Chapter 1
Software Basics

This chapter provides an overview of the keyboard keys, processing options and data entry
methods that have been standardized throughout New World's software. All new users should
read this chapter. You will learn the basic information needed to perform basic tasks in the Pay-
roll System.

Due to the large variety of keyboards available on the market, some of the keys discussed may
be labeled differently on your keyboard. Your New World Systems customer service represen-
tative will assist you should you have questions.

Online Help Text

All of New World's software comes with an online help text feature. There are two types of
help text: overview and field level. The online help text is a helpful and informative feature that
should be used whenever you need information about a screen or field. If the help text does not
answer your question, please see the corresponding section in this manual; it may contain addi-
tional information that does not appear in the help text.

Overview Help Text

The overview help text provides a general description of the current screen that includes special
instructions on using that screen. It also provides details on processing options and function
keys that may be used.

To access the overview help text, click Help at the top of the screen, and click Window Help.
A help window will appear. Click Extended Help to increase the size of the window and view
additional help text. Click the Scroll Down option to view additional text, if any exists. When
you finish viewing the help text, click Exit or Cancel to exit the online help text and return to
the screen from which you started. Below is an example of overview help text.

Eile  Edit Help
gz:;ll U Create Scheduled Hours =
P This window will perform several processes. It _
Seroll Down will review the employee standard pay file and
Move create hours records based on those entries. The
Cancel hours records will be created with each
enployee's major job classification and pay rate.
Hours records will be assigned to the general
ledger distributions that are also part of that
employee's master file. If the employee has an
hourly rate entered in hisfher master file, the
system will use that rate. At the completion of

this step, an employee could have all of his/her
hours entered and have very little exception
reporting.

The Pay Group and Batch Nunmber fields are
mandatory. |If you enter a "¥" in the Listing
Only field, the standard hours will NOT be
created, but a listing of the hours that WOULD
have been created is generated. |If the Listing B3

Search: |
OK
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Field-Level Help Text

The field-level help text describes a particular field and gives instructions on typing information
in that field. To access field-level help for a particular field, place the cursor in the field and
press <F1>, As with the overview help text, a window containing help text will appear:

=
File Edit Help

Ex:‘ ded Hel Hours Code =
srenreciep This code of one to four characters is an =
Alt Help abbreviated identifier of the hours category.

Scroll Up i.e.. sick. vacation. overtime.

Scroll Down

Update

Move 5
Cancel E
— Search: ||

oK
\

Click the Scroll Down option to view additional help text. If you click Extended Help while

viewing field level help text, the overview help text will appear.

Main Menus

Menus let you access different programs within an application. A list of programs appears on

the menu. Click a program to select it. Below is the Payroll System Main Menu:

~=New World Systems M =] 3
Eile Edit Help
* Human Resources
‘ ayro stermn Main Menu Rel 6.01

Specialized menu
options State Requirement Menu

Retroactive Payment Menu

1099-R Menu

Payroll Purge Menu

Systern Administrator Menu

Advanced Personnel Menu

Position Contral Menu

Applicant Tracking Menu

Retfirement Tracking Menu

Pay Day Menu

Report Menu

» Departmental Hours Menu
Bank Reconciliation Menu

w'ork with Ernployees
Period End Menu

Standardized menu
options

My Tasks (82
Inuiry

Systemn Services Meny
Signoff

[

Favaorite

1991, 2003 Mew World Systems Corp.

Product release level

The menu program number and product release level are displayed in the top right corner of the

screen.

Menu Options

The following options are available on all main menus:

N
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Favorite

My Tasks

This option contains notifications that are generated when follow-up responses to automatic
system processes are required or when data has changed as a result of system processes. When
you select this option, all of the active notifications specifically related to your work will be dis-
played. You also may choose to receive notifications by e-mail. (See Chapter 5 of the Payroll
System Administrator Guide for a complete description of this option and its setup.)

