Name ______________________

Computerized Practice Set Grading Sheet


   (Please make this sheet Page 1 of your computer practice set)

 Set-up







Employee Earning Record

16 points

_________



QTD and YTD History


Tax Tables - State



 4 points

_________




Federal

Payroll Register




40 points

_________


Payroll period #25


Payroll period #26

Checks





16 points

_________

Employee Earning Record - 


16points

_________


Lists each paycheck

General Ledger - Trial Balance Detail

4 points

_________

W-2s (End of year Closing)


4 points

_________

TOTAL



100


_________

Computerized Payroll Lab Work Instructions

SET-UP

Lab Work 1-Add Company:
1. Select Log In at start-up screen.

2. Select Utilities.

3. Select Maintain Company.

4. Select the New Icon (
5. Company I D first Initial.

           first 5 letter or Last Name.

6. Company name: Your name Co.

7. Save  (.

8. Type Create  (  a check an OK.

9. Close screen by clicking on the box with a X inside.

10. Switch Companies? Yes.

11. Company selection Screen.

12. Select your company. Use 12/01/02.   If you select 03 the program will assume that all data is in the future.

13. Back-up other Company ? No.

14. Main Menu from Your Company.

Lab work 2:  Set up General Ledger
“Always keep Posting date at 12/02 and stay in Set-up Mode” until you are ready to do the payroll checks.;

Set-up G/L

1. Boot-up Business Works.
2. Select G/L icon, Utilities.

3. Select “Create G/L Data Files”.

4.
Note:  Exclusive Option, Press OK

5. Note:  Create Date, Select Yes.

6. Current G/L Month: December 2002

Last  month of  Fiscal Year: December.

Keep 2 years of data.

      OK

7. Type the work CREATE, Select OK.

8. ( Creating data files.

9. G/L in Set-up Mode, OK.

10. Select Accounts from Pull Down Menu.

11. Select Maintain Accounts.

12. Still in Set-up Mode, Yes.

15. Placed in New Mode, add the accounts found on page 344.

16. Be sure to add Retained Earnings (399), Common Stock (300), SDI Payable (261), and ETT Payable (263).

Lab work 3: Set A/P and Payroll Parameters
“Always keep Posting date at 12/02 and stay in Set-up Mode”

Set-up A/P:

1. Boot-up Business Works.

2. Select A/P Icon, Utilities.

3. Select “Create  A/P Data Files”.
4. Note:  Exclusive Option, Press OK

5. Note:  Create Date, Select Yes.

6. Current A/P Month: December 2002

Last  month of  Fiscal Year: December

      OK

7. Type the work CREATE, Select OK.

8. ( Creating data files.

9. A/P in Set-up Mode, OK.

10. Select Vendors from Pull Down Menu.

11. Select Maintain Vendors.

12. Still in Set-up Mode, Yes.

13. Placed in New Mode, add the following vendors:

Vendor ID

Name

IRS

Internal Revenue Service

EDD

Employment Develop Dept

BLUE

Blue Cross Insurance

No Addresses.

Select the save option after entering the Vendor then select the New Icon.

Close after entering Blue Cross Vendor.

Set-up Payroll Parameters:

1. Select PR Icon, Select Utilities Menu, Select Enter Payroll parameters.

2. Note ”exclusive Option”, Select OK.

3. Create data Files screen--- Select OK.

4. Next screen Select  December 2002  as date then OK.

5. Create Date, type CREATE and enter or click on OK.( Creating Payroll Data.

6. Still in Set-up Mode Screen, Yes. Note: Do not get out of Set-up until you are directed to  get out.

7. Select Utilities, Maintain Payroll Parameters.

8. Still in Set-up Mode, Yes.

9. Maintain Payroll Parameters


Federal ID#  31-0450660, and State ID#  146-3-3300 or make one up.


Tax Deposit: Semi Weekly


Hours in a Week: 40


Leave all others set on the default.

10. Set-up Posting accounts by double clicking on Posting Accounts. (lower right side of screen) Select the down arrow for the Chart of Accounts.  Double Click on Selected accounts number or type in number.  See Chapter 11 page 344


Cash



110


Payroll Cash


125


Wages Payable

225


Wages Expense

615


Payroll Tax Expense 

620


FWT Withheld Payable
232


SWT Withheld Payable
240


Medical Insurance Pay
270


Company OASDI Payable
250


Employee OASDI Payable
227


Company Medicare

260


Employee Medicare

229


SDI Payable


261


FUTA Payable

265


SUTA Payable

267 

11. After enter Select OK.

12. Select Checks to identify the type of check.

All same except “ Next Payroll Checks #” 900

13.  Check Set-up: Payroll Check Top Stub, Close.  Close all Payroll Parameters Boxes.

Labwork 4: Maintain Taxes
1. Select Taxes, Activate States, YES.

