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Introduction

This manual has been written to help you set up a new client. Please use the Table of Contents as a
checklist to ensure that the client is set up correctly.

Prior to setting up the first client, open the master or sample payroll company.

e Select Setup/Contacts/Company Contacts. Check the address(es) on tax and other
payees. Correct if necessary.

e Select Setup/System Options. Set the options as desired. See Appendix A for detailed
instructions.

e Select Activities/Quick Check. Set the options on the Quick Check System tab, the
Quick Check Client tab and set the Column Configuration. (See Appendix B for detailed
instructions)

NOTE: Repeat steps 2 and 3 for each username within the program.
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Chapter 1- Create A New Company File

Chapter 1 - Create A New Company File

To create a new company file:

1. Select File/New/Company to create a new company file.

2. The Database name entered here is what will appear in the Company List.

3. The Period Type refers to the accounting period, NOT the pay period frequency.

4. If only payroll is processed in this file, always enter a 12/31/20xx year end date in the Fiscal
Year End Date field.

5. The Current Period End Date should be the end of the first month for which payroll opening
balances will be entered or the first month payroll will be processed if this is a new business. If
this is a client with existing payroll and is being set up in the middle of the year, enter the date of
the last calendar quarter.

6. Enter through the Year field to accept the value suggested by the program.

7. Select the desired Client Group(s).

8. Click OK to create the company file.

Mew Company Information

Database name
I PR ABC Company
Petiod Tvpe Fiscal Y¥ear End Current Period End
[Morth x| |12/31/2017 | n3iz1z017

Period Year

|3 j | 2017
Include in additional client groups

Select ||3r|:-u|:u
1 (B Bookkeeper 1
2_ E Bookkeeper 2
3_ E b anager 1
_} E b anager 2
Ok, I Cancel
© Dillner’s Accounting Tools, Inc. 1-1
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Chapter 1- Create A New Company File
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Chapter 2- Import Accounts and Payroll Items from Sample Payroll Company

Chapter 2 - Import Accounts and Payroll Iltems from Sample

Payroll Company

Accounts, Settings, Payroll Items and Contacts may be imported from an existing PBM or FCA client.
When Settings is selected, the screen options and column configuration information is copied from the

source company.

To import from another file:

1. Select File/Imports/Full Contact Accounting or File/lmports/Professional Business

Manager.

2. Check Account, Settings, Payroll Departments, Payroll Items, Payroll Templates and
Other Contacts. Select any other necessary record types. Leave the Select action to
take when duplicate record is found at None for all contact types.

3. Select the sample payroll company from the Source Company list.

Import from FCA
—3Select record kypes ko import
¥ accounts |V Settings [ Tasks W Payroll Forms ¥ Payroll Departments W Payrol Items
[T TaxMaps [ werbiage [ Descriptions [T 1099 Types ¥ Payrol Templates
—3elect contact byvpes ko impark
[T Customer [ wendaor [~ Employves [¥ Other Contacts [ Undesignated [ all
Select action to kake when duplicate record is Found Source Company
- Custamer LitHe: Church .|

% pone ¢ Update © Replace

—\endor

f* pone © Update © Replace

—Emploves

& Mome © Update ¢ Replace

— Qther

% pone ¢ Update © Replace

—Undesignated
* pone © Update

" Replace

Mike's Bikes

Pavrall Acadery

Pavroll Camelback Mounkain Tours
PR Comparry

Quarkerly Client

Sample 1099 Client

Sample AR {Accounting Office)
Sample AR (Booounting OFfice) ARYO
Sample PR, Co throu 2022 {3 Emps)
Sample PR CO thru 2022 (Al Skakes)
Sample PR Company (Aockg OFfice)
Sample PR, Company DCC - Pay Portals
Sample PR Company Restaurant

zz Master Payroll Cormpany

Zancel

CIE —l
[ e

© Dillner’'s Accounting Tools, Inc.
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Chapter 2- Import Accounts and Payroll Items from Sample Payroll Company

4. Verify desired record types have been selected.

Full Contact Accounting x| h

The Followssneg ikems hawve been sebeched For import:

Aecourits

]
Payroll Departmenks
Payroll tems
Other Contacts
Payroll Templates

[k | coca |

5. Click OK to begin import.

The following dialog box will appear when the import is complete.

Full Contact Accounting E

b, Import of data Files s complete

[« ]

6. Click OK to close the dialog box.

Note: If the client has a file in Advantage, QuickBooks, Check Writer, BusinessWorks, or Creative
Solutions CBS (DOS), import GL accounts (except for CBS (DOS)), Vendors, Employees, etc. using
the File/Imports menu instead of importing accounts from PBM or FCA.

© Dillner’'s Accounting Tools, Inc.
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Chapter 3- General Ledger Account Maintenance

Chapter 3 - General Ledger Account Maintenance

(Payroll Checkwriting and ATF Payroll)

Some of the accounts that were imported from the sample payroll company file may need modification

if live payroll is being processed. Additional accounts may need to be created for some clients.

1. Select Setup/Accounts.

2. Click on the List icon

&

3. Set up any additional necessary accounts.

EN Account List

109
231
232
233
235
237
235
239
290
401
40z
44z
443
a09
510
alz
215
516
a1y
519
520
aZ6
529
230
531
932
933
%34
535
236

—e—

Zash In Bank Bank of America

Employves Advance

Direct deposit

Federal Payroll Taxes
Stake Pawvroll Tax
Accrued Unemployment Tax
401k Payable

5 pavable

Disability Pawvable

Coraw

Cask Accounk

Direct Wages

Direct FICA Expense
Direct Unemployment Exp
Cutside Service
Operating Supplies
Freight & Postage

Gross Wages

Cfficers

COffice Wages

Pension and Benefits
Rent

Lkilities

Telephone

Fepairs & Maintenance
Equipment Rental

Repair Equiprient
Cwaner's Health Insurance
Adwertising & Promotion
Insurance-General
Insurance-Yehicles

(4 I Cancel |

Current Asseks
Current Liabilities
Current Liabilities
Current Liabilities
Current Liabilities
Current Liabilities
Current Liabilities
Current Liabilities
Current Liabilities
Capital

Zosk

Zosk

Cosk

Zosk

Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense

=] E3

| »

or press Ctrl + | and verify all necessary payroll accounts are set up.

© Dillner’'s Accounting Tools, Inc.
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Chapter 3- General Ledger Account Maintenance

Bank Account

o u

To enter account information for MICR Encoding, select the Bank tab of any account checks will
be written from if blank check stock is being used.
Select Checking or Savings from the drop-down list in the Type field.
Enter the checking account number in the Account # field. Enter MICR symbols that are
embedded in the account number as follows:

A=13

B=."

C=i®

D=m

Do NOT enter the symbol which follows the account number.

Enter the nine digit bank routing number in the Routing # field. Do NOT enter the symbol
before or after the routing number.

Enter the ABA number in the ABA # field.

Enter the bank name, address, city, state and zip code as they need to appear on the check in
the appropriate fields.

EN Account M=l i
M 4 b M ¢ x EO-HgE.

Lookup I'I nz Mame IEash In Bank Bank of Amenca

tccount  Bank | Signaturel
— Accaount [nfo — Bank Infa

Type M arne
| Checking =] |y Bark
Account # Address

[111 111011 |
Addrezs

Fouting $# \ I
123456789 \ ;
City

ABAH I.-'l‘-.n_l,ltcuwn

I1 11111111 State/Province
Deposzit Routing # ILIS

I \ Pozstal Code

[ Combine Routing # afd Account # IHTH

The above Account # will
| Cancel | appear on the check as
Ahk maa™id

© Dillner’'s Accounting Tools, Inc. 3-2
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Chapter 3- General Ledger Account Maintenance

10. If a printed signature image is desired on the checks, select the Signature tab.

11. Click on the Load button.
12. Browse for the image file containing the signature, click on it and select Open. The program will

support BMP, DIB, RLE, JPG, JEPG, JPE, JFIF, GIF, TIF, TIFF or PNG files.

EN Account M=] E3
M4 M b+ * &-HB g,
Lookup |1EI2 M arme IEashIn B ark Bank of America

..ﬁ.ccnuntl Bank  Signature |

Delete |

s

M e | Eancell

13. Delete any checking accounts that will not be used.

3-3
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Chapter 3- General Ledger Account Maintenance

Wage Accounts

14. Set up additional pay accounts as needed and check the Track Qty box. Hours may not be
entered for an account that does not have the Track Qty box checked.

EN Account 5
M 4 » M o+ > & -5 g /.
Lo |51 b M ame IGrDss Wages

ﬂDDDuntlﬁank I Sgnahuel
Lookup

|515

M ame

IGrnss YWages

Dezcrption

IGrnss W ages
Classification Check the Track Gty box
| Experse | for any account Wages
Type will be posted to.

ILedger =
Status

I.i'-.ctive j W Track Oty

Cancel |

© Dillner’'s Accounting Tools, Inc.
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Chapter 4- Set Up Contacts for Tax and Other Liabilities

Chapter 4 - Set Up Contacts for Tax and Other Liabilities
(Payroll Checkwriting Only)

The system will accrue payable amounts for tax liabilities, garnishments or 401K or Simple
contributions. Set up contacts for these payees (Bank, State Unemployment, IRS, State Withholding,
etc.). If contacts have been imported from another file, review the imported contacts and edit as
necessary. Set up additional contacts as necessary. Do not create employees yet.

Select Setup/Contacts/Company Contacts.

Create desired contact. Enter necessary information on the Contact tab. The Display Name is

the name that will print on checks.

3. Check the Vendor box for any payee receiving amounts to be included in the third party payee
area of the cover letter.

4. Check the Other box for any payee that may be imported to other client files. (Chapter 2, Step

N

2)
[M contact Manager [_[o]=] h

H 4 r M b = O-Hg .

Lookup | Display Name |
Contact | vendor | Customer | Empioyee | Banking | notes |
Lookup  [SwH EMNASSH |
Deganization | R = | =|

Tile  Fiel Hicdle Ladl Sulf  Gereder
Nome | I I | I | =
Dicplag Mame  [MD Depaitrerd of Resr Frimary Contact |
Business Mame | Fhone 1 |
hddress [POBaxc123 Phaone 2 |
Address | Phone 3 |
Ciy [Arbown Phaone 4 |
State f Piovince [MD Fait [
PostslCode  [1245 Erad 1 |
Courtry | Emed 2 I
Hew | cml £ to Gl ™ Customer [~ Employes 7 frendor] [ Gther
|l : :
© Dillner's Accounting Tools, Inc. 4-1
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Chapter 4- Set Up Contacts for Tax and Other Liabilities

5. Select the Vendor tab.
6. Enter an account number or memo in the Default Check Memo field. The information entered
in this field will print in the Memo field on the face of the check.

[N Contact Manager

HA4rH M X SD-BgE.

tookp | Disploy Noe |
Accourt Nuvber [ EIN/SSH

Diefault Check Memo [SWH 1D 11223384 ValCode [
¥ Remarsber Prior Transactions Tems Hane -

1053 Seltings
|Account |Descrip. | Type | Stait'r.| Stat B

New I Cancel I Bl be'clabal [~ Customer [~ Employes W Vendor [~ Other
I- Syncwih oo

The Contact List should look something like this after all tax and third party payees have been set up.
Do NOT set up employees yet.

El Contact List Ed

Putnam Investments
hild Support Disbursement
Howeard County Clerk aof Court
MO Unemployment Compensation
MO Deparkment of Resw

(] 4 I Cancell

© Dillner’'s Accounting Tools, Inc. 4-2
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Chapter 5- Set Up Payroll Departments

Chapter 5 - Set Up Payroll Departments

(Payroll Checkwriting and ATF Payroll)

Payroll departments are used for both payroll checkwriting and ATF payroll. Each Company MUST

have at least one payroll department. Payroll departments are used to control the posting of the wage
and tax expenses for general ledger purposes. Preparation of workers’ compensation reports can be
simplified by setting up a department for each class of employee even if the different classes post to the

same general ledger account. There is no limit to the number of departments that can be set up.

1. Select Setup/Payroll Departments.

2. Enter a unique Lookup. The Lookup can be any desired alphanumeric combination. A GL
account number or department name may be used. (If employees are being imported from
another software product, use the same department name for the Lookup. Employees will

3.

EN payroll Department M=l l

import with their original default department. If the department does not exist in PBM or FCA,

the default department for each employee will have to be entered. After the employees are

imported, the department Lookup may be changed and it will change the default department for
all employees in that department.)

Select the appropriate expense accounts in the Pay Account, FICA Account, FUTA

Account, SDI Account and SUI Account fields.
4. Leave On Item in the Accrual Account field.