Inquiry

In the Payroll System, the Inquiry Menu provides a convenient route to system-wide informa-
tion in display format only. The options on this menu let you access nearly all the information
in the Payroll System.

System Services Menu

System services refer to AS/400-related activities, such as working with printers, operator mes-
sages and a variety of other technical issues. For more information on system services, please
see your IBM AS/400 documentation.

Signoff

Click here to exit the Payroll System. Your current job will end and the original sign-on screen
will be re-displayed.

Favorite

This feature lets you go straight to the screens you most often use. A Favorite field is available
in the upper right corner of many Work with screens and the lower right corner of every menu
except the State Requirements Menu:

~=New World Systems 1 ]
Eile Edit Help

Human Resources

oll S Main Menu Rel 6.01
Pay Day Menu State Requirement Menu
Beport Meny Retroactive Payment Menu
Departrmental Hours Menu 1099-R Menu
Bank Reconciliation Menu Payroll Purge Menu
wiork with Employees Systern Administrator Menu
Period End Menu Advanced Personnel Menu

Position Contral Menu

Applicant Tracking Menu
Retfirement Tracking Menu

My Tasks (32)
Inguiry Favorite field
/

System Services Menu
Signoff Favorite ‘j

1991, 2003 Mew World Systems Corp.

A
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To use this field, enter the ID of the screen you want to go to, and click OK. If you do not know
the ID, click the prompt arrow to the right of the field. The Favorite Options screen will be dis-

played:
~=Favorite Dptions E
File Edit Help
Exit n
Add Current Location  [Payroll System Main Menu [HRODOD
Select the screen you 2““ Current
esequence I_
want. More Keys Reset
v Select Change Delete
Program Description Option 1D Seq Frequency B
, HR Work with Employee Hours/Other Pay HR2010C 060 =
FA Capital Asset Inquiry FA1300 070 0
FM Check Inquiry APOB10 030 0
: FH Departmental Inquiry GL1290 030 1
The click Select or OK. FM Financial Inquiry GL1300 100 0
FM Project Inquiry PTOG00 110 0
HR Employee Inquiry HR7150A 120 0
HR Employee Information Reports Menu HROD22 130 0
HR Employee Pension Statement RT5580 140 0
HR Hew Employees HR2580 150 0
HR Work with User Security HRO400 160 1
AR Update Payments AR0DA70 170 1.
4 FM Financial Main Menu FMO000 180 1=
OK
|

This screen lists all of the screens that have been set up as your favorites. Select the screen you
want to go to, and click Select or OK.

(For information on the setup of this feature, see Chapter 5 of the Payroll System Administrator
Guide.)

"Work with'" Screens

A "Work with" screen is comparable to a file cabinet for your records. When you go to a "Work
with" screen, a list of records will be displayed from top to bottom (unless your system does not
yet contain data).

"Work with" records are sequenced according to the highlighted column. For example, if the
Employee Name column is highlighted, the list will be ordered alphabetically by the employee
name. In many cases, the sequencing scheme of a "Work with" screen may be changed by click-
ing Resequence.

The figure below is of a typical "Work with" screen:
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Common "Work with" Tasks

~= New World Systems " NWS' M =] 3
Eile Edit Help

Processing options

Functions

I 4

B l—'\ Reset the records to a

~ particular value.
Change | Delete | Print I Display I Benefits | Deductions | Savings Bonds | Schedule I

Job Rates | Distribution I Direct Deposit | Dependents | Education | Positions

Inventory | Certification I Check Messages | Documents |

Emp.#  Soc.Sec.#Status
883-08-5322 Active
789-65-4123 Aclive
555-66-6998 Active
345-05-4646 Active To process a record,

999-95-5099 Active click the record in the
123-45-6789 Active . .
123-98-1345 Active list, and click the
option or function to
~\ be performed.

