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Question: | set up a new rate for an employee, but when | check the pre-commit register, the rate will not calculate.

What happened?

Check the new rate that you set up — at some point an earnings code is associated with the rate, so it will not calculate

unless the correct earnings code is used. See below for both ways to access the employee’s rates and salaries and then

how to uncheck the earnings code.

Outside pay grid

If you wish to make the change before starting the payroll, simply go to “Employees” and select the employee. Now

select “Rates & Salaries” in the left menu.

PAYROLL EMPLOYEE SERVICES FRONT ROW REP{ PAY VIEW SETTINGS

HOME | RUN PAYROLL | EMPLOYEES ‘ COMPANY | REPORTS

Select an Employee

wweILUn Raumy
MY PROFIL

Last Name: Employee Number: Status: e @

Emp # First Name Middle Name Last Name . Status
il IMa CONTACT Active
1 MATTHEW GOSPEL Active
2 MARK GOSPEL Active
3 LUKE / GOSPEL Active
4 JOHN GOSPEL Active
6 GEQRGE HARRISON Active
8 JOHN LENNON Active
PAYROLL EMPLOYEE SERVICES FRONT ROW REPORTS PAY VIEW SETTINGS

HOME | RUN PAYROLL | EMPLOYEES | COMPANY | REPORTS

[Last Name | [ @, Employes: 4 : JOHN GOSPEL =
Demographics Employee Demographics.
Employment Irfc/ _ £
e d Sieas First Name: :JDHN 1 Birthdate: L __ :
Tecess Middle Name: 4 Ethnicity | N.E.E.BEEE.RFE‘__ _v
[ e Last Name: |GosPEL EEOC: '_Nnt Reported ]|
Direit Deposit 444-44-4444 Actual Marital Status: | Not Reported v
allacations Gender: :Male = Veteran Status: |
Employee Dependents o
pil addrass
I-9 Status
Additianal Data Type Address1 Address2 City State Zip +4
Home Address 888 ARCHANGEL WAY HOLY CITY MD 21111

PTO
+ ADD NEW

870 High Street Suite 1  Chestertown MD 21620
www.radcliffepayroll.net 410.778.1099 ext 2 410.778.7988 (fax)
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In pay grid

If you wish to make the change while in the pay grid, select the employee’s name. Now select “Rates & Salaries.” It will

be on the top menu.

Pay( ;hofce'

REPORTS ¥ | ADD NOTE

& Set Pay Run Options
Deduction/Tax Options
= Data Entry
Payarid
Import File
Adjustments
Check Calculator
Clear Pay Input
Notes

Submit Pay Run

PAYROLL EMPLOYEE SERVICES | | FRONT, REPORTS PAY VIEW SETTINGS
HOME | RUN PAYROLL”| EMPLOYEES | COMPANY | REPORTS
Check Date: 5/22/2009 for Pay Period: 5/3/2009 to 5/16/2009
Baygric Check Date: 5/23/2009
M save (ocalouiate | o Add Empto Gg [ Add Adch Gheck B Add Golumn [S] Search | 45 Print
Override« Emp#  Name = ALARY REGULAR OVERTIME  Base VACATION ~ SICK OTHER
HOURS OURS Rates  HOURS HOURS 555
no 1e CONTACT, IMA 10,000.00
no 14 GOSPEL, JOHN
no 13 GOSPEL, LUKE
no 12 GOSPEL, MARK 1,000.00
no 11 GOSPEL, MATTHEW 1,500.00
no 16 HARRISOM, GEORGE
no 18 LENNOM, JOHN 1,500.00
no 15 MCCARTNEY, PAUL
no 110 Nardo, Leo
ves 17 STARR, RINGO 1,000.00
100.00
=
Ve navmnyn | o
MY PROFILE | |
PAYROLL EMPLOYEE SERVICES | | FRONT ROW REPORTS PAY VIEW SETTINGS

HOME | RUN PAYROLL | EMPLOYEES | COMPANY | REPORTS

DATA ENTRY HAS BEEN SAVED.

