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Copyright

Manual copyright © 2020 Encore Business Solutions, Inc. Printed in Canada. All rights reserved.

Your right to copy this documentation is limited by copyright law and the terms of the software license
agreement. As the software licensee, you may make a reasonable number of copies or printouts for your
own use. Making unauthorized copies, adaptations, compilations, or derivative works for commercial
distribution is prohibited and constitutes a punishable violation of the law.

Trademarks

Microsoft, Microsoft Excel©, and Microsoft Dynamicse GP, are either registered trademarks or trademarks
of Microsoft Corporation or its affiliates in the United States and/or other countries. The names of actual
companies and products mentioned herein may be trademarks or registered marks - in the United States
and/or other countries - of their respective owners. The names of companies, products, people and/or data
used in window illustrations and sample output are fictitious and are in no way intended to represent any
real individual, company, product, or event, unless otherwise noted.

Warranty disclaimer

Encore Business Solutions Inc. disclaims any warranty regarding the sample code contained in this
documentation, including the warranties of merchantability and fitness for a particular purpose.

Limitation of liability

The content of this User Manual is furnished for informational use only, is subject to change without notice,
and should not be construed as a commitment by Encore Business Solutions Inc. Encore Business
Solutions Inc. assumes no responsibility or liability for any errors or inaccuracies that may appear in this
User Manual. Neither Encore Business Solutions Inc. nor anyone else who has been involved in the
creation, production, or delivery of this documentation shall be liable for any indirect, incidental, special,
exemplary or consequential damages, including but not limited to any loss of anticipated profit or benefits,
resulting from the use of this documentation or sample code.

License agreement

Use of this product is covered by a license agreement provided by Encore Business Solutions Inc. If you
have any questions, please call our office at 204.989.4330 or toll free 888.898.4330 (North America only).

Publication Date
July, 2020
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Introduction

Welcome to Paycode Mass Update for the Canadian Payroll module which will assist in reducing
time spent in tedious pay code updates by simplifying the update process. Paycode Mass update
allows you to update multiple Income and Banked pay codes for multiple employees — through
defining master and child relationships and specifying relationship factors.

You can also perform a mass update of vacation pay percentages for multiple employees.

You can now update Deduction Paycodes on a mass scale for your employees saving time and
reducing manual data entry errors. The Paycode Mass update module allows you to quickly and
easily update a large number of payroll pay codes with it's simple to use window.

Paycode Mass Update - Introduction 6
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What’s In This Manual?

This manual contains a detailed description of Paycode Mass update, step-by-step
instructions to guide you through the installation and setup of your Paycode Mass Update
module.

This manual assumes that you are familiar with navigation principles in

Microsoft Dynamics GP and that you know how to navigate the Microsoft Dynamics GP accounting
system. It also assumes that Microsoft Dynamics GP18.2, GP2018. GP2016 or GP2015 has been
installed and configured on your computer.

This manual contains the following chapters:

The Introduction chapter lists the benefits and features of Paycode Mass Update.

The Installation chapter has step-by-step instructions that guide you through the installation of
your Paycode Mass Update module.

The Paycode Mass Update Relationship Setup & Inquiry chapter explains how to complete setup
and set the factor relationships between pay codes. This Chapter also explains how to review this
setup using the inquiry windows.

The Paycode Mass Update Deduction Setup chapter explains how to complete setup for deduction
pay codes.

The Ultilities chapter covers the use of the Paycode Mass Update Utility to update pay codes,
vacation percentages, and Deduction pay codes for employee cards.

The Payroll Rate Table chapter covers the use of GP Payroll Rate Tables to set Payrates for
Income pay codes.

Appendix A: Data Tables & Default Security Tasks chapter details the product tables and the
Default Security Tasks.

Appendix B: Setup Income Payroll Rate Table chapter details information on how to setup
Canadian Payroll Rate Table.

What's New in Paycode Mass Update chapter describes all the changes made to Paycode
Mass Update with this release and includes any known issues.

Paycode Mass Update - Introduction 7
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This manual uses the following symbols and conventions to make information stand out.

Symbol/Convention

Description

A

The warning symbol indicates situations you should
be especially aware of when completing tasks.
Typically, this symbol includes cautions about
performing steps in their proper order, or important
reminders about how other information in Microsoft
Dynamics GP may be affected.

v

The light bulb symbol indicates helpful tips,
shortcuts and suggestions.

File >> Print

The (>>) symbol indicates selections to make from
a menu. In this example, from the File menu,
choose Print.

Additional resources

Documentation is provided in hard copy format as an Adobe Acrobat PDF file. Online help is
available in this version of Paycode Mass update. Press F1 or click the help icon to obtain online

help

Support Services

To obtain product support services:

Please refer to this quick reference table when you need to use Encore’s

Technical Support services. You can also obtain the latest updates for this product from our

product website at

https://www.encorebusiness.com/solutions/paycode-mass-update/

Service

Contact

General Calls

Toll Free Number
(North America Only)

Fax
E-mail

Web

204.989.4330
888.898.4330

204. 235.2331

support@encorebusiness.com

www.encorebusiness.com

Paycode Mass Update - Introduction
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Before You Call Support:
You should have the answers for all the following questions to help your support specialist
quickly narrow down the source of the problem you are experiencing.

What is the exact error message?
When did the error first occur?

What task were you attempting to perform at the time you received the error
message?

Has the task been completed successfully in the past?

What is the name of the window you are working in?