Steiner,Robert,Joseph
Smi th, Lou

Flsa, |l

Graybeal ,Mary,.J.
Coppel |, Misty
Hall,David
Roark, Howard

enta, Matthew. Edward,
Anderson, Michelle
Bleicher, Shelley.Lynn
Williams, John.R.

clive
223-45-6789 Active
064-12-2157 Active i|

¥

330-21-5524 Active

Common "Work with" Tasks

Many of the following procedures may be performed from "Work with" screens:

Add a record

To add a new data record, click Add. A "maintenance" screen will appear in "Add" mode. In
the Payroll System, as with other modules, you can determine the mode of a "maintenance"
screen by looking at the title in the upper-left corner of the screen.

Change a record

To change an existing data record, click the record you want to change, and click the Change
button; or, double-click the record. A maintenance screen will appear in "Change" mode.

Delete a record

To delete an existing data record, click the record you want to delete, and click the Delete but-
ton. You will see a screen like the following:

=Delete Employee
Eile Edit Help
Exit —
Cancel Employes Number 3030
Delete Employes Name Jonathan P Turner
Social Security # 222-22-2222

T Delete

OK

To confirm the delete, click Delete. To cancel, click Exit or Cancel.

A
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Display a record

To display an existing data record, click the record you want to display, and click the Display
button. You will see a screen like the following:

~=Display Employee
File Edit Help Options

Exit

Change History
Hours Summary
Benefits
Deductions
Savings Bonds
Schedule
Cancel

Rates
Distribution
Direct Deposit
Dependents
Education
Positions
Inventory
Earnings
Certification

oK

-General Informati

Employee Nurnber 4
LastName [Steiner

First Mame. Suffix IW
Midldle Narme [Joseph

Address Line One
Address Line Two

[232 W. Houstonia

City.State.Zip Coce  [Royal Oak, MI 48067

Telephone Number [[810)726-7308
Status (AL T.R) Active

Status Reason/Date
Social Security #
Hire Date

Seniority Date

6/1141998 Thursday

6/06/1996 Thursday
11/06/1996 Wednesday

Seniarity Ranking 0
Benefit Date 11/06/1996 Wednesday
Employes Type PF PF

A display-only screen like the one above will appear. Data cannot be added to, or deleted from,

a display screen.

Copy a record

To add a new record by copying an existing record, click the record you want to copy, and click
the Copy button. You will see a screen like the following:

~~Copy Department ﬁ

File Edit Help ©Options

Exit
Prompt
Cancel

OK

From Departrment Code [ 145

Departrent Code
Department Mame [Adninistration
Abbreviation Admin.

Dept. Hours Approvals IEI_

™ Decentralized Entry

Address Line 1 [3270 Hain Street
Address Line 2 |

City/State/Zip [Troy HIj |a8076
Telephone Number G106497100 Ext.

Faxt Mumber

l—
Manager's Employee # j

Wildcard Searches

The Subset functions of selected prompts and Work with screens provide a search feature that
uses the percent symbol (%) as a wildcard character. Any Subset field that shows the percent (%)
symbol to its right may be used in a wildcard search. Following are examples of how this feature
works using the Subset function of the Departmental Inquiry screen:

A



Wildcard Searches

~=Subset
File Edit Help Options

Exit

Cancel

Status & Al € Current

Ha% typed in Last Name field.

LastName [Ha% <—

First Mame | (3]

DK

If you want the screen to show all employee last names that begin with the letters, Ha, type Ha%
in the Last Name field, and click OK:

~=New World Systems * NWS"
Fle Edt Help

Current subset by
Last Name, Ha%,
shown near top left

corner of screen.

Department!Sub-Department [ 100 Admin.

Subsat by Last Name_ Ha%

Feset |

General Employee Dataj Hour Summaries} Work Schedule; Local Tax Information

Federal/State Tax Information; Emergency Contacts: Education} Certification] Inventory

Actions!

Job Classification

Hancock, Garth,F

Status

Departmental Inquiry
showing all employee last
names that begin with Ha.