M 4 » M b+ o & - g,

Lookup

| WAGES

Descripkion

I Wages

Pay Account

|515 Gross Wages
FICA Expense Account

L]

|42 FrcaTa
FUTA Expense Account

L]

|543 Unemployment Tax

SOI Expense Accounk

L«

|543 Unemployment Tax

SII Expense Account

L]

|543 nemployment Tax

Accrual Accounk

KN

IOn Ikem

KN

Cancel |

© Dillner’'s Accounting Tools, Inc.
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Chapter 5- Set Up Payroll Departments

EN payroll Department H=] E3
RN I ==
Lookup
IOFCR
Cancel |
Descripkion
I Officers Wages

Pay Accounk

516 Officers

FICA Expense Account
542 F1caTax
FIITA Expense Account

KN

KN

KN

|543 Unemployment Tax

SDI Expense Account

L]

|543 Uremployrment Tax

SII Expense Account

L]

|543 Unemployment Tax

Accrual Accounk

IOn Ikem

L]

© Dillner’'s Accounting Tools, Inc.
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Chapter 6 — Set Up Workers’ Comp Class Codes

Chapter 6 - Set Up Workers’ Comp Class Codes
(Payroll Checkwriting and ATF Payroll)

Workers’ Comp codes may be used for both payroll checkwriting and ATF Payroll. They are client
specific. There is no limit to the number of Class Codes that can be set up. This is required for Pay As
You Go workers’ compensation.

1. Select Setup/Payroll WC Class Code.
2. Enter Class Code, Description, and Rate for the client. The Rate field is optional.
3. Click OK to save.

Workers' Compensation Class Code

Delete |I:Iass Code |Descri|:util:un | Rate
e 02z Clerical 0.0170
ER L Shoo

© Dillner’s Accounting Tools, Inc. 6-1
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Chapter 6 — Set Up Workers’ Comp Class Codes
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Chapter 7- Set Up Company Information and Defaults

Chapter 7 - Set Up Company Information and Defaults
(Payroll Checkwriting and ATF Payroll)

Company information and default settings need to be entered for the client.
To enter company information and default settings:

1. Select Setup/Company Information.

Company Tab

Most fields on this tab are required for both payroll checkwriting and after the fact payroll.

2. Complete all appropriate fields on the Company tab. This information will print on checks and
reports. The EFTPS Pin and EFTPS Password will print on the EFTPS Worksheet.
3. Enter the VO Client ID if printing directly to the client’s portal.

Company Information E
Profit Centers | ‘Wotkers' Compersation | Finsnce Charges | 1084- 1500 | 108410 | 10941
Company | Accouniing | Macha | Compary Paprol Defauls | Papol Forms | TaxIds | Company Defau Pathe
| |Prome [Vahse
11 |Mame ABC Cormpary
12 |DBA
|3 lAddvess 1 B181 First A
|4 |Addiess 2
|5 |Cay Heatetvile
6 [Shate WD
|7 [Postal 12345
(8 |Contaci Joe Smith
{3 |Phone 1 410555 1212
110 |Phane 2 4055113
(11 |Fase 410551217
|12 |E-Mad peEabocomp com
[13 [wieb Site
|14 |EFTPS Pin 12345
|15 [EFTFS Pasmwond 54371
16 [Supervisce nk
17 [Bockkeepe: e
118 WO Clent 1D 701047744
0k | Concel | VOSewp |  Heb
© Dillner’s Accounting Tools, Inc. 7-1
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Chapter 7- Set Up Company Information and Defaults

Accounting Tab

Most fields on this tab are for informational purposes only. Do not change any values other than
Business Type.

4. Select the Accounting tab.

5. Review the values on this screen for accuracy. Select the appropriate Business Type and
Legal Entity. Change Sync With AR Client to No if appropriate. Do not change any other
values on this tab.

Company Information

Taxids |  CompsryDefaulPathe | ProftCenters | ‘wiotkers' Compensation
Company Accourfng | Macha | CompanyPaolDefaubs | Pawol Foms
Frompt [Vl

1 |Currert Petiod 3

2 |Petiod Type Morih

|3 [Business Type (Tax) $-Cotp

4 |Legal Enliy Limibed Lisbdily Corporation

5 |Peticd EndDate 03/31/2004

6 [vew EndDate 12/3172004

7 |Office AR Chent He

8 |Syncwith AR Chent Ho

4 |First Year Stast Peviod o

¥ |Open Chent Fils with Nobes

© Dillner’'s Accounting Tools, Inc.
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Chapter 7- Set Up Company Information and Defaults

Nacha Tab
(Payroll Checkwriting only)

FCA or PBM creates a Nacha (National Automated Clearing House Association) file for the transfer of
funds from the company's bank account to the bank accounts of employees and vendors. The Nacha
file must be submitted to a vendor that processes such transactions. This tab contains information
necessary to create a valid Nacha file for transmission of direct deposit information.

6. Select the Nacha tab.
7. Enter the appropriate Values. Get the values for these fields from the third party Direct Deposit
vendor.

Company Information

Profit Centers | ‘Workers' Compensation | Finance Charges | 1084-1%11 | 1094-m1 | 1094w
Company I dcocounting  MNacha I Company Payroll D efaults | Payroll Forms I Ta:-:ld'sl Company Default Paths

Prompt |"-.r"a|ue
1 |Immediate Destination Record 1 Pogition &
2_ Irmmediate Destination Descr Record 1 Position 41
S_Immediate Origin Record 1 Pozition 16
4_ Dizcretionary D ata FRecord & Pozsition 21
5_ ldent Code Designataor EIM
E_ Compary [d Rec b Poz 42 % Rec 8 Pos 46
7 Company Mame Record & Pozition 4
E_ Onginal DFI Rec 5 Poz 81 & Rec 6 Poz 81
" p |Transmitter Info Record 1 Pogition 64

© Dillner’'s Accounting Tools, Inc. 7-3
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Chapter 7- Set Up Company Information and Defaults

Ident Code Designhator - Select the appropriate value from the drop-down list.

e EIN - The number 1 will precede the Company Id in the Nacha file. (Record 5 Position

41 and Record 8 Position 45)

e DUNS - The number 2 will precede the Company Id in the Nacha file. (Record 5

Position 41 and Record 8 Position 45)

o User Assigned # - The value in the Company Id will start at Record 5 Position 41 and

Record 8 Position 45 in the Nacha file.
Transmitter Info - This field is required by some private banks.

dfi0o000001
dfi0000001
dfiooooooz
dfi00ooo0no3
dfi0000004
dfi0000001

101 immeddestimmedorigil?703240910R094101immeddestdisc transmitter info

5200co name discdata lco 1d PPDEd 000000170317 lorig
62298765432111 000009901434444 Eustace Haney Oorig
6229876543211112 000017577367777 Lisa Douglas Oorig
62298765432165498 0000270260788886 Oliver Douglas Oorig
6271234567891111 0000545047co id co name Oorig
820000000403086419740000005450470000005450471co id orig
9000001000001000000040308641974000000545047000000545047
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999
9999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999999

© Dillner’'s Accounting Tools, Inc.
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Chapter 7- Set Up Company Information and Defaults

Company Payroll Defaults

Completion of this screen is mandatory to reduce the possibility of errors on State Withholding
or State Unemployment tax returns.

8.
9.

10.
11.
12.
13.

14.

15.
16.
17.

Company Information

. Comparny I Accounting I Macha Company Payrall Defaults I Payroll Forms | Taxlds | Company Default Paths

Select the Company Payroll Defaults tab.

Select the department for most employees for Default Department.

Select the state that most employees will have taxable wages in for Default Withholding State.
Select the state in which the company is located for Default Unemployment State.

Select the state in which the company is located for Default Disability State

Select a Default Locale ONLY if ALL employees for this company will always have local
withholding tax. If local withholding tax only applies to some employees, enter the default locale
ONLY on the employees with taxable wages.

Select the appropriate Default Pay Frequency. If an employee is paid on a different frequency,
the company default can be overridden at the employee level.

Enter the 2 digit PA PSD Code if applicable. This will print on the W2s.

Select the desired W/C Class.

Enter the desired Pay Pd Start Date, Pay Pd End Date, and Payroll Check Date for a Weekly
or Biweekly payroll. Dates entered in this field will populate the corresponding fields on the
check entry screen.

Profit Centers | ‘workers' Compensation | Finance Charges | 1084-1%11 | 1094-m10 | 1094 -1

Prompt |"-"a|ue

Defaulk Department W agesW ages
Default ‘wWithholding State kD - Maryland
Default Unemployment State MO0 - Maryland

Drefault Dizability State kD - b aryland
Default Locale MHaone

Default Pay Frequency Bivweekly

P& P50 Code (2 digitz)

Default w/C Clazz 022

Fayp Pd Start D ate 02/26/2017

Pay PdEnd Date 03M11/207
Fayroll Check Date Q37207

Cancel | Help |

© Dillner’'s Accounting Tools, Inc. 7-5
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Chapter 7- Set Up Company Information and Defaults

Payroll Forms Tab

18. Select the Payroll Forms tab.
19. If No is selected in the Use Company Address field, the name, DBA and address entered on
this tab is what will print on the payroll tax returns. If Yes is selected in the Use Company

Address field, the name, DBA and address on the Company Tab will print on the payroll tax
returns.
20. Enter the Preparer Name and additional preparer information as necessary to print on the
payroll tax returns.
21. Enter Third Party Designee Name and additional information as necessary to print on the
Federal 941 and Federal 940.
22. Enter amounts in the various 1099 Threshold fields. The amounts entered in these fields are

the MINIMUM amount for which a 1099 will print.

Revision Date: 11/9/2020

Company Information E]
Taxids |  ComporyDefoutPaths | Puof Centers Wotkers' Compenaation |
Company | Accouning |  Macha |  CompanyPayol Defauks Payoll Fosms
Fromet [\abue
1 |Uze Company Address Mo
2 |Mame ABC Compary
ER L
4 |Addeess 1 CAO Accountng Office
5 |Addess 2 345 Fist e
& |Ciy Anglowmn
7 |State LS
8 |Posial 12345
9 |Fhone 1 4105551212
iﬁm”m John Dos
11 [Freparer Title Accountant
12 |Praparer Phorne 410 5551000
13 |Preparer Fim Accounting Difice
14 |Preparer Addeszs 45 Frst e
15 |Preparer Ciy Ao
16 |Puepaner Slate U5
17 |Prepacer Postal 12345
18 |Preparer EIN N\ e
19 |Freparer SSM/PTIN 222222702
20 | Thid Pasty Diesignes Hamms Johe Doa
|21 |Thied Party Designes Pin 1234
22 |Thid Party Desigree Phone 410 5551000
73 |Signed By Hame Johe Dos
24 [Sigred By Titie Accountart
25 |Signed By Phane 410 5551000
76 | 1093 Mise Thueshold (=1
27 1099 D Theeshold
28 (1099 Ink Theeshold 0]
29 [1049 5 Thieshold B
30 | 1098 Theeshold &00
1 |1099F Theeshold 1
32 1099 Default Withhoking Siate M0 - Mandand
13 |E 841 Preparer EFIN B,
34 |E 941 Preparer Pin 123456
35 [E 941 Signalue Fin 555G
36 |E 341 Mame Control ABCCO
[iT3 I
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Chapter 7- Set Up Company Information and Defaults

Tax Id’s Tab

Identification numbers entered here will print on the appropriate payroll tax returns.

23. Select the Tax Id’s tab.

24. Select the appropriate state in the State field.

25. Enter the necessary tax identification numbers in the Withholding, Unemployment, and
Disability fields.

26. Enter the Sales Tax ID number in the Sales Tax field, if desired. The program does NOT
produce sales tax returns at this time.

27. The Other 1, Other 2 and Other 3 fields are for additional ID numbers on various state
unemployment returns.

Company Information E |

Profit Centers | ‘Workers' Compensation | Finance Charges | 1034-1&11 | 1034-10 | 1034w
Company I Accounting I Macha | Company Payroll Defaulks I Papoll Forms  Taw ld's | Company Default Faths

Federal 1d Mumber I‘I 2-3456789

State |Withhnlding |L|nemp|u:|_l,lment |Disal:|ilit_l,l |Sales Tax |Elther 1 |Elther 2 |Elther 3
1 |MD -Manyland 123447 387654321 398877 123 456 789
»

] I Cancel Help |
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Chapter 7- Set Up Company Information and Defaults

Company Default Paths Tab

The Company Default Paths tab is used to set client specific default paths. Setting up default paths
will eliminate the need to browse to the correct directory when creating backup, export and Nacha files.

28. Select the Company Default Paths tab.

29.Enter a valid drive and directory name in the value column for any task that will be used for this

client.

Company Information

Compaty I Accaunting | Macha |

Compatiy Pagrall Defaults I Pavrall Farms

Taxld's Company Default Paths | Profit Centers | whorkers' Compenzation
Prompt |"-.-"a|ue
Backup Fath C:AChent Files* 4B C Comparny“Payroll

File/E=ports/FTA wite Up
File/E=ports/Emploveess to %0 Pay Forms
File/E sparts/C5a8

26 |Actrviies/Print b Yirtual Office

27 |Actraties mport Y0 Payrall

28 |Activities/Impart Swipe Clack
29 |Activities I mpart Vendor Payments
a0 |ActiviiesACH Direct Deposit

31 |Reportz/Aepaort List/E #port
E Reports/R eport List/E wport All Beport Options

33 |Reportz/T ax Formz/Create E-File

TR Reportz/Electronic Tax Reports/Efile 941 Summary Report
35 |Reportz/Electronic Tax Reports/Efle 940 Summary Report
36 |ReportzElectronic Tax ReportsAw'2 Summary Feport

37 |Reportz/Electronic Tax Beportz/1033 Summary Report

C:AChent Files*ABC Company

C:AChent Files* 4B C Comparys 0 Payroll

C:AClient FileshABC CompanysPavrall

k. I Cancel Help |

Profit Centers Tab

Does not apply to Payroll.
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Chapter 7- Set Up Company Information and Defaults

Workers’ Compensation Tab

The Workers’ Compensation tab is used to set up information for the Pay As You Go Workers’

Compensation file.

