Quick lesson For more information, see Help > Contents > Beginning balances.

Beginning balances — payroll

Goal: Establish beginning payroll balances to ensure that your pays, taxes,
deductions and fringes calculate correctly going forward. This information is also
needed for your year-end reports and W-2 forms.

In this quick lesson

Step 1: Set up a payroll for beginning balances 2
Step 2: Enter beginning balances for each employee 3
Step 3: Verify the information you entered 8

You enter these balances before processing payroll in Ajera, but after setting up your
employees and payroll items, including pays, taxes, deductions, and fringes.

Best practice: Enter one paycheck per employee for each quarter. If starting mid-quarter,
you also need to enter monthly checks for the partial quarter. In this way, you can match
your entries to your quarterly wage reports to verify that you are in balance to what you
have submitted to federal and state agencies.

For an overview of the entire process, be sure to see the Beginning balances introduction
quick lesson.

The process
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Step 1: Set up a payroll for beginning balances
1. Click Company > Beginning Balances > Payroll.
2. Click the New button.

Enter information to create a payroll for your beginning
balances, and click OK.

Delete | [ Deposit | [ Help

Ajera automatically
enters a description.

Change it, as needed. (@ Beginning Balances - New Payroll e E
Description |Beginning Balance Payrol |
: i - Select the bank
Enter the first day of Period beginning date |01/01/11 - Pay period [Supplemental | account you will
the pay period, the 1 - -

Peried ending date |02/28/11 - : : ; use for payroll.
last day of the pay [ "] Retrieve previously unpaid hours pay
period, and the pay Pay date |02/28/11 e Employes | |:||
date.

Bank account |Washington Mutual - Payroll E(

Include automatic Include on demand

[[]Pays [[]Pays

[ Taxes [ Taxes

[ ] Deductions [ ] Deductions

[ Deposits [ Deposits

[] Finges [] Finges

| OK || Cancel || Help
A
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Step 2: Enter beginning balances for each employee

The Beginning Balances Paycheck List window appears listing all
employees. Ajera automatically creates a paycheck for each active

employee.
. L Description |Beginning Balance Fayrol Period date [01/0T/11 = P -
1. Select the first employee you want to enter beginning cron | = : e

balances for, and click the Edit button. el remetms e fxa
Status First Name Middle Name Last Name Fay Taxes Deductions Met I+

¥ |Faid Mary T Boyle 0.00 0.00 0.00 0.00
Paid Jan 4. Engstrom 0.00 0.00 0.00 0.00 =

Paid Paul . French 0.00 0.00 0.00 0.00

The Paycheck tab - e 0.00 000 0.00

0.00 0.00 0.00
0.00 0.00 0.00

0.00 0.00 0.00 0.00
0.00 | 0.00 | 0.00 | 0.00

displays a summary
of the employee's pay Description Period beginning date [01/01/11_ ~ Pay period
information for the Pay date [02/28/11 | = Period ending date [02/28/11 = Status

period you are
entel’ing- Paycheck | Pays | Taxes I Deductions I Fringes

| [ Selectall |[ Pay |[ Delete |[ Help

N Description Hours Rate Amount ‘Year to Date
Use the other tabs to Vacation and Sick acerus] ac 385 ac
enter information for Total pay

the employee.

Total taxes

Total deductions

Met pay

Federal unemployment 0.80 0.80
Socizl security - Emplaysr 620 6.20
Madizars - Employer 145 145
Oragon SDI - Employar 0.01 0.01
Oregan SUI 2.20 2.20
Total fringes 10.66 10 66

Save || Cancel || Delete ||
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Step 2: Enter beginning balances for each employee (continued)

2. Click the Pays tab.

3. Inthe table, enter a row for the employee's regular pay for the pay period.

Description |Beginning Balance Payroll | Peried beginning date |01/01/11 = Pay period
Pay date [02/28/11  ~ Period ending date [02/28/11 = Status

Paycheck Pays |  Tames Deductons |  Finges |

In this example,
you selected

Regular for the

type of pay. Pay Hours Rate Amount
[=] Regular 430.00 14,884.06

Q Project Fhase Activity Calculation Basis Hours Rate Amount
Hours Times Rate 430, 36141 14,884 06

If applicable, enter
the hours worked. If you select to add a
Regular pay, Ajera
automatically enters
the employee's regular
pay rate and the
amount (which it
calculates by
multiplying the hours
by the rate).