Handleman,Kevin, E

- Aclive
Aot

Have Ichek, Gearge,P <«

The current subset (Ha%) of the Departmental Inquiry screen is displayed as the active subset
near the top left corner of the screen. Until changed, the active subset will remain all last names

that begin with Ha.

~=5ubset

File Edit Help Options

Exit
Cancel

Status & Al Current

LastMame [%son €—
First Name I %)

&

OK

%son typed in the Last Name
field.

I

If you want to show all employee last names that end in son, type %son in the Last Name field
of the Subset screen, and click OK:
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~=New World Systems ' NWs"

File

Current subset by Last

Name, %son, shown

near top left corner of
screen.

9 [=] 3

Human Resources

;| Departrental Inquiry Favorite

Depatment'Sub-Department | 100 Admin.

Subsat by Last Name_ #S0Nn
/ Resat | [

General Employee Dataj Hour Summaries} Work Schedule; Local Tax Information

Federal/State Tax Information; Emergency Contacts: Education} Certification] Inventory

Actions!

Status

Job Classification

Departmental Inquiry
showing all employee last
names that end in son.

—

Anderson, Michelle Active
Anderson.Richard. JR ive
Jack JDavid, A Clerk Typist | Active

Active

Jackson.Valora,L.

The current subset (%son) of the Departmental Inquiry screen is displayed as the active subset
near the top left corner of the screen. Until changed, the active subset will remain all employee

last names that end in son.

~=5ubset
File Edit Help Options
Exit
Cancel Status & Al Current | |
LastName [ 2
FirstName [xber %)

OK

%ber% typed in First Name
. field.

If you want to show all employees with first names that contain the consecutive letters, ber, type
%ber% in the First Name field of the Subset screen, and click OK:

~=New World Systems ' NWs"

Fle Edt Hsp

Current subset by First

Name, %son%, shown

near top left corner of
screen.

9 [=] 3

Depatment'Sub-Department | 100 Admin.

ubset by First Name  %ber

S
/ Reset | |

General Employee Dataj Hour Summaries} Work Schedule; Local Tax Information

Federal/State Tax Information; Emergency Contacts: Education} Certification] Inventory

Actions!
Status

Beckemeyer, Robhert
Active

Departmental Inquiry
showing all first names that
contain the consecutive

letters, ber.

Steiner.Robert, Joseph -
Zakof f,Roberta, A é’tﬁmp_u[?ngrammer Active




Wildcard Searches

The current subset (%ber%) of the Departmental Inquiry screen is displayed as the active
subset near the top left corner of the screen. Until changed, the active subset will remain all
employee first names that contain the consecutive letters, ber.

~=Subset
File Edit Help O

ptions

Exit
Cancel

S%y typed in Last Name field.

Status

& Al Current

LastMame [Sxy €—
First Name I %)

OK

You also may use the wildcard % symbol to show all names that begin with one letter, such as
S, and end in another, such as y. To do so, type S%y in the Last Name field of the Subset screen,

and click OK:

~=New World Systems * NWS*

Fle Edt Help

Current subset by Last
Name, S%y, shown
near top left corner of

screen.

Subsat by Last Name_ 5%y

General Employee Dataj Hour Summaries} Work Schedule; Local Tax Information

Department!Sub-Department [ 100 Admin.

Feset |

I[=] 3

Favarite

Actions!

Sey,James, A

Federal/State Tax Information; Emergency Contacts: Education} Certification{ Inventory Departmentﬂ[ [nqu”y
showing all last names that
Job Classification Status . . .
Active begin with S and end in y.

Smi tty.Bob

Entry Tem

The current subset (S%y) of the Departmental Inquiry screen is displayed as the active subset
near the top left corner of the screen. Until changed, the active subset will remain all employee
last names that begin with S and end in y.