Company Information

' Company I Accounting | Macha I Compary Pagroll Defaults I Paprall Farmz I TaxId's I Company Default Paths I

Prafit Centers Wiorkers' Compenzation

Fayroll Compary |d
Federal Id Murnber
Inzured M arne

i Paolicy Murmber
Pualicy Effective Date

Pualicy Expiration Date

Finance Charges | 1094-1&10 | 1094-m | 10941

33275

123456783

Ii'-.EE Company

123-345-6789-01

|05/16/2016

|06 742017

=]|

Cancel |

Help |

Finance Charges Tab

Does not apply to Payroll.
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Chapter 7- Set Up Company Information and Defaults

1094 — 1 & Il Tab

The information on this screen is used to populate Parts | & Il of Form 1094-C. Refer to the IRS

instructions for specific instructions.

Company Information E

. Company I Accounting I Macha | Company Payroll Defaulks I Payroll Forms | Taxld's

Prafit Centers I Wworkers' Compenzation I Finance Charges 1034 -1 &I
Promok |Value
b :Designated Gov Entity :
12 |EIN Gavl
|3 |Addrezz (Gavl
|4 | Citw [Gov]
|5 [State [Gov]
(B |Postal [Gowl
|7 |Contact Mame [Gov]
|8 |Contact Phone (Govl
9 |Aoareaated Grouo Member

[ Qualifying Offer Method

[T Qualifying Offer Method Transition FBelist
[T Section 4980H Transition Relisf

[~ 982 Offer Method

| Company Default Faths
1094 - 111 I 1094 - 1S

Cancel

I

Help |
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Chapter 7- Set Up Company Information and Defaults

1094 — 1ll Tab

The information on this screen is used to populate Part Il of Form 1094-C. Check the appropriate
box(es) for Minimum Essential Coverage and Aggregated Group Indicator and make the appropriate
selection for Section 4980H Trans Relief. Refer to the IRS instructions for specific instructions.

Company Information h
. Company I Accounting I Macha | Company Payroll Defaultz I Payroll Forms I Taxlds I Company Default Paths
Frofit Centers | Wwhorkers' Compenzation | Finance Charges | 1094 - | &I 1034 - 11l | 1094 - |

— a. Minimum E szential Coverage— —d. Aggregated Group Indicator— — e. Section 4380H Trans Relief—
[ &112 Marths [~ 4012 Manths Select On All 12 Months
[ Jan [~ Jan Im Jan
[~ Feb [~ Feb [Select Ore =] Feb
[ Mar [ bdar Im b ar
[~ apr [~ a&pr Im &pr
[~ May [~ May Im T
[ Jun [ Jun Im Jun
™ Jdul I Jul [Select One =] Jul
[~ Aug [ Aug Im &g
[ Sep [~ Sep Im Sep
[~ Oct [~ Oct Im Oct
[ Maow [T Mow ISelectDne vI M o
[ Dec [ Dec Im Dec

ITI Cancel | Help |
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Chapter 7- Set Up Company Information and Defaults

1094 — IV Tab

The information on this screen is used to populate Part IV of Form 1094-C. Enter the Company Name
and EIN for other ALE members of an Aggregated ALE Group. Refer to the IRS instructions for specific
instructions.

Company Information

. Company I Accounting I Macha | Company Payroll Defaultz I Payroll Forms I Taxlds | Company Default Paths I
Frofit Centers | Wwhorkers' Compenzation | Finance Charges | 1094 - | &I I 1094 - 1 1034 - [
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Chapter 8- Set Up Payroll Items

Chapter 8 - Set Up Payroll Items

The Sample Payroll Company file contains many of the payroll items that will be needed to process
payroll. If Payroll tems have been imported from a PBM or FCA source company, review the items
that were imported and create any items unigue to this company. (See Chapter 2.)

Each company must have a minimum of nine payroll items. The table below shows the mandatory
items with suggested Lookups and Types. Any alphanumeric combination may be used as a Lookup.

Lookup | Description Type
1| RP Regular Pay Pay
2 | FWH Federal Withholding Federal Withholding
3| SSC Social Security Company Social Security Company
4 | SSW Social Security Withholding | Social Security Employee
5| MEC Medicare Company Medicare Company
6 | MEW Medicare Withholding Medicare Employee
7 | FUTA Federal Unemployment Federal Unemployment
8 | SUI State Unemployment State Unemployment Company
9| EE Employer Expense Employer Expense

Items for State Withholding, State Unemployment Employee, SDI Company, SDI Employee, Local
Withholding and School District Withholding may need to be set up. The table below shows these
additional items.

Lookup Description Type
1| SWH State Withholding State Withholding
2 | SUI EMP | State Unemployment Withholding | State Unemployment Employee
3 | SDI State Disability State Disability Company
4 | SDI EMP | State Disability Withholding State Disability Employee
5| ST LOUIS | St Louis Withholding Local Withholding
6 | SD123 School District 123 School District Withholding

If the client has State Withholding, State Unemployment or State Disability for multiple states,
separate items for each state must be set up as shown below.

Lookup | Description Type State

1| SUIDC DC State Unemployment | State Unemployment Company | DC
2 | SUIMD | MD State Unemployment | State Unemployment Company | MD
3 | SUIVA VA State Unemployment | State Unemployment Company | VA
4 | SWH DC | DC State Withholding State Withholding DC
5 | SWH MD | MD State Withholding State Withholding MD
6 | SWH VA | VA State Withholding State Withholding VA
© Dillner’s Accounting Tools, Inc. 8-1
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Chapter 8- Set Up Payroll Items

Additional Pay or Other Income items may need to be set up.

Lookup | Description | Type
10T Overtime Pay | Pay
2 | SAL Salary Pay Pay
3 | BONUS | Bonus Other Income
4 | COMM | Commission | Other Income
5| VP Vacation Pay | Pay
6 | SP Sick Pay Pay
7 | HOL Holiday Pay | Pay

For All Payroll ltems:

Lookup — The Lookup should be a brief identifier for the payroll item. It can be any desired

alphanumeric combination. Each Lookup must be unique.

Description — Enter a meaningful description in the Description field.

[ Payroll Item HEEE i

M4 br Mk x O-Hges.

=2
Cancel

Description

| Fuei Pay
Type

Type - Select the Type from the drop-down list. Once a Type has been selected, it cannot be

changed; but all other information can be changed as needed. The Payroll Item Types are:
Deduction, Employer Accrual, Employer Expense, Federal Unemployment, Federal Withholding,
Local Tax, Local Withholding, Medicare Company, Medicare Employee, Other Income, Pay,
Social Security Company, Social Security Employee, State Disability Company, State Disability
Employee, State Unemployment Company, State Unemployment Employee, State Withholding
and Statistic.

There are nineteen different Types of Payroll tems. The fields for different item types will vary.
They are illustrated and described in the online help.

To set up payroll items:

1. Select Setup/Payroll Items.
2. Click on the List icon & or press Ctrl + | and verify that all necessary payroll items are set up.
3. Verify that the correct payee is in the Payable To field on liability items for which checks will be
issued. Edit as necessary.
4. Set up any items unique to this client.
© Dillner’'s Accounting Tools, Inc. 8-2
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Chapter 9- Set Up Unemployment and SDI Rates

Chapter 9 - Set Up Unemployment and SDI Rates

The unemployment rate is based on the payroll check date. Enter new effective date, limit and rate on
a new line.

Payroll Taxes
Medicare Emp. | SUT&Emp | SDIEmp. | FwH | EIC | swH | LwH |
SUTA Ca. | 500 Co, I FUTA I Soc. Sec. Emp. I Soc. Sec. Co. I kedicare Co.

State /| Effective .. /| Limit| Ul Rate| Other Rate1|  Other Rate 2
1 |MD-Maland 01/01/2013 900000 0.027000
2 VA-Viginia  D1/01/2013 700000 0.0:33000
3 |MD -Manyland  01/01/2014 900000 0.016000
4 [vA-Virginia  01/01/2014 700000 0.031000
b hd

8.
9.
10.

Cancel

Select Setup/Payroll Taxes.

Select the SUTA Co. tab.

Select the State from the drop-down list.

Enter the Effective Date.
Enter the Limit.

Enter the variable unemployment rate in the Ul Rate field.
Enter other rates as necessary in the Other Rate 1 and Other Rate 2 fields. Examples of these
rates are CA ETT, Job Training Tax, etc.

Select the SDI Co. tab.

Select the State from the drop-down list.

Enter the Effective Date.

11. Enter the variable SDI rate in the SDI Rate field.
12. Enter other rates as necessary in the Other Rate 1 and Other Rate 2 fields. One example of

this rate is New Jersey HI.

13. Click OK to save the changes.

Note: Do NOT enter company SUI or SDI rates on the SUTA Emp. or SDI Emp. tabs. These tabs are
for employee withholding and are global.
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Chapter 9- Set Up Unemployment and SDI Rates

This Page Intentionally Left Blank.

© Dillner’'s Accounting Tools, Inc.
Revision Date: 11/9/2020

9-2



Chapter 10- Set Up Payroll Templates

Chapter 10 - Set Up Payroll Templates

The payroll entry screen may be customized for each client in FCA or PBM based on the information
received from the client. This is done by setting up payroll templates. Payroll templates include
frequently used payroll items. Itis NOT necessary to include all items that exist for a company, nor is it
necessary to include infrequently used items. Infrequently used payroll items can be added to a payroll
check at run time.

As few or as many templates may be set up to make data entry as heads down as possible. Each
client should have at least one template. It should be named Default as the system will place the word
Default in the Pay Template field on the Employee tab of the contact when a new employee is set up.
Multiple templates may be set up. Select the appropriate template for an employee who does not
match the criteria for the Default template. Taking the time to set up templates will decrease
processing time on a monthly basis.

Type the Lookup for the payroll item in the Item field or select the Item from the drop-down list. Allow
the system to populate the remaining columns. The system will use ‘default’ or 0.00 or 1.00 where
appropriate. Typing a value in any of the remaining fields will cause the system defaults to be
overridden by the value that is in the template when payroll checks are entered.

Important note:

If an item in a row needs to be changed on a payroll template, DO NOT just type a new item lookup in
the Item field. Remove the bad row and insert a new row with the new item. The order of the rows
may be rearranged by using the up or down arrow in the toolbar to move the selected row. The
selected row can be easily identified because there is an arrow instead of a row number. The active
cell has a darker gray outline.

EN Payroll Template

M 4 > M P X - g mEL s Use the arrows to

rearrange the rows
Template Mame IDefault g
Item |.-’-‘u:c:u:|unt |Depart... |WH St.. |L|I State |DI State |Lcu:ale | Gt_l,ll Hatel Factor| Arnaunt| Memo

1 AP Default  Default  Default  Default  Default  Default 000 00000 1.00 n.oo

[ B OT Rl Default D - - 0 0.0000 1.50 0.00
T s ur D] ROW 2 is the active row. 000000 000 000
4 |SwH Defaul  Detaur~g] Clicking the up or down arrow |y qpoon  aoo oo
5 | will move row 2 up or down.
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Chapter 10- Set Up Payroll Templates

After the Fact Payroll

When entering After the Fact Payroll, it is necessary to enter the taxes withheld as well as Pay and
Miscellaneous Deduction Items. There are two grids available in the Payroll Template screen. For
After the Fact Payroll, it is recommended that only the top grid be used to minimize the number of

keystrokes used during data entry.
To set up a default template for After the Fact Payroll:

Select Setup/Payroll Templates.

Type Default in the Template Name field.

Create a row for each desired item by entering the appropriate Payroll Item in the Item field.
Move to the next row and enter the next payroll item.

PwnE

Examples:

This is an example of a template for a client who reports a single amount for pay and separates Federal
Withholding, Social Security Withholding and Medicare Withholding. Common deductions such as

insurance may also be included.

Iterm |.-’-'-.u:u:u:|unt |Depart... |WH St.. |L|I State |DI State |L|:u:ale | Dl_l,l| Hate| Factu:ur| .-i'-.mnunt|Mem|:|
1 |RP Default  Default  Default  Default  Default  Default 1.00
2 |FwH Default
3 [s5w Default
4 |MEW Defaul
5 |5wH Default
L Def.. vl Default  Default  Default  Defaul

Some clients will report FICA Tax in total instead of separating Social Security and Medicare. If the
Fed Default ATF Tax Mode is set to Auto Correct on the General tab in Setup/Options, Combined
FICA Tax can be entered as either Social Security or Medicare and the system will make the necessary
adjustments. The following example represents this type of situation.

[tem |.i‘-.|:|:u:|unt |Depart... |WH St.. |UI State |D| State |L|:u:ale | Dty| Hate| Fau:tu:ur| .-“-‘-.mu::unt|h-1&mu:|
RF Default Default Default  Default  Default  Default 1.00

FudH Drefault
S5 Default
ShwH
IM5

Enter Total FICA Tax in
o Social Security ltem

L —
-
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Chapter 10- Set Up Payroll Templates

After the Fact Payroll (Cont’d)

Some clients will combine Federal, Social Security, and Medicare Withholding as a single number. If
the Fed Default ATF Tax Mode is set to Auto Correct on the General tab in Setup/Options, enter the
Combined Federal Tax as Federal Withholding and the system will make the necessary adjustments to
move Social Security and Medicare from Federal Withholding.