You can change the
amount, as needed.
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Step 2: Enter beginning balances for each employee (continued)
4. For vacation pay, you can track hours accrued and year-to-date hours
available, or track only the year-to-date hours available.

This example shows entries for tracking both vacation hours available
and accrued.

5. On the next available row, select a pay of Vacation, which is set up to
reduce the accrual pay.

| Paycheck | Pas | Taws [ Deductions | Finges | [
Pay
Regular
EVac:atiDn]
9 Project Fhase Activity Calculation Basiz
I Hours Times Rate
% — Type the total number of
. hours used year-to-date
by the employee, and
enter the amount.

6. On the next row, select the Vacation and Sick accrual pay.

Paycheck Pays | Tawes | Deductions |  Finges |

Pay
Regular
[+] Vacation
b =1 Vacation and Sick.. |
Q Project Phase Activity Caleulation Basis
Hours L Type the total number of
P hours accrued year-to-
date for the employee.
*
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For more information, see Help > Contents > Beginning balances.

Step 2: Enter beginning balances for each employee (continued)

7. Click the Taxes tab.

The Taxes tab lists the federal and state taxes.

Here's one example of what the table for an employee might look like when completed.

|  Papcheck | Pam Temes Deductions | Fringes |
Federal fiing statug| |~ | Fadaral essmptions| | Addwional federal withhalding 000 % |
Oregen fing satus Mared | Diegon exsmptions| | Diegon addkonal withholding| .00 w|
Tau | Caleuilstion | Taxabe  SubjeetTe Fate | Employes Tax | Emploper Tax | |
Frderal withhoiding |7 ables 14471 B2 14,421 62 _ 1,736 50
' |Federal unemployment |Percent of T axabie 1502252 700000 08000 | | 5E.00 |
' |Social secuiy |Percert of Taxable 1602252 15.022 52 62000 | gn 39| [
" |Social secuwity - Employes | Percent of T axabie 1602252 | 15.002 52 6.2000 | | 931,39 |
| Medcae . Percent of Tauable 16.02252 15022 52 1,4500 ' 7783 N
Medcare - Emploper |Percant of Tasable 16.022 52 1502252 1,4500 | 21783
| |Qregon State Withciding | Tables 1442162 14,421 62 : 1.080.23 |
' |Oregon SOI - Employer iF':t\r_url of Tamable 15_uzz.5'2'. 1502252 1.7000 | 25&99:
 (Oregon SDI -Employes | Percent of Tasabie 16.02252 1502252 1,7000 | 2538
 [Qeegon SUI :F‘:murl of Taxable

In the Taxable
field, enter the
taxable basis of
the tax.

If you had any local
taxes to enter, on the
next available row, you
would select the

appropriate tax and enter

[ ; 15,022 52 15022 52 2.2000 | 330,49 |

In the Subject To
field, enter the When you enter the tax

amount of pay amount, Ajera
subject to the automatically lists the
tax. rate from the tax tables.

the information for it.
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For more information, see Help > Contents > Beginning balances.

Step 2: Enter beginning balances for each employee (continued)

Now, include any deductions or fringe benefits that must be reported on W-2s, based on Social Security Administration

publications. If you are unsure what to include, contact your CPA.

8. Click the Deductions tab, and enter any deductions.

9. Click the Fringes tab, and enter any fringe benefits.

This example show a 401(k) matching fringe and a
fringe for medical insurance.