In addition to Departmental Inquiry, the following screens offer the new Wildcard feature:

Screen

Screen Number

Wildcard Field(s)

Vendor Inquiry

Work with Customer
Customer Prompt

Accounts Receivable Inquiry

Accounts Receivable Payment Prompt

AP0700
AR0120
ARO0270
ARO0365
AR0455

Vendor Name
Customer Last Name, Customer First Name
Customer Last Name, Customer First Name

Customer Last Name, Customer First Name

Customer Last Name, Customer First Name

-

[
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Screen Screen Number Wildcard Field(s)
Work with G/L Accounts GL0510 Account Description
G/L Account Prompt GL0660 Description
Work with Vendors GL0860 Vendor Name
Vendor Prompt GL0980 Vendor Name, Vendor Contact Name
Financial Inquiry GL1300 Subset by Description
Work with Employees HR1070 Last Name, First Name
Employee Prompt HR1095 Employee Name
Work with Employee Hours HR2020 Last Name, First Name
Employee Inquiry HR7150 Last Name, First Name
Departmental Check Inquiry HR7440 Employee Last Name, Employee First Name
Departmental Hours Category Inquiry HR7450 Last Name, First Name
Revenue Accounting Inquiry RA0610 Received From

Full Exit

If you have entered through a series of Inquiry screens and need to return to the originating
screen, the Full Exit function lets you do so in one step.

The following is a brief example of how this function may be used:

1. From the Payroll System Main Menu, select Inquiry.

2. Select Employee Inquiry:

~=New World Systems * NWS'
File Edit Help

'

I [=] B3
Human Resources
ms | Employee Inguiry
&amslcurrent
Reset |

Displagl Savings Eundsl Checksl Benelilsl Deductiunsl Schedulel Job Ralesl Disllihuliunl

int

Direct Depusitl Dependentsl Edu[:aliunl Pusiliunsl Invenlulgl Earningsl Cerliiicaliunl

Hours Summargl Check Messagesl Dncumentsl

Right

Soc.Sec.# Status

Steiner,Robert, Joseph 4 §83-08-5322 Active

Smi th, Lou 5 769-65-4123 Active

Flsa,l 6 555-66-6998 Active

Graybeal ,Mary, J. 7 345-05-4646 Active

Coppel |, Misty 8 999-95-5999 Active

9 123-45-6789 Active

10 123-98-1345 Active

/Anderson, John

N, N . .. ... -
-Matthew, Edward, PHD

496 03

Active

Al

|&nderson. Michelle 16 223-45-6789 Active
|Bleicher,Shelley,Lynn 23 064-12-2157 Active
|Williams, John,R. 27 330-21-5b624 Active




Full Exit

3. Select the employee record you want, and click Display. The first Display Employee screen
will be displayed:

~=Display Employee
File Edit Help Options

Exit

Change History
Hours Summary
Benefits
Deductions
Savings Bonds
Schedule
Cancel

Rates
Distribution
Direct Deposit
Dependents
Education
Positions
Inventory
Earnings
Certification

oK

~General Information

Ermployee NMurnber
Last Mame

First Marme, Suffix
Midldle Name
Address Line One
Address Line Two
City. State. Zip Code
Telephone Number
Status (ALT.R)
Status Reason/Date
Social Security #
Hire Date

Seniarity Date
Seniotity Ranking
Benefit Date
Employee Type

e

JAnderson

John

[550 Greenleaf Ave.

[Troy, Ny 48084

Active
A/2711982 Tuesday

lm Sunday
lm Sunday
[

lm Sunday

4. Click OK to go to the second Display Employee screen:

~=Display Employee x|

File Edit Help ©Options

Deductions button

"

Exit

Change History
Hours Summary
Backwards
Benefits
pDeductions
Savings Bonds
Schedule
Cancel

Rates
Distribution
Direct Deposit
Dependents
Education
Positions
Inventory
Earnings

| 11 [John Anderson

OK

Personal Information

Birth Date

Gender |Ma|g

Race

kdarital Status I S Single

Dizabled INu
Citizen Yes

Driver License
Expiration

I 312711930 Thursday

hdilitary Ho

Elected Official Mo

Light Duty No

Type
State

Mail Address 1 [650 Greenleaf Ave.