[tem Account |Depart... Ly Rate| Factor Arnount WH St (Ul State | DI State |Locale | Memo
1 BP Default  Default L0 O 0000 100 QOO0 Defsult Default  Default  Default
2 | PaH Treraun - oeran Enter Combined Federal it Default  Default
3 Swn Defaut  Defaut | Withholding here. wlt Default  Default
4 |IMS Default  Default it Default  Default
R MISC Default  Default it Default  Default
b -

If the client uses more than one pay on a regular basis and it is necessary to show separate pay items,
see the following example.

[tem Account | Depart... [ty Rate| Factor Amount | 'WH St (Ul State |0 State |Lozale | Memo

1 AP Default  Default 1.00 Default  Default  Default  Default
2 07 Default  Default 1.50 Default  Default  Defaulk  Default
3 TIPS Default  Default Default  Default  Default  Default
4 |BOMNUS Default  Default Default  Default  Default  Default
FFwH Default

B |S5W Default

7 MEW Default

g |SWwWH Default

9 |IM5 Default Default  Default  Default  Default
10 A0 Default Default  Default  Default  Default
11

MISC Default Default  Default  Default  Defaul

If the client has some employees who always have tips and some who do not have tips, two templates
should be created. Name one “Default” and the other “Wages with Tips”. Be sure to assign the
appropriate template to each employee.
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Chapter 10- Set Up Payroll Templates

After the Fact Payroll (Cont’d)

If individual payroll checks are entered for each employee and one or some of the employees are
salaried, create a unique template for each salaried employee. Enter the amount for each pay item in
the template. This will save much data entry time because when entering checks, the amount will be
filled in after the employee is selected. If the employee receives a check for a different amount for a
bonus or something similar, overwrite the amounts on the Payroll Check screen during data entry. This
will not affect the amounts on the template. The following example demonstrates this type of template.

Template Mame  |[Judy

[tem Depart... | Account [ty Rate|  Factor)  Amount|wH St Ul State |DI State |Locale | Memo
»RF e i w | Default 0.00 1000.0... 1.00 100000 Default  Defaul  Default  Defaul
2 |PaH Default 0.00 2500000 o0 26000 Defaulk  Default  Default  Default
355w Default  Default 000 Ve.5000 0.00 7B.50 Default Default  Default  Default
4 |SwH Default  Default 0.00 51.0000 0.00 51.00 Default Default  Default  Default
E
[tem Account |Depart... [ty Fate Factor Amount|H St Ul State DI State |Locale | kMemo
[ 3 -

Set up a unique template for an employee if he or she is the only one in the company who has a certain
deduction such as child support. If the employee with child support is not a salaried employee, but the
support deduction is always the same amount, leave all amounts except child support at 0.00.

Template Mame  |J Smith

Depart... |Account (RN Rate|  Factor  Amount"H St.. (Ul State DI State |Locale | (Memo L
i w|Default  Default 000 000oo 1.00 000 Default  Default  Default  Default
2 Default  Default 000 00000 Q.00 000 Default  Default  Default  Default
3 Default  Default 000 00000 Q.00 000 Default Default  Default  Default
4 |SUPP-J Smith Default  Defaul 000 758900 Q.00 75,89 Default  Default  Default  Default
c “
Item Depart... |Accaount [ty Fate| Factar| Amount *wH State (Ul State DI State Locale  |EFT Bank
} -
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Chapter 10- Set Up Payroll Templates

Payroll Checkwriting

When setting up a Payroll Template for Payroll Checkwriting, DO NOT enter payroll taxes. The system
will calculate all payroll taxes. There are two grids in the Payroll Template screen. Pay items and
deductions can be entered in either grid. For payroll checkwriting, create a row for each “pay item”
(Regular Pay, Overtime, Tips, etc) that is used most pay periods. Also create a row for any deduction
that is used frequently and has a different amount for each employee each payroll run (such as
employee advances). Enter standard deductions that may be used by any employee in the bottom grid.

To set up a Payroll Template for Payroll Checkwriting:

1. Select Setup/Payroll Templates.
2. Type Default in the Template Name field.
3. Create a row for each desired item by entering the appropriate Payroll Item in the Item field.

Examples:

Hourly employees are paid for regular hours. Many employees receive overtime pay most pay periods.
Many employees have a standard deduction for insurance.

Template Hame | Drefault |

[tern |Depart... |.£‘-.u:u:u:uunt| Iltyl Rate|  Factor ﬁ.mnuntl'W'H St.. |L|I5tate DI State |Locale | Memo
1 |RF Default  Default 0.00 00000 1.00 0.00 Default  Default  Default Default
2 0T Default  Default 000 00000 1.50 0.00 Default  Default  Default  Default
4 hd
[tern |Depart... .-'-‘-.u:u:u:uuntl Ilty| Rate| Factor © | Amount wH State | State | DI State |Locale  |EFT Bank
1 |INS D efault Default Default  Default  Default

A

Some employees in a company are salaried. They may also have a deduction for insurance.

Template Mame |Sa|al_l.J |

[tem |Depart... .-'-‘-.u:c:uuntl II!t_I,Il Rate|  Factar AmounthH St.. |L|I5tate Dl State | Locale  |Memo
Sal v |Default  Default 000 0.0000 1.00 0.00 Default  Default  Default  Default

E

[tem |Depart... |.~'—‘u:|:u:uunt | Qt_l,ll Flatel Factar | Amu:uunt|'W'H State |UI State |DI State |Lu:u:a|e |EFT Bank.
1 |INS  Defaul  Default 0.00  0.0000 0.00 0.00 Crefault Default  Default  Default
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Chapter 10- Set Up Payroll Templates

Payroll Checkwriting (Cont’'d)

Some employers give employees cash advances between payroll periods. These amounts vary from
employee to employee from week to week. If they happen frequently, include them in the top grid of

the template.

Template Mame |Default

Item |Acc0unt |Depart... |‘W'H St |L|| State |D| State |Lacale | Qty| Flatel Factull Amuunt|MemD
1 |RP Default  Default  Default  Default  Default  Default 000 00000 1.00 0.o0
2_EIT Default  Default  Default  Default  Default  Default 000 00000 1.50 0.on
_} Def... jDefauIt Default  Default  Default  Default 000 00000 0.00 0.on

|.-’-'«ccaunt |Depart... |WH St.. |UI State |DI State [Locale |

Qty|

Rate

Factor

Armount | kemo

EFT Ba...

Default  Default  Default  Default  Default  Default

0.00

0.0000

0.00

0.00

A company may offer a 401K or simple plan for employees to make tax deferred contributions to a
retirement account. The company may match some or all of the employee’s contribution. By entering
all possible deductions and employer accruals in the bottom grid of the template, an amount or rate

entered in the Item/Limit screen of the contact will be calculated at run time.

Template Mame IDefauIt

Itermn |.-’-'«ccount |De|:|art... "WH St Ul State |DI State | Locale | Dt_l.Jl Rate|  Factor]  Amount| Memno
1 |RP Default  Default  Default  Defaulk  Defaul  Default 000 00000 1.00 0.00
2_DT Default  Default  Default  Default  Default  Default 000 00000 1.50 0.o0
_PAD‘-;" Def... ﬂDefauIt Default  Default  Default  Default 000 0oooo 0.on 0.on

- Item |.-’-'l.|:count |Depart... |WH St... |UI State |DI State |L|:u:ale | Dt_l,l| Hate| Fau:tu:nr| .-’-\mounthemn EFT Ba...
1 |PRE Tax NS Defaulk  Default  Default  Defaulk  Default  Default 000 00000 Q.00 Q.00
2_ 401K § Default  Default  Default  Default  Default  Defaul 000 00000 Q.00 Q.00
3_ 407k Default  Default  Default  Default  Defaulk  Default 000 00000 Q.00 Q.00
Z 401k CO Default  Default  Default  Defaulk  Defaulk  Default 000 0.ooon Q.00 Q.00
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Chapter 10- Set Up Payroll Templates

Payroll Checkwriting (Cont’'d)

When a company offers direct deposit, most employees elect to have 100% of their net pay deposited

to their checking account.

Template Name IDefauIt

Item |Accnunt Depart... |“H St.. [Ul State DI State |Locale | Gt_l,l| Rate| Factor|  Amount| Memo
» FP ﬂDefauIl Default  Default  Default Default  Default Qoo 0ooad 1.00 n.oa
2 |oT Default  Default  Default Default Default Default 0.00 00000 1.50 0.0a
EﬁD\-" Default  Default  Default  Default  Default  Default 0.00 00000 0.00 0.00
4
— L= Account |Depart.. "H 5t (Ul State DI State | Locale | Gt_l,Jl Rate|  Factor) Amount Mema  EFT Bank
1 [4MEK Deduction  Default Default  Default Defadlt Default  Default 000  0.0000 Q.00 0.00
2 |401K% Deduction Default  Default  Defaul  Defaul  Defaul  Defaul 000 0.0000 0.0a 0.00
3_ 401K CO Default  Default  Default  Default  Default  Default 000 0.0000 Q.00 0.00
4_ FRE T IMS Default  Default  Default Defadlt  Default  Default 000 00000 0.an 0.ao
E oo Default  Default  Default Defadlt  Default  Default 000 0.0000 0.0a 0.00 BE
’ E

Some employees may elect to deposit a portion of their net pay to savings or to a second bank
account. When setting up the template, the direct deposit which is to be 100% of the remaining net

MUST be the last item in the bottom grid.

Template MNarme IAngie

L=

4 |.&ccount |Depart... WH Sk.. Ul State |DI State |Locale |

Oty

| Rate

Factor

Amount| Mema

Sal Drefault

v

Def... »|Default

Drefault

Drefault

Default

0.00

0.0000

1.00

0.00

- |tenn |.-’-‘n.-:cc-unt |Depart... |W’H St.. |Ul State |DI State |Locale | Qt_l,l| Rate|  Factor) Amount Memo  |EFT Bank

b |INS jDefault Default  Default  Defauk  Default  Default 000 0.0ado 0.0a 0.0a

2_ 40k Defadlt  Defaulk  Defaulk  Default  Default  Default ooo 0oaod n.oa n.oa

3 |DD% Default  Default  Defaut  Default  Default  Default 0.00 50.0000 0.0a 50.00 BE1

4_ Do% Defadlt  Default  Defaulk  Default  Default  Default 0oo 250000 n.oa 2500 Bk2

5 |DD% Default  Default  Defaut  Default  Default  Default 0.00 250000 0.0a 25.00 BE3

B_ Do% Defadlt  Default  Defaulk  Default  Default  Default 0oo 250000 n.oa 2500 Bk.4

Z Do Default  Default  Defauk  Default  Default  Default .00 1.0a00 0.0a 0.0a BE.

g
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Payroll Checkwriting (Cont’'d)

If a payroll item is unique to an employee (such as child support), set up a template for that employee

and use only the payroll items that apply to the employee.

Template Mame |J|:uhn Sith

ut_l.Jl Halel Fau:h:nr| .-’-'«mu:nunthemD

Item |.-’-'u:u:ounl |Depart... |WH St.. |UI State |DI State |L|:|cale |
1 |RP Default  Default  Default  Default  Default
2_DT Default  Default  Default  Default  Default
w|aDy Def... jDefauIt Default  Default  Default

0.00  0.0000 1.00 0.0a
0.00  0.0000 1.50 0.00
0.00  0.0000 0.00 0.0a

- Item |.f3.ccc|unt |Depalt... |‘-N'H St.. |U| State |D|State |L|:|ca|e | E!ty| Hatel Fach:nrl AmuunthemD |EFT Ba..
1 [SUPP-JSmith  Default Defaulk  Default  Default
2 |INg Default  Default  Default  Default  Default 0.00  0.0000 0.0a 0.00
ERES Defauilt Default  Default  Default
4 |401K.CO Defaul
b H
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Chapter 11 - Set Up Employees

Chapter 11 - Set Up Employees

1. Select Setup/Contacts/Company Contacts.
2. Enter all necessary information on the Contact tab.
3. Check the appropriate box for an Employee, Vendor or Other contact.
4. Enter all necessary information on the Employee tab. Click on the Dept. Pay Rates, Iltem
Limits and Taxes buttons as appropriate and enter all necessary information.
5. Complete the 1095 Part Il and 1095 Part Ill tabs as needed for Form 1095-C.
6. Set up bank information on the Banking tab if the employee is using direct deposit.
ENl Contact Manager H=] B3
M4 M| X | W g
Lookup | 101 Eb Dawson Display Mame | Eb Dawssan
Contact | vendor | Customer | Emplayes | 1095 Part IT | 1095 Part 111 | Banking | Mates |
Lockup  [101 Eb Dawson EIN/SSN  [111-22:3333
Organization I j Statug I j
Title Firzt kiddle Lazt Suffix Gender
M arne I IEI:u I IDawsnn I I j
Dizplay Mame |E|:| D awson Frirmary Comtact I
Buzinesz Mame I Fhore 1 I
Addrezs |1 Petticoat Lane FPhore 2 I
Address I Phone 2 I
City IHn:u:nterviIIe Phone 4 I
State / Province |MD j Fax I
Foztal Code 12345 Email 1
County E mail 2
Country
Mew | Cancel | Add ko Global | I™ Customeri ¥ Employee [~ vendor [ Other
[T | Sync with global
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Chapter 11 - Set Up Employees

The Lookup and Display Name fields that appear above the tabs are for informational purposes. They
will show the information for the selected contact. These fields are displayed when any tab for this
contact is selected and cannot be edited. To change the Lookup or Display Name, edit the fields
within the body of the Contact tab.