2. Exclusive Option, Select Down Arrow, Select California.

3. Activate States?  Yes.

State Tax ID#  146-3-3300

SUI Rate:   3.4

Limit $  7,000

Inside Cover

SDI Rate:     .9

Limit $46,327

SWT Withheld Acct:

240

Employee SDI Acct:

261

SUI Payable


267

4. Save and Close

5. ENTER TAX TABLES
6. Select Maintain Tax Tables.

7. Set-up Mode? Yes.

8. Select Allowance, Limits, Rates for California.

9. Check to be sure the SDI Rate and SUI rate are Ok.

10. Deduction Status Amount

Enter Annual Amount – Table 3 

Use the rate in the program= Single and Married



$Use the rate in the program= Head of Household

11. Exemptions – don’t change

Credits: Per regular exemption: 75
12. Click on OK.

13. Enter Tax Table for the three tables: Single, Married, Head of Household. See Pub 15.

14. Click on Table 1: Single  Double check to see if correct.  If not correct go to the next step.  The program should be correct.

15. Enter Annual California Single.

a. Double click on first line of table. That will put the line in the data entry line above the tale.  Enter the numbers on the line from the Annual Tax table for Single.

Business Works:
CA Employer’s Guide:
But Less than
But not over

Base amount
Plus

Rate %
of amount over %

Enter any new numbers, press enter to finish the line then highlight the next line

b. Continue for that table, Click Ok. Do the same for the Married and Head of Household.

c. Save!!!!

16. To do the Federal Click on the right pointer until you get to Federal (US). The tables for the states are in alphabetical order.  Federal is US.

17. When you find the Federal Click on Allowances, Limits, and rates.

Update the FICA limit to 87,000  pg 1

Withholding allowance to $3000  pg 32  ????????

Minimum Wage to 6.75

SAVE!!!!!

18. Enter Single and Married Table in the same way as the State.  See page 32 of Pub 15 Table 7 for the correct amounts.

19. Save.

20. Print the Tables-  It  is the last option under taxes.

Labwork 5: Enter Deductions, Employees and their Beginning Balances, and Company Totals

                                     ENTER DEDUCTIONS
1. Select Utilities.

2. Select maintain Deductions.

3. Still in Set-up Mode. YES.

4. No deduction.  Put you in the New Mode.

5. Enter  ID:                Medical

6. Description:            Medical Insurance

7. Method:                  Fixed Amount per pay period

8. Category:                Individual 

9. Credit Account #:   270

10. Active:                     Always

11. On the right side all the taxable boxes should be an X.

12. Enter the History:    MTD    0

                                             QTD     0

                                             YTD     0

13. Save.

14. Click on Close Box.

15. Do the same for Union Dues.

ENTER EMPLOYEES AND THEIR BEGINNING BALANCES
1. Select Employees.

2. Select Maintain Employees.

3. Still in Set-up Mode. YES.

4. ENTER EMPLOYEES.  See attached pages.  

Front Page
1. Employee ID:  (Use Last Name)

2. Name:              

3. Address:           

4. Address:           

5. City, State          by pass

6. Zip Code            91208  (This will put Glendale, CA in City & State.

                                       Use this Zip for all employees).

7.
Phone #:           

8.
Soc. Sec.#           

9.
Active:                dot in the circle.

10.
Hire date:
    01/01/01

Pay Information:
1.
Pay Period:
BW

2.
Pay Type:
See EER for each employee

3.
Pay Rate:
See EER

4.
Skip everything, Click on OK.

Status:
Federal and State

Filling Status: 

See EER 

Allowance:     

See EER 

Vacation Pay

Rate:  80 hours both for Sick Leave and Vacation

Deductions:
1. Click on downward arrow.

2. Double Click on Medical

3. Amount: Put the number that you get for each employee from the EER.


 Bob

Frank              Julie

Tom

Darrell

4. MTD:
  Should all be 0 because December is the current month

5. QTD:
 Taken from the EER for October and November

6. YTD: 
Add the amount in line 5 (QTD) to the YTD at the top of the page from the EER

7. Lifetime: This is the same amount as the YTD


8. Click on OK.

9. QTD & YTD Totals - 

QTD:
 Taken from the EER for October and November


YTD: 
Add the amount in line 5 (QTD) to the YTD at the top of the page from the EER

 
 Bob

Frank              Julie

Tom

Darrell

Net Pay:






Gross pay



FWT Taxable




FICA Taxable

These should be the same as Gross pay  up to the limit.