Mail Address 2

City. State. Zip |Trny, NY 48084

5. Click the Deductions button. The Deduction Inquiry screen will be displayed:
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~=Deduction Inquiry

Eile Edit Help Options
Exit

Prompt

Full Exit button Refresh
Full Exit

View 2 Reset [ [T

Cancel

|John Anderson

Display Changed History Deduction Deduction History

Percentf Y.T.D. Start Stop B
Deduction Seq Freq Amount Amount Date Date B
BOND Sav Bond 030 123 100.0000 .00 4/01/98

QK

6. Click Full Exit. The original Employee Inquiry screen will be redisplayed:

ew World Systems * NWS' IS [=]
File Edit Help

Human Resources
Em Ingui

Status W

Reset |

Display ;| Savings Bonds: Checks{ Benefits! Deductions! Schedulei Job Rates: Distribution:

Direct Deposit; Dependents; Education: Positionsi Inventory; Earnings; Certification

Hours Summary ; Check Messages{ Documents

Soc.Sec.# Status

Steiner,Robert, Joseph 883-08-5322 Active =

Flsa, |l
Graybeal ,Mary, J.
Coppell.Misty

bbbh-66-6998 Active
345-05-4646 Active
999-95-5999 Active

it
A
Smi th,Lou 5 789-65-4123 Active
6
7
8

Hall,David 9 123-45-6789 Active
Roark . Howard 10 123-98-1345 Active
tnderson, John 11 __999-83-8999 Active
Wenta, Matthew, Edward, PHD 14 496-87-4103 Active
Anderson, Michelle 16 223-45-6789 Active
Bleicher,Shelley, Lynn 23 064-12-2157 Active -
hilliams.John.R. 27 330-21-5524 Active E3




Standard Graphical User Interface (GUI) Features

Standard Graphical User Interface (GUI) Features

Please use this section to get acquainted with New World's Graphical User Interface (GUI)
format and learn about how to select the data you want.

Buttons

Buttons perform functions previously assigned to option numbers and function keys. The but-
tons that duplicate function key tasks will appear on the left side of your screen, as Exit,
Prompt and Cancel do on preceding screens. The buttons that duplicate option numbers will
appear above the list of records. The OK button on the bottom left of the screen functions the
same as pressing <Enter>.

Here is a sample of a screen where the options are represented by buttons:

File Edit Help
Exit
Frompt Feset |
Refresh
S Delete | Display { Display Employee
Listing . .. ..
p. # ployee Name Ded 0 Amo Date &
610 |Tucker, John CFD Coordinate 4500. 00 9/27i00 -
754 |Kemp, Steve FX FX Medical 286.96 3/04/02
¥
OK

When you first enter a screen, such as the one above, the buttons are "grayed out," or not avail-
able for selection. This is because you have not yet selected an item to work with. To select an
item, click anywhere on the row of the item you want to select. This action will activate the
buttons, and you may then select one to work with a particular set of data (such as Change,
Delete, etc., in the example above).

Prompt Arrow

A prompt arrow looks like the following:

“endor Type | Flj |Active

A standard prompt arrow is displayed at the right of a field. When you click the arrow, a drop-
down list of available entries is displayed. You may then select an entry to populate the field.

Check Box

A check box lets you mark an item for selection. An example of a check box appears below:
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The item here is considered a separate field, although some screens may group check boxes. To
select an item, click inside the box. A check will appear, as in the check box above. If you
select the wrong item by mistake, click the box again to remove the check.