[N contact Manager M=l E3
M4 Mp x| EHgE |

Lockup I 101 Eb Dawson Displary Name I Eb Dawson

Conkack |'-.-'en|:|-:|r I Cuskomer I Ernployes | 1095 Part I I 1095 Part III | Banking | Miotes |

The contact type selection boxes will appear at the bottom of the screen when any tab for this contact is
selected. The Employee box MUST be checked for employees. Check the Vendor box for contacts
whose payments are to be included in the Tax and Other Third Party Checks total on the Payroll
Cover Letter.

Mew | Cancel | &dd to Global [~ customer v Employes [ vendor [ Other
[T Sync with glo

Contact Type
selection boxes

© Dillner's Accounting Tools, Inc. 11-2
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Chapter 11 - Set Up Employees

Contact Tab

Cantact | vendor | Customer | Employes | 1095 Part I | 1095 Part 1T | Banking | Mates |

Lockup  [101 Eb Dawson EIMASSN  |111-22-3333

Organization I j Status I j
Title First Middle Last Suffix Gender

Mame I IEI:u I IDawsun I I j

Lookup — This can be any desired alphanumeric combination. It is recommended that the
employee’s name is included in the Lookup field to minimize the possibility of selecting the

wrong contact during data entry. A numeric value is recommended if the VO Payroll Forms will

be used.

EIN/SSN — Enter the employee’s social security number. Dashes MUST be entered.

Organization — Does not usually apply to employees.
Status — Does not usually apply to employees.

Name — Information entered in the Title, First, Middle, Last and Suffix fields prints on payroll tax

returns such as state unemployment and W2s.

Gender — This field is optional unless the state requires gender on the state unemployment return.

Dizplay Mame IEh D awson Prirmary Contact I
Buziness Mame I Phore 1 I
Addrezs |1 Petticoat Lane Phore 2 I
Addreszs I Phone 3 I
City IH ooterville Phone 4 I
State ¢ Province [MD j Fax I
Fostal Code 12345 Email 1

Covirnty E mail 2

Country

Display Name — Information entered in this field will print as the payee name on the check. This

will also be the employee name on the payroll registers.
Business Name — Does not usually apply to employees.

Address — Enter the employee’s address here. Use the second address field as necessary for two

line addresses.
City — Enter the employee’s city here. This field is part of the address.
State — Enter the employee’s state here. This field is part of the address.

Postal Code - Enter the employee’s zip code here. This field is part of the address.
Country — Enter a country here only if the employee’s address is outside of the US.

Primary Contact — Does not usually apply to employees.
Phone 1 — Phone 4 — Enter phone numbers here, if desired.
Fax — Enter fax number here, if desired.

Email 1 and Email 2 — Enter email addresses here, if desired.

© Dillner’'s Accounting Tools, Inc.
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Vendor Tab

The Vendor tab does not contain any information necessary for contacts who are employees.

Customer Tab

The Customer tab does not contain any information necessary for contacts who are employees.

Employee Tab

The Employee tab contains employee information. Some fields are required for after the fact payroll
and payroll checkwriting. Other fields are required for payroll checkwriting only.

uEurll.ﬂ.l Manager !E[B

M4 p p k| x| g e
Lockup [ 10 Eb Dawson Display Mame [ Eb Dewsan

Contact | Vendor | Customer Emploree | 1095 Part 11 | 1095 Part I | Banking | Mates |

55H Type Clasz Hiad Teminated  Price Hie Prioi End
fi11zz3az WA x| [res i | =

Pay Fiste Fay Peiiod [Drepeaiment P Templste

|_°y 182500 [Defabt =] [wages =] |pafaun =

W State Ul State [ Stabe Locale

Delsuh =] [Defan =] [oefau x| [oetou |

DOB Last Raize Previous Rate ‘W/C Class

[arar2084 [ | 00000 [Drefsuh =|

SOC Code

fione -]

— Exemphions I Sossonsl I hods — Emnployas Fila
I~ PwH [T 55Emp [ SUIEM®| ™ Otfcss ™ Deosnssd [~ wiang
™ 5wH [~ 55Co M SUICe | [T saladed [~ Insured f
T LwH [ MedEmp [~ SDIEmp| [ PensionPlan [ MCTMT Dept. Pay Fates
™ S0WH [ MedCo [ SDICo | [ CefetsiaPlan [~ EwmiFlomWiC 0 o0,
™ MHA 2010 ™ FUTA I~ Defered ncome [~ Hon LS Ciizen

™ Staubon [ 243 T
(7 Cancel addtoGibal | [ Customer ¥ Employss [ vendor [ Other

SSN — Enter the employee’s social security number. Dashes MUST be entered.

Type — This is a user defined field that can be used to separate one type of employee from another.
Enter any alphanumeric combination in this field.

Class — This is a user defined field that can be used to further identify employees. It may be used
to separate employees for workman’s compensation purposes. Enter any alphanumeric
combination in this field.

Hired — Enter the employee’s hire date in this field.

Terminated — Enter the employee’s termination date in this field. Entering a termination date will
suppress the employee on the Payroll Time Sheet.

Prior Hire — Enter employee’s prior hire date in this field if applicable.

Prior End — Enter employee’s prior termination date in the field if applicable.
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Chapter 11 - Set Up Employees

Pay Fate Fap Period Departrment Fap Template

[ 182500 [Defaut x| [wages | |Detau =
wiH State |1l State 0l State Locale

IDefauIt j IDefauIt j IDefauIt j IDefauIt j
DORB Lazt Raize Previous B ate “WC Class

|09/09/2064 | | 0.0000  |Default |
S0C Code

IN:::ne j

Pay Rate — Enter the employee’s hourly pay rate or salary for the pay period in this field for payroll
checkwriting clients only.

Pay Period — Select the appropriate pay period from the drop-down list for payroll checkwriting
clients only. Select Annual, Biweekly, Daily, Default, Monthly, Quarterly, Semiannual,
Semimonthly or Weekly. The system will withhold federal and some state income tax based
on the pay period selected. If Default is selected, the system will use the pay period defined on
the Company Payroll Defaults tab in the Setup/Company Information screen.

Department — Select the employee’s default department from the drop-down list.

Pay Template — Select the appropriate pay template from the drop-down list.

WH State — If this employee’s withholding tax state is the default withholding state that was entered
on the Company Payroll Defaults tab, leave Default in this field. If this employee’s
withholding state is different from the default state, select the appropriate state from the drop-
down list.

Ul State — If this employee’s unemployment tax state is the default unemployment state that was
entered on the Company Payroll Defaults tab, leave Default in this field. If this employee’s
unemployment state is different from the default state, select the appropriate state from the
drop-down list.

DI State — If this employee’s disability tax state is the default disability state that was entered on the
Company Payroll Defaults tab, leave Default in this field. If this employee’s disability state is
different from the default state, select the appropriate state from the drop-down list.

Locale — Select the appropriate default tax area for this employee from the drop-down list.

DOB - Enter Employee’s Date of Birth.

Last Raise — Enter date of last raise.

Previous Rate — Enter the previous rate of pay.

W/C Class — Select the desired Class from the drop-down list.

SOC Code — Select the appropriate SOC Code from the drop-down list. The state of Louisiana
requires an SOC Code for each employee on the quarterly unemployment return.

Note: All employees MUST be assigned to a department. There are some reports which will be
incorrect if no department is selected.
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— Exemptionz
[~ PwH [T S5Emp [ SUlEmp
[ SwH [T 55C0 [ SUICo
[~ LwH [T MedEmp [ SDIEmp
[T sowH [ MedCo [ 5DICo
[T MHa 2010 [ FUTA

Exemptions

FWH — Do NOT check this box if the employee is claiming to be exempt from withholding because
he had no tax liability in the previous year. A check mark in this box will cause the employee’s
wages to be excluded from federal withholding taxable wages on the 941, W2s and W3.

SWH - Do NOT check this box if the employee is claiming to be exempt from withholding because
he had no tax liability in the previous year. A check mark in this box will cause the employee’s
wages to be excluded from state withholding taxable wages on the state withholding return,
W2s and W3.

LWH - Do NOT check this box if the employee is claiming to be exempt from withholding because
he had no tax liability in the previous year. A check mark in this box will cause the employee’s
wages to be excluded from local withholding taxable wages on the local withholding return, W2s
and W3.

SDWH - Do NOT check this box if the employee is claiming to be exempt from withholding because
he had no tax liability in the previous year. A check mark in this box will cause the employee’s
wages to be excluded from local withholding taxable wages on the local withholding return, W2s
and Wa3.

NHA2010 — Check this box ONLY if this employee is eligible for the NHA2010 credit. A check mark
in this box will cause the wages for this employee to be included in the credit on the 2010 941.

SS Emp — Check this box if the employee is exempt from Social Security withholding. (See
Chapter 1 of the Payroll Reference Manual for rules regarding Social Security exempt
employees.)

SS Co - Check this box if the employee is exempt from the company portion of Social Security Tax.
(See Chapter 1 of the Payroll Reference Manual for rules regarding Social Security exempt
employees.)

Med Emp — Check this box if the employee is exempt from Medicare withholding. (See Chapter 1
of the Payroll Reference Manual for rules regarding Medicare exempt employees.)

Med Co — Check this box if the employee is exempt from the company portion of Medicare Tax.
(See Chapter 1 of the Payroll Reference Manual for rules regarding Medicare exempt
employees.)

SUI Emp — Check this box if the employee is exempt from State Unemployment withholding.
(Check with the state tax authority for rules regarding exempt employees.)

SUI Co - Check this box if the employee is exempt from State Unemployment tax. (Check with the
state tax authority for rules regarding exempt employees.)

SDI Emp - Check this box if the employee is exempt from State Disability withholding. (Check with
the state tax authority for rules regarding exempt employees.)

SDI Co - Check this box if the employee is exempt from State Disability tax. (Check with the state
tax authority for rules regarding exempt employees.)

FUTA — Check this box if the employee is exempt from Federal Unemployment Tax. (See Chapter
1 of the Payroll Reference Manual for rules regarding FUTA exempt employees.)
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[T Seasonal [~ Inactive Emplayee File
I Officer [ Deceased ™ w49

[~ Salaried [ Insured Dot o B
[~ PensionPlan [~ MCTMT ept. Pay Rates |
[™ CafeteriaPlan [~ Ewmt From w//C N

[tem Limnit |
™ Deferred Income [~ Mon US Citizen S EImes

[~ Statutany [~ 943 Taxes |

Seasonal — Checking this box will cause the employee to be noted as a seasonal employee on the
appropriate state unemployment return. This field may also be used for internal informational
purposes.

Officer — Checking this box will include this employee’s wages in the Total Exempt Officers’
Wages box on the appropriate state unemployment returns. This field may also be used for
informational purposes.

Salaried — Checking this box will cause this employee to be noted as a salaried employee on the
appropriate state unemployment return. Any employees without a check will be noted as hourly.
This field may also be used for informational purposes.

Pension Plan — Checking this box will cause an X to print in the Retirement Plan box on the W2.
This field may also be used for informational purposes.

Cafeteria Plan — This field may be used for informational purposes.

Deferred Income — Checking this box will cause an X to print in the Retirement Plan box on the
W2. This field may also be used for informational purposes.

Statutory — Checking this box will cause an X to print in the Statutory Employee box on the W2.
This field may also be used for informational purposes.

Inactive — Checking this box will remove the employee from the drop-down list in the payroll check
entry screen. This field may also be used for informational purposes.

Deceased — This field may be used for informational purposes.

Insured — This field is used for the VT unemployment and may also be used for informational
purposes.

MCTMT — This field is used for the NY MCTMT tax return and may also be used for informational
purposes.

Exmt From W/C — This field is used for the Pay As You Go Workers’ Comp file and may also be
used for informational purposes.

Non US Citizen — This field is used for information purposes for some Pay as You Go Worker's
Comp files.

943 — Checking this box will cause this employee wages and taxes to be reported on Form 943
instead of Form 941.

Employee File
W4/19 — This field may be used for informational purposes.
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Departmental Pay Rates

The program will remember multiple pay rates for one employee who works in different departments
within a company.

1. Click on the Dept. Pay Rates button to open the Departmental Rates window.
2. Select the appropriate department from the drop-down list in the Department field.
3. Enter the appropriate rate for the selected department in the Rate field.

Do NOT enter the employee’s default department and pay rate in the Departmental Rates screen.