FUTA
Taxable


FWT


Actual amount paid



   

Company OASDI    
Should be the same as the employee amount


Employee OASDI

Company HI



Employee HI


  

FUTA



  

Adv EIC


Should be 0




  

SWT Taxable


 

SDI Taxable


 

SUI Taxable


 

SIT




SDI

This is the tax paid

     

SUI

SUTA Paid--- calculate this amount.

Leave Cash Tips, Charged Tips, regular hours and Overtime Hours alone.

Click on OK

5. Select SAVE then New.

6. Enter the next four employees the same way using the information.

7. Additional Information.

ENTER COMPANY TOTALS – See General Ledger

Note:  The company totals must match the employee’s totals or you will not be able to get out of setup and integrate the figures to the general ledger.

1. Select Utilities.

2. Select Main Company Totals.

3. Still in Set-up  YES.

4. First enter California, then the Federal.  For the 3rdQtr use the YTD amount for all 5 employees.  The 4th quarter is the total of October and November for the 5 employees.  The system will add to the 4th quarter for the month of December. 

Net Pay:

                                    

Gross pay
                                                 

FWT Taxable






FICA Taxable





FUTA
Taxable


FWT




Company OASDI


Employee OASDI

   


Company HI

  

Employee HI





FUTA


  

Adv EIC




  

SWT Taxable



SDI Taxable



SUI Taxable




 

SIT



   

SDI




SUI




6.
Select Save, then close.

Select P/R Utilities—Print Payroll Verification report

1. Select Payroll Utilities.

2. Select Print Payroll Verification report.

3. Still in Set-up:  Yes

4. Correct any error until you get a verification report without any inconsistencies.  If it is only pennies, it is easiest to change the company totals instead of the individual totals.  If the error is major you will need to find the employee who is incorrect or double check your company totals.

5. DO NOT GET OUT OF SETUP UNTIL ALL ERRORS ARE CORRECTED. 

6. DO NOT TYPE OK until all the errors are removed.

7. Once correct:


MAKE  A  BACK-UP  COPY!!!!  
LABEL  IT  SET-UP!!!!
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Y-T-D Net pay

Y-T-D Company OASDI
Y-T-D Employee OASDI
Y-T-D Company Medicare
Y-T-D Employee Medicare

Y-T-D FUTA

Q-T-D FICA taxable pay
Q-T-D FUTA taxable pay
Q-T-D Company OASDI
Q-T-D Employee OASDI

Verification complete. 10 inconsistencies were found.

IRubel

The following Federal totals (entered in the Company Totals option)
are not equal to the sum of all the employee totals:

Company amt:
Company amt:
Company amt:
Company amt:
Company amt:
Company amt:
Company amt:
Company amt:
Company amt:
Company amt:

39247.25
3330.21
3330.21

770.06
770.06
236.47
9188.09
2305.15
607.23
607.23

Payroll Information Verification Report

Employees amt:
Employees amt:
Employees amt:
Employees amt:
Employees amt:
Employees amt:
Employees amt:
Employees amt:
Employees amt:
Employees amt:

39247241
3292.64
3292.64

770.07
770.07
236.46

15358.09

5581.81
569.67
569.67








Labwork 6:  RUN THE PAYROLL:

You must get out of setup to print the checks and have to data posted to the General Ledger.

Create Payroll Register
Enter Time Card Information:
1. Select Processing.

2. Select Time Card Entry.

3. Still in Payroll Set-up Mode?  No (if you get a Verification Report with errors or inconsistencies, do not get out of set-up.  Correct your errors until you get a verification report without any inconsistencies.  Do not type OK until all errors are removed.)

4. Select the first employee.

5. Enter Earnings: Regular Hours. Press enter.

6. Select Hours: Enter Hours. Press enter.

7. Gross Pay:     (Calculated by program).

8. Select Accept.

9. Enter Earnings: Select  Overtime  1.50 if there is any.

10. Enter hours and accept.

11. Save.

12. Repeat for each employee. You can use the down key to go through the employees.

Calculate Payroll Register:
1. Select Automatic Payroll Calculation.

2. Payroll Register is automatically displayed. First to the screen, then select print.

3. Double check the numbers.  Everything should be the same as the manual payroll register except the FIT and SIT. Should be a little off. 

4. If correct, print the Payroll Register by clicking on the printer icon.

Print Payroll Checks:
1. Select Processing, Print Checks. Yes

2. Load Check Forms.  Just use regular paper.

3. Select forms, any one will do, select OK when on form is highlighted.

4. Select OK to Print checks, alignment check, NO.

5. Select Reports Check Register. Be sure the print device is the printer.

12/09/02 Reports
Print out the reports as listed on the handout.  All under the reports or taxes menu.