Radio Set

A radio set is used to group a related list of options of which you must choose one. A radio set
looks like the following:

Hours/OtherPay © H © O & B

Standard Functions

b

Payroll lets you use buttons to perform operations. Buttons appear on the main area of the
screen and along the left side and take you from one function/module to another. Depending
on where you are in the system, each button is designed to perform in a specific way. Refer to
the list on the left side of the screen to see which functions are currently available. If you let
the cursor hover over the option, the function key equivalent will display. Below is a list of the
most common buttons found in the Payroll System.

Help

To view overview help text for a screen, click Help, then Window Help at the top of your
screen. To view help text for a data entry field, place the cursor anywhere in that field and press
<F1>. To exit help, click Exit or Cancel.

Exit and Cancel

In most situations, click either button when you want to return to the preceding screen without
saving your latest entries on the current screen; however, if you click the Exit button while pro-
cessing multiple transactions from a "Work with" screen, the system returns you to that screen,
where the next unprocessed transaction is positioned at the top. If you click the Cancel button
in the same situation, the system takes you directly to the next unprocessed transaction.

For example, assume you were inside a "Work with" screen. You highlight two records and
click the Delete button. When the "Delete" screen for the first record appears, you decide you
do not want to delete this record. If you click the Exit button, you will return to the "Work with"
screen and the record will not be deleted. If you click the Cancel button, the record will not be
deleted, but you will advance to the "Delete" screen for the second record.

Prompt

Wherever a prompt arrow appears to the right of a data entry field, you may click the arrow to
display and choose from a list of valid entries:

[ =




Standard Functions

Refresh

Click the Refresh button to update the current "Work with" screen with information that has
been recently added, changed or deleted.

Add

From almost any "Work with" screen, click the Add button to create a new record and add it to
the "Work with" screen.

Backward

Some maintenance programs have more than one screen. When you are in a maintenance pro-
gram with more than one screen, you may click the Backward button to go back to the preced-
ing screen. This function, however, is not offered on all screens.

Resequence

You may change the ordering scheme of the records listed on a "Work with" by clicking the
Resequence button. This will toggle the display between different ordering schemes or will
open a screen with several reset fields to select from.

Report Defaults

Many report screens in the Payroll System have a function called Defaults. Click the Defaults
button to access the "Report Defaults" screen, where you may change the printing defaults for
a report. The figure below is an example of the "Report Defaults" screen:

~=Report Defaults
File Edit Help
IE:IJ:npt Frogram Mumber  [HR25108
List
Cancel v P Distribution Group |
[~ Retain Entries ¥ Hald Repart
— Murmber of Copies l_l Output Queue

OK

The original defaults that appear for each report have been set up through the System Admin-
istrator Menu. To change the original defaults for a report:

1. From the System Administrator Menu, click Security.

2. Click Work with Report Defaults.

3. Select the report you want, and click Change. The Report Defaults screen for that report
will appear.

4. After making your changes, click OK to save them. From that point, whenever a user selects
the Defaults function for that report, the new defaults will appear.

X
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Print

From many "Work with" screens, you may click the Print button to submit a listing or report
for printing. Most of the time, a small confirmation window with data entry fields will appear;
occasionally, the report will be submitted for printing without confirmation.

Other Standard Functions

b

Additional standard functions are used in the Payroll System. The following section describes
some of the most frequently used keys.

OK

Click the OK button to save the entries you made on a screen or to make a program perform a
task.

<Tab>

Whenever you fill a data entry field, press the <Tab> key to clear the rest of the field and move
the cursor automatically to the next one. Most data entry requires this step. This key also right-
justifies all numeric and table fields.

Scroll Buttons

Most displays on "Work with" screens will require that you scroll through data to view all of it
or to find a particular record. These displays will make use of scroll bars on the right side of
the screen. Click the down or up arrows to move through the display. The system displays mes-
sages to let you know when you have reached the top or bottom of the record list. These buttons
are generally used on "Work with" screens that contain numerous records.