X Contact Manager _ Ol x|
KA M o X A-HgE,
Lookup | Lisa Douglas Display Mame | Lisa Douglas

Contact I Mendor I Customer  Employes |Bankin-;| | Mokes |

S5M Type Clazs Hired Teminated

|585-66-7777  |M/A = M = |

Pay Hate Pay Periad Department Fap Template

| 35000 |Defaut =] [SERWE | |Defaut =

Departmental Rates - Lisa Douglas | x|

-

Deparkrment | Rate |'u'u',|'C Class
PHOST T 80000 Defaul =]
E e 9.0000 Defauk Click here for
S_COOK 8.5000 Defaulk Departmental Rates
4_BL|S £.5000 Defaulk —— |
2 Dept. Pap Rates I

[tem Lirnits I
T ares |

dor | Other

In the example above, Lisa Douglas usually works as a waitress for $3.50 per hour. She
sometimes works in other departments at different rates per hour. If the department in the check
entry screen is changed from the default department, the rate will change according to the
Departmental Rates table above.
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Item Limits

Enter standard deduction or accrual items, amounts or rates, limit types and limits on the Item
Limits screen.

1. Click on the Item Limits button.
2. Select the desired Item from the drop-down list.
3. Enter the rate or amount in the Rate field.
4. Select the appropriate limit Type from the drop-down list, if necessary.
5. Enter the limit amount in the Limit field, if necessary.
El Contact Manager M=l E3
S U T S R = =
Lookup | Lisa Douglas Display Marne | Lisa Douglas
Contact I Wendor I Cuskomer  Emploves |Bankjng | Mokes |
S5H Type Clazz Hired T erminated
|555-66-7777  |M/A M2 = |
FPay Fate Pay Period Department Pay Template
| 35000 |Defaut =] |SERVE | |Defaut
Item Limits - Lisa Douglas
Item |  Rate|Type | Limit|Tvpez | Limit2
| pINS iw| 25,7900 Monthly 51,5800 Monthly 0.0000
2 |GARN1  150.0000 Check 0.2200 Lifetime  1582,1700
3 401K 0.0300 Manthly 0,0000 Mankhly 0.0000
4 |DD§ 15,0000 Manthly 0.0000 Marikhly 0.0000 Click here to enter
5 |oD 1.0000 Markthly 0.0000 Manthky 0.0000 standard deductions
&
Taxes |

sndor [ Other

K, I Zancel

In the above example, the following deductions will be taken.

1. $25.79 will be deducted from each paycheck until the limit of $51.58 has been reached each
month.

2. The smaller of $150.00 or 22% of the disposable net pay will be deducted from each paycheck
until the lifetime limit of $1582.17 has been reached.

3. 3% of the employee’s gross pay will be taken for the 401K deduction.

4. $15.00 will be deducted from each paycheck as a direct deposit into her savings account.

5. 100% of the remaining net pay will be direct deposited into her checking account.
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Taxes

Enter withholding tax information on the Taxes screen.

1. Click on the Taxes button.

Federal

2. Select M or S from the drop-down list in the Table field.
3. Enter the number of Dependents shown on the WA4.

4. Enter an additional amount or % in the WH Extra field if desired. If the employee wants an

extra $10.00 withheld from each paycheck, enter 10.00. If the employee wants an extra 2%
withheld from each paycheck, enter 2.00%.

Note: If an employee is claiming to be exempt from withholding because he had no tax liability
last year, select the Exempt Table. If an employee wants a flat amount withheld from each

check, set him up as Married with 9999 dependents and enter 250.00 in the WH Extra field. If
an employee wants 29% withheld from each check, set him up as Married with 9999
dependents and enter 29.00% in the WH Extra field.

Ell Contact Manager
4 b

oX B -HaE,

M=l B3

Taxes - Lisa Douglas

.Cc

. Federal State |Ta|:u|e |Dependants| Extra
r Table IM j 1 MD-I"-’Iar';.fIandJM z
! )l -
F Cependants |2
r WH Extra 0.00
Y
|' ~EIC
Table I vI Locale  |Table Cepen... Extra
L

B

TLETT LI |

: i | r nﬁﬁmjme
NH& 2010 - - - N
r Click here to enter withholding
tax information
Mew | Cancel &dd ko Slobal

™| Sync with global

[T customer W Employee [ wendor [ Other
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Taxes - Lisa Douglas E2

—Federal

State |Ta|:n|e | Cependants | Extra

Table |M 4
Dependants I Z

WH Extra 0.00

—EIC

Table I b I

EIC

MO - Maryland M 2

hd

Locale  |Table Cepen... Extra

Carcel |

5. Select the appropriate Table from the drop-down list.

State Withholding

©Co~NOo

Local Withholding

Select the state the employee resides in from the drop-down list in the State field.
Select the appropriate Table from the drop-down list.

Enter the number of dependents, if applicable, in the Dependent field.
Enter an amount or percent for extra withholding in the Extra field.

10. Select the Tax Entity from the drop-down list in the Locale field. (Local Withholding Tax Tables
MUST be set up first. See Appendix A.)

11. Enter the appropriate table name in the Name field.

12. Enter an extra amount or percent in the Extra field, if desired.

13. Click OK to save the changes.
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1095 Part Il

Use the 1095 Part Il tab to enter information for Form 1095-C. Refer to the IRS instructions
for specific instructions.

1. Select the desired Year if necessary.
2.  Select the appropriate value in the Offer of Coverage section.
3. Enter the Employee Share of Premium in the appropriate fields.
4. Select the appropriate value in the Section 4980H Safe Harbor section.
EN Contact Manager =]
Mo M| x| g e
Laakup I 101 Eb Dawsan Display Mame I Eb Dawson
Contact I Yendor I Customer | Employes 1095 Park I I 1095 Part III I Banking | Miotes |
ear — Offer of Coverage — Employee Share of Premium  — Section 4380H S afe Harbor
[ar7 =] |[1a =l tzmonths| [ 12Monthe | | [Select One ¥ 12 Months
Im Jan I— Jan Im Jan
[Select One | Feb [ Feb [select One »| Feb
Im M ar I— b ar ISeIectDne "’I b ar
Im Apr |— Apr Im Apr
Im May |— b ay Im tay
Im Jun I— Jun Im Jun
[Select One =] Ju [ [Select One =] Ju
IW Aug |— Aug IW Aug
Im Sep I— Sep Im Sep
Im Oct I— Ot Im Oct
Im Moy I— Moy Im Moy
Im Dec I— Dec Im Dec
e | Cancel | Add to Global | [T Customer W Employes [ vendor [ Other
™| Sync with global
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1095 Part 11l

Use the 1095 Part 11l tab to enter information about covered individuals for Form 1095-C for
self insured companies. Refer to the IRS instructions for specific instructions.

1. Click the New button to add a covered individual.

ENl Contact Manager Mi=] E3
M4 M O g |

Lookup | 101 Eb Dawson Display Marmne | Eb Dawssan
'Cnntactl Yendar I Custnmerl Emplu:u';.feel 1095 Part IT 1095 Part I1T |Bankinu;| I Motes I

=T Edit Delete

[0 | Cancel | &dd to Global | [T customer W Emploves [ Wendor [ Other
™ Svmc with global
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2. Check the Employee box at the bottom of the screen to populate the Name, SSN, and
Date of Birth fields if the employee is the covered individual. Select All 12 Months or
the appropriate months as needed.

3. Click OK to save this individual.

1095 Part III Name
Covered Individual Maonths of Coverage -
k.

Year [ all 12 Months

~— -__ | I

]|
_— 1095 Part III Name | x|
I Covered Individual Months of Coverag
e : ok
Year [+ ; -
=Ell IZEII? TI [ 1anm Zancel |
I Marne [ Feb
Date of Birth I Eb Crawsan [ Mar
I [~ apr
S5M
[~ May
| 111-22-3333
[T Employves [~ 1un
Date of Eirth ™
|ng09;2054 [~ Aug
r Sep
v Employes ™ ok
[ mow
[T Dec
© Dillner's Accounting Tools, Inc. 11-14
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4. Add New covered individuals as needed

EN Contact Manager

M4 » M b x| B g

=] E3

Laakup | 101 Eb Dawsan

Display Mame | Eb Dawson

Contact I Yendar I Cuskomer | Emnployes I 1095 Part [T 1095 Part 11T |Banking | Miokes |

Name 55N

|Year

Eb Dawszon 111-22-3333
Cunthia Dawzon 121-12-1212
Eb Dawszon 111-22-3333
Cunthia Dawzon 121-12-1212

o | DD | D
-

Edit

2M7
2M7
2016
2016

Delete

W= | Cancell Add ko Global

Click the Edit button to edit information for a covered individual.

[T customer W Employee [ wendor [ oOther
I 5vmc with global
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Banking Tab

Use the Banking tab to set up employee bank information for an employee with Direct
Deposit.

1. Select New to add a new bank account or click on an account to edit or delete and

select Edit or Delete.

ENl Contact Manager Mi=] E3
4> M| B g |

Lookup | 101 Eb Dawsan Display Mame | Eb Dawson

' Contact | Vendor | Customer | Employes | 1095 Part 11 | 1095 Part 111 Banking | notes |

Lookup
Mo Bank Accounts Defined

=T Edit Delete

[0 | Cancel | &dd to Global | [T customer W Emploves [ Wendor [ Other
™ Svmc with global
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N o

Type BK in the Lookup on the Bank Account Screen. Important Note: Use the
same Lookup (BK) for all employees who have only one Direct Deposit. This will allow
the use of one common template. If an employee has a Direct Deposit posting to a
Savings Account in addition to the checking, use BK2 for the Lookup. If there are
multiple checking or savings accounts that need to be set up, use BK3, BK4 etc.
Select Checking or Savings in the Type field, as appropriate.

Select Business or Personal.

Enter the Employee’s Account Number, Routing Number and ABA Number in the
appropriate fields.

Enter the Bank Name, Address, City, State and Zip in the appropriate fields.

Click OK to save and click the Save icon in the toolbar.

Bank Account h

—account Info

Lookup I Bk E
Tvpe ICheckjng j Cancel |

Business/Personal IPersnnal hi I

Acoount # 121212

Routing # 957654321

BEA # |
[ Combine Routing # and Account #

—Bank Info
Marme I First Mational Bank

Address I
Address I
Ciky I Wi estminster

Skate/Province I MO
Postal Code | 12345
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Notes Tab

Use the Notes tab to save employee information that does not belong in another field.

Hold the Ctrl key and press Enter to start a new line.

ENl Contact Manager H=] B3
M4 M O g |

Lookup | 101 Eb Dawson Display Marmne | Eb Dawssan
Contact I Wendor I Cuskomer I Employes I 1095 Part IT I 1095 Part 11T I Banking Motes |

This screen may be used for notes pertaining ba this conkack, ﬂ
Example:

Changed Federal WH from 50 to M2 on 02/18/17 per fax from Lisa.|

B o

<Ctrl= Enter For new line

[0 | Cancel | &dd to Global | [T customer W Emploves [ Wendor [ Other
™ Svmc with global

© Dillner’'s Accounting Tools, Inc. 11-18
Revision Date: 11/9/2020



Error! Reference source not found.

Appendix A — Options and Column Configuration

User preferences are set in Setup>System Options. Detailed explanations are available in Online
Help.

Detailed instructions for Quick Check options are available in the online help. Set the Quick Check
Systems as desired prior to entering payroll for the first time to optimize processing.

Column Configuration for Payroll Checkwriting

1. Select Payroll from the drop-down list in the Check Type field.

Bl Quick Check
M 4+ M+ X & - g &5 .

| Bark Account 102 Cashn Bank v | Balance E0012
Check Type FPay Pernod Murnber

| T | | || | Date | 04/01/2005

Pay ta the order of kemao

| [Click here for Column Configuration. | « || |
4 [Departm... Account | Oy Rate| Factor  AmountwH Stste Ul State DI State |Locale

This section will be populated by payroll items entered in the top
grid of the Payroll Template when an employee is selected.

|Department  |Account | Oty Rate| AmountEFTBark  [wHState Ul State DI State |Locale

This section will be populated by payroll items entered in the bottom
grid of the Payroll Template when an employee is selected.

| AmountMemo  wH St [Ul State |DI State

This section wll be populated by the system when the paycheck is
calculated with taxes withheld and accrued based on the tax tabhles.

[ Mew ] [ Cancel ] Check Total 0.00

2. Click on the Column Configuration box in the top grid.

There are three options in the State field for each column. They are used as follows:

Normal — The cursor will stop in the column and information can be entered or edited in that
column.

Hidden — The column is removed from the grid.

Skip — Leaves the column in the grid but the cursor will skip the column when entering (or
tabbing) through the grid. Cells in the column are still accessible with the mouse.
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Columns appear in the grid from right to left in the order listed on this screen. To change the
order, highlight an item and use the up or down arrows at the top of the screen to move the item
up or down in the list. A row can also be moved by holding the Shift key and pressing the up or

down arrow on the keyboard.

3. Select desired values for each column and rearrange rows as desired.

4. Click OK to save the changes.

5. Repeat for center and bottom grids.

Recommended configuration for the top grid for payroll checkwriting.

Column Configuration

T
Colurnn |State |Restu:-r. ..