(& Beginning Balances - Edit Paycheck - James N. Singer

.E' iing Balances - Edit Paycheck - James N. Singer

Description |Beginning Balance Payrol

Pericd beginning date |01/01/11 =

Pay period |Supplemental

Pay date |02/28/11 = Period ending date |02/28/11 ~ Fans
Paycheck | Pays | Tawes Deductions | Finges |
Deduction C; i B Rate r——
401k Flat Amount £00.90
Insurance Flat Amount

Description |Beginning Balance Payrol Period beginning date |01/01/11 = ]
Pay date |02/28/11 - Period ending date |02/28/11 = Fer
Paycheck |  Pays | Tawes | Dedudtions |  Fingss |
Fiiio c Basis Rate Amount
407k Matching Flat Amount 0TS
Insurance Flat Amount o0
|

10. Click Save.

The Paycheck list window appears including the
amounts you just entered for the employee.

@ Beginning Balances - Edit Paycheck - James N. Singer o=
Description |Beginning Balance Payrol date (010111~ Eape]
Pay date [02/2611 ~ Period ending date [02/28/11 ~ Stas
Poycheck "% Pays | Taes | Deductions |  Finges |
Deseription Hours Rate Amount Year to Date
Reguisr 000 Hste 1488408 e0s 4
Vasaton 400 13848 12848
[ — 225 = 235
Total pay 434.00 15,0254 15,022.54
Total taxes
ik 050 50050
Irsurznce 300 32000
Total deductions 93090 93090 |
Net pay 14,00164 14,001.64
Feterlunemploymert [ [
‘Social securty- Employer 820 620
Medicare - Employer 145 145 L4
Oregen 501 - Empioyer oo oo
Oregan SUI 23 e
Close ][ Save |[ Cancel |[ Delete |[ Pay | Help
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Step 3: Verify the information you entered

_ L @ crce ey oo
1. Click Reports > Payroll > Check Activity. Enployee e
/ e rance (G220 =
L [n228m1 ~]
Select the date range for Sl
the beginning balance e Gaqsi
paychecks you entered. ‘
Payroll Check Activity
Accutera J
Pay Chec!
Limit employees
Print voided|
Double-click the pay date et renge 62012011t 02282011 Decen &
for the employee to see R } Reguiar } Svortime } Ot e I o oroes — o Ertorer
. Pay Date Check # Hours Amount|  Hours Ameunt]  Hours Amount Pald Pay Deducls Taxes Pay Taxes
the detall' Christopher E. Meehan

011 10,66

James N. Singer
0212872011 43000 14,884.06 400 138.48 43400 1502254 230.90 14,001 64 10,66
10,66

»

1066

Payroll Check Activity
Accutera / 1066
Pay Chec
Limit employees 1066
Frint voided
10.66
Decerr| & -
Date range: 02/01/2011 to 02128/2011 Zoom factoc 10
Empl | Regular | Overtime ‘ Other time | Hours Gross Employee Mat Emplayer
Pay Date Check # | Haours Amountl Haurs Amount‘ Hours Amountl Paild Pay Deducts Taxes Pay Taxes
James N. Singer
02/z8/2011 430.00 14,884.06 4.00 138.48 434.00 15,022.54 930.90 14,091.64 10.66
Pays Daductions Employer Taxas Fringes b
Description Hours  Amount | Dascription Amount | Description Amoust | Dascription Amount
Regular 43000 14.884.06 | 401k 600.90 | Federal unemploymen! 0.80 | 407k Matching 300.45
Vacation 400 13848 | Insurance 330.00 | Social security - Emple 620 | Insuranca 150.00
Vacation and Sick acor 2325 Medicara - Emplayer 145
Oragon SDI - Emplaye: 0.01
Oragon SUI

2. Verify the information for pays, deductions, taxes, and fringes.

Summary

In this lesson, you learned that entering beginning
balances for payroll ensures accurate year-to-date
amounts for tax calculations and W-2 reporting.

Be sure to see the other quick lessons about beginning
balances.
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