Data Entry Fields

In maintenance screens, data fields are the blank areas where you type information. Data fields
may be one or more of the following types:

* Required fields
* Promptable fields
* Validated fields

¢ Informational fields

Required Fields

Required fields must contain data before you can add a new record or advance to another screen.
If you click OK to add a record before completing a required field, the field will be highlighted
and an error message will appear at the bottom of the screen.

Promptable Fields

These fields may be "prompted" to display a list, or table, of valid entries for that field. You
may choose an entry from that list. A promptable field is identified by a drop-down arrow to
the right of the field. To "prompt" a promptable field, place the cursor in the field and click the




Other Standard Functions

drop-down arrow next to it. A table or prompt will appear where you may select a valid entry.
After an entry is selected, the table or prompt will disappear, and the entry you selected will
appear in the field you prompted.

NOTE

If you prompt a field that already contains an entry and decide to exit the prompt without
making a selection, the previous entry will be cleared.

Validated Fields

The system checks validated fields to ensure that you type information in the proper format.
For example, the system validates all promptable fields against codes found in their correspond-
ing tables. Other validated fields include the following:

Date Fields

Use only numbers and omit spaces, as in these examples for January 10, 2004, and October 1,
2004, respectively:

011004 or 01102004
100104 or 10012004

Ranges are used in many places throughout the Payroll System, particularly in report programs.
Most range fields include a "From" and "Thru" in the field names, as in this example:

From Entry Date | -
Thru Entry Date | ~|

All data that falls within the From and Thru range will be included in the program you run. To
specify one date, type the date in both fields. You also have the option of using the Calendar
Date Prompt when typing dates.

Phone Numbers

Include the area code and omit spaces, dashes and parentheses when typing phone numbers.
For example, (248) 269-1000 would be typed as 2482691000.

Time Entries

Use the 24-hour clock and the HHMMSS (Hours, Minutes, Seconds) for all time entries. For
example, 2:40:09 a.m. would be typed as 24009, and 2:40:09 p.m. would be typed as 144009.
Note: Seconds are required for all time entry fields that are six characters in length.

Informational Fields

Informational fields are data fields that are not required, promptable or validated. These fields

also may be called optional because they do not need to be completed.
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Calendar Date Prompt

The Calendar Date Prompt appears when you click the down arrow from a date field. Each time
you go to the Calendar Date Prompt, the current month and year will be displayed, with today's
date highlighted. Use the Previous Month button to select the previous month, the Next
Month button to display the next month. Click the date you want, and the value will be dis-
played in the Select Date field:

- Date Prompt
File Edit Help
Exit January 2004
S ] T W T F S
1 2 3

18 13 20 21 22 23 24
23 26 27 28 29 30 I

[ Frovious Month | —text Month |
SelectDate [ 1 7 [ b / [2004

QK

You also may use the Select Date field to type the day of the month you want to use. The
Month/Year fields are defaulted with the current month and year, but you may change these
fields if needed. Click OK once you have selected the appropriate date. The date you selected
will appear in the date field you prompted.

Tables and Table Codes

Throughout the Payroll System, tables and table codes are used to standardize entries you will
make during the processing of payroll records and related information. All tables contain table
codes.

Any field with a down arrow next to it will access a table and its table codes when you prompt
that field by clicking the arrow. Here is an example of a prompted table:




Tables and Table Codes

= 0020 Change Reasons
File Edit Help
Exit Select Code
Add
Seq by Alt Fesot I_
Cancel

Select

Code Description
CADR Address Change 1]
ERRC Error Correction

NAME Name change

ORGC Change to Organization Chart

Search |
OK

Once the list of codes is displayed, choose a code by clicking anywhere on the row of the one
you want, and clicking the Select button. You also may double-click anywhere on the row you
want to select it. If you are unsure which code you want, click one and then click the Display
button to view more details. The screen on which you were typing information will reappear
with the code you selected shown in the field you prompted.

B
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