1 Item Skip r
2_Department Skip r
S_.ﬁ.ccuunt Skip r
4_Time Hidden r
E_Qty Mormal [
E_Rate Skip (I
7 [Factor skip I
& |Amount Marmal r
9 WH State Skip r
10 LI State Skip r
11 DI State <kip r
1_L|:u:ale Skip r
13 Limitz Hidden r
14 LimitLeftz  Hidden r
15 Memo Hidden r
16 Limit Hidden r
17 Limit LeFt Hidden r
EItem Fate Hidden r
19 |On Items Hidden [l

IH
-

Cancel
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Recommended configuration for the center grid for payroll checkwriting.

Column Configuration £|
F .-
Colurnn |5tate |Restn:nr. 0

1 |Ikem Skip |_

2_Department Skip r
E.ﬁ.ccnunt Skip r

4 Oty Skip r

E_Rate Mormal I

E._.ﬁ.mnunt Mormal -

7 [EFT Bank Mormal ]

8 WHState  Skip r

9 LIState  Skip r

10 DIstate  Skip r

11 |Locale Skip r

?Time Hidden r

13 Limitz Hidden [

?Memn Hidden I

FFactDr Hidden -

16 LimtLeftz  Hidden [

17 Limit Hidden [

18 Limitleft  Hidden [

Fltem Rate Hidden r

HOH Items Hidden r
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Recommended configuration for the bottom grid for payroll checkwriting.

Column Configuration £|
T
Colurnn |State |Restu:ure Calurnn
1 [Ikem Maormal r
Z_.ﬁ.cccuunt rormal r
3_Department Hidden r
4_F'.m|:|unt raormal -
5 Memo Mormal [
& |WHState  Mormal [
7 UIState Mormal [
Ei_DI Stake Maormal r
Q_Lcu:ale Maormal r
10 Limitz Hidden [
TQW Hidden r
?F{ate Hidden I
13 LimtLeftz  Hidden [
14 [Factor Hidden [
15 Limit Hidden [
16 Limitleft  Hidden [
Fltem Rate Hidden r
EOH Items Hidden r
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Column Configuration for After the Fact Payroll

1. Select Payroll (ATF) from the drop-down list in the Check Type field.

B Quick Check Mi=1E3

M4 Mo &g E

Bafik Acenunt |1E|2 A Bl v | Balshce 60012

Check Type FPay Period Murnber IF'rint w
|Payroll BTF v || I | Date  |06/13/2005 |

Fay to the ordgst b emo

li](ilick here for Column Configuration, | - || |

sl |

_. /  [Depatm..lhccount | Oty AmountwH State Ul Stete DI State |Locale

This section will be populated by payroll items entered in the top
grid of the Payroll Template when an employee is selected.

_?Department Ef-.-:u:u:uunt | [ty Rate| .&mu:uunt%_l::FT Bark :'W'H State __?LII State :DI State _EL::u:aIe

This section will he populated by payroll items entered in the bottom
qrid of the Payroll Template when an employee is selected.

| Mew || cancel | Check Tatal 0.00]

2. Click on the Column Configuration box in the top grid.

There are three options in the State field for each column. They are used as follows:

Normal — The cursor will stop in the column and information can be entered or edited in that
column.

Hidden — The column is removed from the grid.

Skip — Leaves the column in the grid but the cursor will skip the column when entering (or
tabbing) through the grid. Cells in the column are still accessible with the mouse.

Columns appear in the grid from right to left in the order listed on this screen. To change the
order, highlight an item and use the up or down arrow at the top of the screen to move the item
up or down in the list. A row can also be moved by holding the Shift key and pressing the up or
down arrow on the keyboard.

3. Select desired values for each column and rearrange rows as desired.
4. Click OK to save the changes.
5. Repeat for bottom grid.
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Recommended configuration for the top grid for After the Fact Payroll.

Column Configuration

A
Calurnn |State ”
b Item ‘<kip i
2 |Departrent Skip
3 Account Skip
4 Time Hidden
5 | by Marmal
6_ R.ake Hidden
?_ Factor Hidden
& |amount Mormal
9 |WH State <kip
10 UI State <kip
11 DI State Skip
12 |Locale Skip
F Mermno Hidden
14 Limit Hidden
45 [Limit LeFt Hidden =
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Appendix B — Set Up Local Withholding Tax Tables

Appendix B — Set Up Local Withholding Tax Tables

Withholding tables for local taxes must be set up. Local withholding tables are NOT client specific. Set

up tables before adding payroll items or employees.

1. Select Setup/Payroll Taxes.
2. Select the LWH tab.

&

Payroll Taxes
| FUTA || Soc. Sec. || Medicare || SUTA Emp. || SUTA Co, || SDIEmp. || SDICo. |
| FiH || EIC || ShwiH

| New || Edt || Deete |

. |Table Effective.. -

[ ] ][ Cancel ] Apply

3. Click the New button.

Withholding Tax Editor,

Tax Entity Table Effective Date
| Perryshurg W || 1 v| | 01012005
Exclusions
amount §f Pck Minimum Mazxirnunm
Federal Tax | 0.00 | 0.00 || 0,00 | [CIFrom Tax
Wages | 0.00 | 0.00 || 0.00 | [C]From Tax
Sec-HokE []Round Resulks

Standard [ IFrom Tax  [1gnore Exemptions
Dependant [ ]From Tax advanced

I_| From i To| Rate
|_1__! 0.00 -1.00 0.010000
_r

4. Enter the city, county or school district name in the Tax Entity field or select it from the drop-

down list.

5. Enter a table name or number in the Table field. (Enter 1 if there is only 1 table, NR for Non

Resident rates.)
6. Enter the Effective Date.
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Appendix B — Set Up Local Withholding Tax Tables

Exclusions
Exclusions
Amourt f Pct Minirmurn IR
Federal Taxi 0.00 |I .00 ;; 0.00 !|:|Fr|:|m Tax
Wages | 0,00 | 0.00 || 0.00 | [IFrom Tax
7. Enter any amount or percent of Federal Tax that is to be excluded from the local withholding

8.
9

10.

11.
12.

computation in the Amount/Pct field.

Enter Minimum and/or Maximum excluded amounts in the appropriate fields.

Check the From Tax box ONLY if the amount of tax is to be reduced by the excluded amount or
percent.

Enter any flat amount or percent of wages that is to be excluded from the local withholding
computation in the Amount/Pct field.

Enter Minimum and/or Maximum excluded amounts in the appropriate fields.

Check the From Tax box ONLY if the amount of tax is to be reduced by the excluded amount or
percent.

Deductions

Dreduct
eductions []Round Results

g | :
Standard | 0.00 \ [FromTax  [Jignore Exemptions

Dependant | 0,00 | [ From Tax

|
L

: From Tu:u: Rate.
0.00 -1.00 0.010000

13.
14.

15.
16.

17.
18.

Enter the amount of the annual standard deduction in the Standard field.

Check the From Tax box if the standard deduction is to be deducted from the taxes instead of
wages.

Enter the annual dependent deduction amount in the Dependent field.

Check the From Tax box if the dependent deduction is to be deducted from the taxes instead of
wages.

Check the Round Results box to round the tax to the nearest whole dollar.

Check the Ignore Exemptions box if this tax authority does not recognize 401K or Section 125
type deductions as exempt.

Withholding Table

19.

20.
21.
22.

Enter the maximum annual wages to include for withholding at the first rate level in the To field.
Enter -1.00 to indicate no limit.

Enter the withholding rate as a decimal in the Rate field.

Repeat steps 19 and 20 as necessary for graduated withholding.

Click OK to save the changes.
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Appendix F — Maryland Cities

Appendix F — Maryland Cities

Maryland state withholding rates vary by the employee’s county of residence. State withholding tables

for Maryland have been set up with the county name as the Table Name. To generate the correct state
withholding tax for an employee, the correct table needs to be selected. Following is a list of all
Maryland cities. The county for each city is listed to the right.

Abell
Aberdeen

Aberdeen Proving Ground

Abingdon
Accident
Accokeek
Adamstown
Adelphi
Allen

Andrews Air Force Base

St. Mary's
Harford

Harford

Harford

Garrett

Prince George's
Frederick
Prince George's
Wicomico
Prince George's

Annapolis Anne Arundel
Annapolis Junction Howard

Apg Harford
Aquasco Prince George's
Arbutus Baltimore
Ardmore Prince George's
Arlington Baltimore City
Arnold Anne Arundel
Ashton Montgomery
Aspen Hill Montgomery
Avenue St. Mary's
Avondale Prince George's
Bainbridge Cecil

Baldwin Baltimore
Baltimore Anne Arundel
Baltimore Baltimore
Baltimore Howard
Baltimore Baltimore City
Barclay Queen Anne's
Barnesville Montgomery
Barstow Calvert

Barton Allegany
Beachville St. Mary's
Beallsville Montgomery
Bel Air Harford

Bel Alton Charles
Belcamp Harford
Beltsville Prince George's
Benedict Charles

Benson Harford

Bentley Springs Baltimore

Berlin

Berwyn
Berwyn Heights
Bethesda
Bethlehem
Betterton
Beverley Beach
Big Pool

Big Spring
Bishop
Bishophead
Bishops Head
Bishopville
Bittinger
Bivalve
Bladensburg
Bloomington
Boonsboro
Boring

Bowie

Boyds
Bozman

Braddock Heights

Bradshaw
Brandywine
Brentwood
Brinklow
Brookeville
Brooklandville

Worcester
Prince George's
Prince George's
Montgomery
Caroline

Kent

Anne Arundel
Washington
Washington
Worcester
Dorchester
Dorchester
Worcester
Garrett
Wicomico
Prince George's
Garrett
Washington
Baltimore
Prince George's
Montgomery
Talbot
Frederick
Baltimore
Prince George's
Prince George's
Montgomery
Montgomery
Baltimore

Brooklyn Anne Arundel
Brooklyn Baltimore City
Brooklyn Park Anne Arundel
Broomes Island Calvert
Brownsville Washington
Brunswick Frederick
Bryans Rd Charles
Bryans Road Charles
Bryantown Charles
Buckeystown Frederick
Burkittsville Frederick
Burtonsville Montgomery
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Appendix F — Maryland Cities

Bushwood
Butler

Bwi Airport
Cabin John
California
Callaway
Cambridge
Cape Saint Claire
Capitol Heights
Cardiff

Carroll
Carrollton
Carrolltowne
Cascade
Catonsville
Cavetown
Cecilton
Centreville
Chance
Chaptico
Charlestown
Charlotte Hall
Chase
Cheltenham
Chesapeake Beach
Chesapeake City
Chester
Chestertown
Chestertown
Cheverly
Chevy Chase
Chewsville
Childs

Chillum
Church Creek
Church Hill
Churchton
Churchville
Citicorp
Claiborne
Clarksburg
Clarksville
Clear Spring
Clements
Clifton

Clifton East End
Clinton

St. Mary's
Baltimore

Anne Arundel
Montgomery

St. Mary's

St. Mary's
Dorchester
Anne Arundel
Prince George's
Harford
Baltimore City
Carroll

Carroll
Washington
Baltimore
Washington
Cecil

Queen Anne's
Somerset

St. Mary's

Cecil

St. Mary's
Baltimore
Prince George's
Calvert

Cecil

Queen Anne's
Kent

Queen Anne's
Prince George's
Montgomery
Washington
Cecil

Prince George's
Dorchester
Queen Anne's
Anne Arundel
Harford
Washington
Talbot
Montgomery
Howard
Washington

St. Mary's
Baltimore City
Baltimore City
Prince George's

Cloverly Montgomery
Cobb Island Charles
Cockeysville Baltimore

Cockeysville Hunt Valley
Colesville
College Estates
College Park
Colmar Manor
Colora

Coltons Point
Columbia
Compton
Comus
Conowingo
Cooksville
Cordova
Corriganville
Cottage City
Crapo

Crellin
Cresaptown
Crestar Bank
Crisfield
Crocheron
Crofton
Crownsville
Crumpton
Cumberland
Curtis Bay
Damascus
Dameron
Dames Quarter
Daniels

Dares Beach
Darlington
Darnestown
Davidsonville
Dayton

Deal Island
Deale

Deer Park
Delmar
Denton
Derwood
Detour
Dickerson
District Heights
Doubs

Dowell
Drayden

Druid

Dundalk
Dundalk Sparrows Point

Baltimore
Montgomery
Frederick
Prince George's
Prince George's
Cecil

St. Mary's
Howard

St. Mary's
Montgomery
Cecil

Howard
Talbot
Allegany
Prince George's
Dorchester
Garrett
Allegany
Baltimore City
Somerset
Dorchester
Anne Arundel
Anne Arundel
Queen Anne's
Allegany
Anne Arundel
Montgomery
St. Mary's
Somerset
Howard
Calvert
Harford
Montgomery
Anne Arundel
Howard
Somerset
Anne Arundel
Garrett
Wicomico
Caroline
Montgomery
Carroll
Montgomery
Prince George's
Frederick
Calvert

St. Mary's
Baltimore City
Baltimore
Baltimore
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Appendix F — Maryland Cities