Tax  Deposit, 941 Deposit, 940 Deposit, SDI/SWT Deposit, SUI Deposit.

12/23/02 Reports
Do the same for the above procedures for the next payroll period.

At the end of the period print out the other reports.  The EER is under reports and is both the earnings and history.

Close the month:
Select Close and close the month.  

End of Year

Print out the W-2s and General Ledger.  Use regular paper for the W-2s.

ORDER  OF   REPORTS

Employee Master List – 12/1/02

12/09/02 Payroll Register

Deposit Report

12/23/02 Payroll Register

Deposit Report

End of Month report

Trial Balance – 12/31/02

End of Year report

Employee Master List – 12/31/02

W-2 

To Install BW Test Drive(This will last 30 days)
1. Put CD into CD drive.  If it starts DO NOT USE THIS SCREEN. JUST SELECT EXIT.

2. Go to Control Panel, select Add/Remove Programs. Then Add new programs.

3. Select CD Drive. Click on Next.

4. BWSetup.exe appears in the dialogue box. Select Finish.

5. Welcome Screen -- click on Next

6. Select Destination Directory

C:\BW

Click Next

7. Select Modules:  Select all, then Click on Next.

8. Ready to  Install -- Next.

9. (  Copy files  ( Sage BW Icon appear.

10. (  Copy files.  Takes a while.

11. BW  Custom office Background,  Installation complete, click on finish.

12. Restart the system.  Select OK.

13. Double click on  Sage BW version 12.91

14. BW  Start-up.

15. Company ID: SAMPLE

16. Posting/Report date 6/01/97.  This date appears automatically. 

17. Select System Manager.

Create a Company

1. From System Manager Menu select Maintain Companies

2. Note appears.  Just read.

3. Select the New icon.

4. Enter the company id then the company name.

5. Go to Utilities, switch company and find your company id.

6. Enter the correct month, day and year.

Make Back up copy

1. DO NOT USE THE SYSTEM MANAGER FOR YOUR BACK-UP COPY

2. Select the close box.

3. Note that says “Back-up Company data files?”

4. Check the company name underneath this note.  Make sure it is the company you want to copy---NOT SAMPLE.

5. Put a disk in the disk drive.  Select YES!

6. Then it will say Back up complete.

7. You can check to see if you have BWBACKUP as a file on the disk.

Installing Data (when moving data from class, lab or home)
1. Select Maintenance – Restore.

2. Be sure your data disk is in A:

3. Select Restore from Utility Screen.

4. Click on dated data.  Icon will put a  (  in the box.

5. Select Restore.

6. Restore your data to original location ID.  Be sure to see the restore has the C: drive.

7. Click  OK.

8. Click close.

9. Switch Company.

10. Select company.

11. Back-up?  No.

Uninstalling Business Works (When the 30 days is past)

1. Be sure to make a back-up copy of your data before uninstalling the program.

2. Go to Control Panel, select Add/Remove Programs. 

3. Highlight Business Works Program.

4. Then select the change/remove icon.

5. Get out of control panel.

6. Select Recycling Bin and right click.

7. Select “empty recycling bin”.

8. Defrag the computer using Disk Defragmenter from system tools menu.

9. Restart computer.

10. Reinstall the program using the instructions on previous page.

11. Restore your data.

12. Start where you left off.

How to Restore your Data

Note:  Make sure that it has completed backup for “Your Company” not the SYSTEM FILE.  System files erase the data.  You can tell by the name that appears on the restore line as detailed in Step 9.

1. Open the program by selecting the BW icon.

2. Put your back-up copy in A.

3. Open the Sample data company, use the default date.

4. Click on System Manager.

5. Select Maintenance command on tool bar.

6. Select Restore on pull down menu.  Exclusive Option Note.

7. Click on Browse button (use the 1st line restore from), click OK.

8. On the lower right box, use the arrow to move the selection up so it doesn’t read C.  It will then show you A.

9. Go to the left side window and double click on BWBACKUP. Click underneath Bwbackup which should show you your name.  Double click on that and a file name will appear in the upper right hand box.  It is the date of your backup.
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10. Click on OK.

11. Click on the box by the line with the date and your name.  A check will appear in the box.

12. Click restore/

13. Click Restore:  Default

14. Note:  Restore completed successfully.

15. Click on Close.

16. Select Utilities, Switch Companies

17. Select Your Company and enter correct date.
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