Search —+ Mew & Edit List [ Delete Create Pay Cycle Pericds ﬂﬂ Openin Excel -+ W =
Starting Ending Date Payment Default
Type? Name Date T T Date PostingDate  Farmuk
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Weekly Week 4 2019 1/20/2019 1/26/2019 1/31/2019 1/31/2019
Weelkly Week 5 2019 1/27/2019 2722019 2/7/2019 2/7f2019
Weekly . Week 6 2019 :2,/3;’2019 .2;’9,-’2019 .2,-"14;2019 2/14/2019
Weekly . Week 7 2019 :2,!1 0/2019 .2;’161‘2019 .2,‘21;'2019 2/21/2019
Weekiy; . Week 8 2019 .2J1?/2019 .2;’23;‘2019 .2f28f2019 2/28/2019
Weekly Week 9 2019 2/24/201% 37272019 3/7/2019 3772019
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* ‘Create Pay Cycle Periods’ Options screen will open
« Structure your pay cycle periods based on available options (tool tips available)
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¢ Click ‘Ok’ to generate pay cycles.

CREATE PAY CYCLE PERIODS

Options
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Pay Cycle Subtypes
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Synopsis:

Pay Cycle Subtypes are necessary if you have 2 pay cycles that are the same frequency but the pay cycles have different ranges or different payment dates. This
feature does need to be turned on in the Payroll Setup Table. A common scenario where this feature is utilized is when a company has 2 biweekly pay cycle
periods.

HOW TO SETUP PAY CYCLE SUBTYPES

STEP 1. Turn on ‘Use Pay Cycle SubTypes’ in ‘Payroll Setup Table’

¢ Open Payroll Setup Table
» Scroll down to ‘Advanced Settings’
» Set ‘Use Pay Cycle Subtypes’ to True

Payroll Setup

[ Get Tax Settings 4 Additional Setup Actions Fewer options

US Setup >

Advanced Settings Show le
Combine Earnings Lin.. (@) Split Payroll LedgerE.. (@)

Check Balance Payroll.. (@ ) Use Job/tob Task ®

Suppress Arrears Trac.. (@) Use Employee Securit.. (@ )

Use Multi-Company -i.:': Liilize Certification Al.. i )

Default Company Code Verify OT Hours en A.. r.: )

Advanced Deduction ... (@ ) Suppress Pay Period ... r.:‘

Use Actual Salary Mo... (@) Do Not Check Deduc.,, (@ )

Use Position Effective.. ~ (@) Use Pay Cycle SubTyp.. @l

Position by Effective ... Pay Cycle Ending Date i Auto-Sync Expense A... (:'.:‘.'

Use Eamings from H... .:.::\ Journal Transfer Acco.., | W
Use 1/4 Hour Accrual.. (@ ) Run Custorn Function @

Split Employer Tax / C... - (@)
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STEP 2. Open ‘Pay Cycle Subtypes’

¢ Full Payroll Menu
* Pay Cycles
+ Pay Cycle Subtypes

Full Payroll Menu
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STEP 3. Setup up Pay Cycle Subtype

Select a Pay Cycle Code

* Enter a Code for the Subtype
« Enter a Description
* Click ‘Back’ to save

Posting Setup

Employee Posting
Groups
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/ SAVED e
O Search —+ New B Edit List [i| Delete  EA Open in Excei Y =
Typet Code T Description
) | Semimonthly b | sUB2 warehouse 2 cycle

STEP 4. Attach ‘Pay Cycle Subtype’ code to the necessary employees

+ Open Employee Salary Table

« Apply ‘Pay Cycle Subtype’ to Salary Card — General Tab

<~ .SALARY CARD|WORK DATE: 10/10/2019 u\ﬁ} 5 I ] NOT SAVED '
General Show mare
Pay Cycle Semimonthly b Weekly Hours 40.00
Starting Date Use Hours Details . )
Salary Type Salary b Owertime Multiplier
Hourly Rate 36.05769 ‘ Overtime Exempt [ @)
Annual Salary 75.000.00 Pay Cycle SubType ] SUB2|

Additional Info
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