Dunkirk

Earleville

East Case

East End

East New Market
Easton

Easton Correctional Inst
Eastport

Eckhart Mines
Eden

Edgewater
Edgewater Beach
Edgewood
Edgewood Arsenal
Edmonston
Eldersburg

Elk Mills

Elkridge

Elkton

Ellerslie

Ellicott

Ellicott City

Elliott

Emmitsburg

Essex

Eudowood

Ewell

Fahrney Keedy Mem Home
Fairmont Heights
Fairplay

Fallston

Faulkner
Federalsburg
Finksburg
Firms-Courtesy Reply
Fishing Creek
Flintstone

Forest Heights
Forest Hill
Forestville

Fork

Fort Detrick

Fort George G Meade
Fort George Meade
Fort Howard

Fort Meade

Fort Ritchie

Fort Washington
Fowbelsburg
Foxridge

Calvert

Cecil

Baltimore City
Baltimore City
Dorchester
Talbot
Somerset

Anne Arundel
Allegany
Worcester
Anne Arundel
Anne Arundel
Harford

Harford

Prince George's
Carroll

Cecil

Howard

Cecil

Allegany
Howard

Howard
Dorchester
Frederick
Baltimore
Baltimore
Somerset
Washington
Prince George's
Washington
Harford

Charles
Caroline

Carroll
Baltimore City
Dorchester
Allegany

Prince George's
Harford

Prince George's
Baltimore
Frederick

Anne Arundel
Anne Arundel
Baltimore

Anne Arundel
Washington
Prince George's
Baltimore
Baltimore

Franklin
Frederick
Freeland
Friendship
Friendsville
Frostburg
Fruitland
Fulton
Funkstown
Gaither
Gaithersburg
Galena
Galesville
Gambills
Gapland
Garrett Park
Garrison
Georgetown
Germantown
Gibson Island
Girdletree
Glen Arm
Glen Burnie
Glen Echo
Glenarden
Glenburnie
Glencoe
Glenelg
Glenmont
Glenn Dale
Glenwood
Glyndon
Goldshoro
Golts
Govans
Graceham
Granite
Grantsville
Grasonville
Great Mills
Green Meadow
Greenbelt
Greenmount
Greensboro
Gunpowder
Gwynn Oak
Hagerstown
Halethorpe
Halethorpe
Hamilton

Baltimore City
Frederick
Baltimore
Anne Arundel
Garrett
Allegany
Wicomico
Howard
Washington
Carroll
Montgomery
Kent

Anne Arundel
Anne Arundel
Washington
Montgomery
Baltimore
Cecil
Montgomery
Anne Arundel
Worcester
Baltimore
Anne Arundel
Montgomery
Prince George's
Anne Arundel
Baltimore
Howard
Montgomery
Prince George's
Howard
Baltimore
Caroline

Kent
Baltimore City
Frederick
Baltimore
Garrett
Queen Anne's
St. Mary's
Prince George's
Prince George's
Carroll
Caroline
Harford
Baltimore
Washington
Baltimore
Howard
Baltimore City
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Hampden
Hampstead
Hancock
Hanover
Harmans
Harwood
Havre de Grace
Hebron
Helen
Henderson
Henryton
Hereford
Highfield
Highland
Highlandtown
Hillandale
Hillsboro
Hollywood
Hood College
Hoopersville
Hughesville
Hunt Valley
Huntingtown
Hurlock
Hutton
Hyattstown
Hyattsville
Hydes
ljamsville
lichester
Indian Head
Ingleside
Ironsides
Issue
Jacksonville
Jarrettsville
Jefferson
Jennings
Jessup
Joppa
Keedysville
Kennedyville
Kensington
Kettering
Keymar
Kingston
Kingsville
Kitzmiller
Knoxville
La Plata

Baltimore City
Carroll
Washington
Anne Arundel
Anne Arundel
Anne Arundel
Harford
Wicomico

St. Mary's
Caroline
Carroll
Baltimore
Washington
Howard
Baltimore City
Montgomery
Caroline

St. Mary's
Frederick
Dorchester
Charles
Baltimore
Calvert
Dorchester
Garrett
Montgomery
Prince George's
Baltimore
Frederick
Howard
Charles
Queen Anne's
Charles
Charles
Baltimore
Harford
Frederick
Garrett
Howard
Harford
Washington
Kent
Montgomery
Prince George's
Carroll
Somerset
Baltimore
Garrett
Frederick
Charles

Ladiesburg
Lake Linganore
Lake Shore
Landover
Landover Hills
Langley Park
Lanham
Lanham Seabrook
Lansdowne
Laplata

Largo

Laurel

Laurel

Laurel

Lavale
Laytonsville
Leisure World
Leonardtown
Lewisdale
Lewistown
Lexington Park
Libertytown
Lineboro
Linkwood
Linthicum
Linthicum Heights
Linwood

Lisbon

Little Orleans
Loch Raven
Loch Raven Village
Lonaconing
Long Green
Lothian
Loveville

Luke

Lusby
Lutherville
Lutherville Timonium
Lynch

Maddox
Madison
Manchester
Manokin
Marbury
Mardela Springs
Marion

Marion Station
Marlboro
Marlow Heights

Frederick
Frederick

Anne Arundel
Prince George's
Prince George's
Prince George's
Prince George's
Prince George's
Baltimore
Charles

Prince George's
Anne Arundel
Howard

Prince George's
Allegany
Montgomery
Montgomery

St. Mary's
Prince George's
Frederick

St. Mary's
Frederick
Carroll
Dorchester
Anne Arundel
Anne Arundel
Carroll

Howard
Allegany
Baltimore
Baltimore
Allegany
Baltimore

Anne Arundel
St. Mary's
Allegany
Calvert
Baltimore
Baltimore

Kent

St. Mary's
Dorchester
Carroll
Somerset
Charles
Wicomico
Somerset
Somerset
Prince George's
Prince George's

© Dillner’'s Accounting Tools, Inc.

Revision Date: 11/9/2020

c-4



Appendix F — Maryland Cities

Marriottsville
Marshall Hall
Marydel
Maryland City
Maryland Line
Massey
Maugansville
Mayo

Mc Henry
McCoole
McDaniel
McDonogh Run
Mechanicsville
Middle River
Middleburg
Middletown
Midland
Midlothian
Millers
Millersville
Millington
Mitchellville
Monkton
Monrovia
Montgomery Village
Montpelier
Morganza
Morningside
Morrell Park
Mount Airy
Mount Rainier
Mount Savage
Mount Victoria
Mount Washington
Mountain Lake Park
Myersville
Nanjemoy
Nanticoke
Naval Academy
Neavitt

New Carrollton

Carroll

Charles
Caroline

Anne Arundel
Baltimore

Kent
Washington
Anne Arundel
Garrett
Allegany

Talbot
Baltimore

St. Mary's
Baltimore
Carroll
Frederick
Allegany
Allegany

Carroll

Anne Arundel
Kent

Prince George's
Baltimore
Frederick
Montgomery
Prince George's
St. Mary's
Prince George's
Baltimore City
Frederick
Prince George's
Allegany
Charles
Baltimore City
Garrett
Frederick
Charles
Wicomico

Anne Arundel
Talbot

Prince George's

New Market Frederick
New Midway Frederick
New Windsor Carroll
Newark Worcester
Newburg Charles
Newcomb Talbot
Norbeck Montgomery
North Beach Calvert
North Bethesda Montgomery

North College Park
North East
North Ocean City
North Potomac
Northeast
Northern
Northwood
Nottingham
Oakland
Ocean City
Ocean Pines
Odenton

Oella

Oldtown

Olney

Oriole

Owings
Owings Mills
Oxford

Oxon Hill
Palmer Park
Park Hall
Parkton
Parkville
Parsonsburg
Pasadena
Patapsco
Patterson
Patuxent River

Patuxent River Naval Air Sta

Perry Hall
Perry Point
Perryhall
Perryman
Perryville
Phoenix
Pikesville
Pikesville Finance
Piney Point
Pinto

Pisgah
Pittsville
Pocomoke
Pocomoke City
Point of Rocks
Pomfret
Poolesville
Port Deposit
Port Republic
Port Tobacco

Prince George's
Cecil
Worcester
Montgomery
Cecil
Washington
Baltimore City
Baltimore
Garrett
Worcester
Worcester
Anne Arundel
Howard
Allegany
Montgomery
Somerset
Calvert
Baltimore
Talbot

Prince George's
Prince George's
St. Mary's
Baltimore
Baltimore
Wicomico
Anne Arundel
Carroll
Baltimore City
St. Mary's

St. Mary's
Baltimore
Cecil
Baltimore
Harford

Cecil
Baltimore
Baltimore
Baltimore

St. Mary's
Allegany
Charles
Wicomico
Worcester
Worcester
Frederick
Charles
Montgomery
Cecil

Calvert
Charles
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Postmaster-Official
Potomac
Powellville

Pr Frederick
Preston

Price

Prince Frederick
Prince George Plaza
Princess Anne
Pylesville
Quantico
Queen Anne
Queenstown
Raljon
Randallstown
Raspeburg
Rawlings
Rehobeth
Reisterstown
Reisterstown Rd Plaza
Rhodes Point
Rhodesdale
Riderwood
Ridge

Ridgely

Rising Sun
Rison

Riva

Riverdale
Riverside
Riviera Beach
Rock Hall

Rock Point
Rocks

Rockville

Rocky Ridge
Rogers Heights
Rohrersville
Roland Park
Rosedale

Royal Oak
Rumbley
Ruxton
Sabillasville
Saint Charles
Saint Inigoes
Saint James
Saint Leonard
Saint Marys City
Saint Michaels

Baltimore City
Montgomery
Wicomico
Calvert
Caroline
Queen Anne's
Calvert

Prince George's
Somerset
Harford
Wicomico
Queen Anne's
Queen Anne's
Prince George's
Baltimore
Baltimore City
Allegany
Somerset
Baltimore
Baltimore City
Somerset
Dorchester
Baltimore

St. Mary's
Caroline

Cecil

Charles

Anne Arundel
Prince George's
Harford

Anne Arundel
Kent

Charles
Harford
Montgomery
Frederick
Prince George's
Washington
Baltimore City
Baltimore
Talbot
Somerset
Baltimore
Frederick
Charles

St. Mary's
Washington
Calvert

St. Mary's
Talbot

Salem

Salisbury

Sandy Spring
Sang Run
Savage
Scaggsville
Scotland
Seabrook

Seat Pleasant
Secretary
Severn

Severna Park
Shady Side
Shallmar
Sharpsburg
Sharptown
Sherwood
Sherwood Forest
Showell

Silver Hill

Silver Spring
Silver Spring
Simpsonville
Smithsburg
Snow Hill
Solomons
Somerset

South

South Bowie
Southeast Finance
Southern MD Facility
Sparks

Sparks Glencoe
Sparrows Point
Spencerville
Spring Gap
Springdale
Springfield State Hosp
Stevenson
Stevensville

Still Pond
Stockton

Street

Suburb Maryland Fac

Dorchester
Wicomico
Montgomery
Garrett

Howard

Howard

St. Mary's
Prince George's
Prince George's
Dorchester
Anne Arundel
Anne Arundel
Anne Arundel
Garrett
Washington
Wicomico
Talbot

Anne Arundel
Worcester
Prince George's
Montgomery
Prince George's
Howard
Washington
Worcester
Calvert
Montgomery
Baltimore City
Prince George's
Baltimore City
Prince George's
Baltimore
Baltimore
Baltimore
Montgomery
Allegany

Prince George's
Carroll
Baltimore
Queen Anne's
Kent

Worcester
Harford
Montgomery

Sudlersville Queen Anne's
Suitland Prince George's
Sunderland Calvert
Sunshine Montgomery
Swanton Garrett
Sykesville Carroll
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Appendix F — Maryland Cities

Takoma Park
Takoma Park
Tall Timbers
Taneytown
Taylors Island
Temple Hills
Templeville
Thurmont
Tilghman
Timonium
Toddville
Towson

Towson Finance
Tracys Landing
Trappe
Tuscarora
Tuxedo

Tyaskin
Tylerton

Union Bridge
Uniontown
Unionville

Unity

University Park
Upper Fairmount
Upper Falls
Upper Marlboro
Upperco

Valley Lee
Vienna
Walbrook
Waldorf
Walkersville
Warwick
Washington BMC
Washington Grove
Waverly
Welcome
Wenona

West Bethesda
West Case
West Friendship
West Hyattsville
West Ocean City

Montgomery
Prince George's
St. Mary's
Carroll
Dorchester
Prince George's
Caroline
Frederick
Talbot
Baltimore
Dorchester
Baltimore
Baltimore

Anne Arundel
Talbot
Frederick
Prince George's
Wicomico
Somerset
Carroll

Carroll
Frederick
Montgomery
Prince George's
Somerset
Baltimore
Prince George's
Baltimore

St. Mary's
Dorchester
Baltimore City
Charles
Frederick

Cecil

Prince George's
Montgomery
Baltimore City
Charles
Somerset
Montgomery
Baltimore City
Howard

Prince George's
Worcester

West River Anne Arundel
Westernport Allegany
Westminster Carroll
Westover Somerset
Whaleyville Worcester
Wheaton Montgomery

White Hall Harford
White Marsh Baltimore
White Plains Charles
Whiteford Harford
Whitehaven Wicomico
Willards Wicomico
Williamsport Washington
Windsor Mill Baltimore
Wingate Dorchester
Wittman Talbot
Woodbine Carroll
Woodbine Howard
Woodlawn Baltimore
Woodsboro Frederick
Woodstock Baltimore
Woodstock Carroll
Woodstock Howard
Woolford Dorchester
Worton Kent

Wye Mills Talbot
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