REPORTS ¥ | ADD NOTE

= Set Pay Run Options
Deduction/Tax Options
= Data Entry
Payagrid
Import File
Adjustments
Check Calculator
Clear Pay Input
Notes

Check Date: 5/22/2003 for Pay Period: 5/3/2009 to 5/16/2009 =

=ck 22/2003 [+ cospEL, 10HN /|

Demographics Employment Rates & Salaries Taxes Deductions Direct Deposit Allocations

HELP

Pay Options

Pay Freguency: Biweekly (26 cycles) |+ Standard Hours:

Display Hours on Grid:

I

Payroll Status:

Calculate " Salary " Rate:

I
0
O

Submit Bay Run work Shift
or Tt

Annual Salary:
Report Employee As:

Owertime Exempt:

Amounts
| Ratss

Rate Name
SALES

$520.00

Amount
$ 20.00

Last Raise Date:

Highly Compensated:

L ©
|
T AT

Effective Date End Date Primary

5/7/2008 Yes
+ ADD NEW

870 High Street Suite 1  Chestertown MD 21620
410.778.1099 ext 2 410.778.7988 (fax)
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Regardless of how you accessed the employee’s information, you can make the adjustment using the following
instructions. Select the rate that you are having difficulty calculating.

e kaumyn | U
MY PROFILE | |
PAYROLL EMPLOYEE SERVICES || FRONT ROW REPORTS

PAY VIEW SETTINGS

HOME | RUN PAYROLL | EMPLOYEES | COMPANY | REPORTS

REPORTS ¥ | ADDNOTE Check Date: 5/22/2009 for Pay Period: 5/3/2009 to 5/16/2009 =
& Set Pay Run Options
Deduction/Tax Options

i| 41 GOSPEL, JOHN [x||

= Data Entry Demographics Employment Rates & Salaries Taxes Deductions Direct Deposit Allocations
Payagrid HELP
Import File

Pay Options
Adjustments
Check Calculator

Pay Frequency:
Clear Pay Input

Notes Payroll Status:

Submit Pay Run Work Shift
orl ift:

Annual Salary:
Report Employee As:

Owertime Exempt:

Biweekly (26 cycles) «

I
O IIEID
E (L]

$520.00

Standard Hours:

Display Hours on Grid:

Calculate " Salary " Rate:

Last Review Date:
Next Review Date:
Last Raise Date:

Highly Compensated:

Amounts
Rates Dollar Amounts,__|
Rate Name Amount Effective Date End Date Primary
SALES % 20.00 5/7/2008 Yes
+ ADD NEW

Now select the “Earnings” tab. You will find that an earnings code has been checked. Uncheck it. You can now go back to
the pay grid and calculate again.

Welcome: kathryn | Ut
MY PROFILE | HI

PAYROLL

EMPLOYEE SERVICES FRONT ROW REPORTS PAY VIEW SETTINGS

HOME | RUN PAYROLL | EMPLOYEES | COMPANY | REPORTS

REPORTS ¥ | ADDNOTE

= Set Pay Run Options
Deduction/Tax Options
=& Data Entry

DATA ENTRY HAS BEEN SAVED.
Check Date: 7/3/2009 for Pay Period: 6/14/2008 to 6/27/2009

| ‘ 4: GOSPEL, JOHN [¥] |

Demographics Employment Rates & Salaries Taxes Deductions Direct Deposit

. A
Allecations  —

Paygrid HELR
Import File Rate Settings

Adjustments

Check Calculator Type:

Clear Pay Input Primary:

Notes

Submit Pay Run

www.radcliffepayroll.net

Common Rate Name:

Rate Name:

i Ezrnings ‘

870 High Street Suite 1  Chestertown MD 21620
410.778.1099 ext 2 410.778.7988 (fax)

Use Earming Code Name Description ~
| |n1 REGULAR REGULAR EARNINGS

& 02 O/ TIME OVERTIME EARNINGS

O 03 VACTION  VACATION EARNINGS

& 04 SICK SICK EARNINGS

O 05 HOLIDAY HOLIDAY EARNINGS

& 07 SALARY SALARY EARNINGS

O 08 OTHER OTHER EARNINGS 1 =
& 14 COMM 1 COMMISSION EARNINGS 3

E3