What have you done so far to attempt to fix the problem?
Have you performed any of the table maintenance processes?

If you have performed table maintenance processes and received error
messages, what were the messages?

Does the problem occur in another company?
Does the problem occur on another workstation?
Does the problem occur for more than one user?
Have you imported any data?

What versions of software are you using?

Verify the version numbers for Microsoft Dynamics GP, your database software, Encore
product and Windows. Also note service packs.

To locate the version number for Paycode Mass Update go to Microsoft Dynamics GP menu
>> Tools >> Setup >> System >> Encore Product Registration. The Version number is
located on the right-hand side beside the product name listed. You can also access the
About window which can be located by selecting Paycode Mass Update and expanding the
window. The About window link is located in the bottom left hand corner of the Encore
Product Registration window.

Paycode Mass Update - Introduction 9
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Chapter 1. Installation

This chapter explains how to install and register Paycode Mass Update.

This chapter contains the following sections:

System Requirements

Prior to Upgrading or Installing a new build

Installing Paycode Mass Update for Canadian Payroll

Reqgistering Paycode Mass Update

Table conversions

System Requirements

To use this module, Canadian Payroll for Microsoft Dynamics GP is required to be installed.
The hardware necessary to run Microsoft Dynamics GP is all you need to run Paycode Mass
update.

Prior to Upgrading or Installing a new build

Before upgrading from an earlier version or installing a new build of Paycode Mass Update,
be sure to back up any customized reports/ windows.

To create a backup file of your customized reports/ windows:
1. Open the Customization Maintenance window.

(Microsoft GP >> Tools >> Customize >> Customization Maintenance)
Locate the Paycode Mass Update in the Product column.
Highlight all the Modified Reports/Windows in the list.
Click on Export.

Enter a name for the file.

L

Select a folder location to save the package to.

Installing Paycode Mass Update for Canadian Payroll

You will use the installation program to install Paycode Mass Update.

Before you begin installing Paycode Mass Update, do the following:

1. Verify that Microsoft Dynamics GP has been installed on your computer.

2. Verify that the PMU20xx.00.01.xxx.exe file has been downloaded onto your computer.
(The x’s in the file name will reference the version and build number.)

3. Note the directory location of your Microsoft Dynamics GP installation

(You will need to know this during the installation.)

4. Exit all applications.

To install Paycode Mass Update:
1. Start Windows Explorer and locate the PMU201x.00.01.xxx.exe file. The location of this
file will vary depending on how you acquired the product.

(The x’s in the file name will reference the build number.)

Paycode Mass Update - Chapter 1: Installation 11



\= encore

2. Launch the PMU201x.00.01.xxx.exe file by double-clicking it. The installation program for
Paycode Mass Update will start.
(The x’s in the file name will reference the build number.)

3. Follow the instructions in each window.

4. After installation is complete, start Microsoft Dynamics GP. The message “Do you wish
to include new code now?” will appear.

Dexterity Runtime

e Y Mew code must be included inthe :C:Prodram Files
X ' peBNMicrosoft DynamicsiGP2016/0YNAMICS. SET dictionary.

= Do youwish to include new code niow?

E Tes Mo

You must log in as System Administrator in order to complete the installation and do initial system setups.

5. Select Yes. Information for Paycode Mass Update, Encore Product Registration and
Encore Utilities will be copied to the Dynamics.set file.

Paycode Mass Update - Chapter 1: Installation 12
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Registering Paycode Mass Update

Before you use Paycode Mass update, you must register your software. If you choose not to

enter the registration information, you will only be able to perform pay code updates using
Fabrikam - the lesson company.

To register Paycode Mass Update:
1. Open the Encore Product Registration window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Encore Product Registration)
2. Select Paycode Mass Update for Canadian Payroll.

il Encore Product Registration | _ (] <} |
File Edit Tools Help sa Fabrikam, Ltd. 4/12f
@ ok |
Site PreviewKeys
Users 3 Company  Fabrikam, Ltd.
Database SOL Server
Platform Microsoft Dynamics GP 16.00

: &l Products
Products Yersion
Mass Billing for SOP 0.000 -
ss Update for Canadian Payroll 16.001
Project Tracking 0.000
Project Tracking Budgeting 0.000
Project Tracking Importer 0.000
Project Tracking Lite 0.000
REAP Dynamics GP Interface 0.000
Subscription Billing for SOP 0.000
Subscription Biling Importer 0.000 __J
Subscription Billing Integratar 0.000 «
L © EPM:16.00.16.001

3. Choose the show expansion button |10 display the detailed view of the registration

window.
ﬁi Encore Product Registration !E[ E
File Edit Tools Help sa Fabrikam, Ltd, 4/12/2017
@ o |
Site PreviewKeys
Users 3 Company  Fabrikam, Ltd.
Database SOL Server
Platform Microsoft Dynamics GP 16.00
View By: All Products
Products Yersion
Paycode Mass Update for Canadian Payroll 16.001
Product ID 7.943
Product Key e

Status Not Registered

About Support Product Website  Check for updates > Next

) EPM:16.00.16.001

4. Enter (or Copy and Paste) the product registration key provided by Encore Business
Solutions Inc.

5. Select OK to close the window.

Paycode Mass Update - Chapter 1: Installation 13
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To register your Product using a drop file:
1. Copy or save the drop file to the directory location for your Microsoft Dynamics GP.

For Example: C:\ Microsoft Dynamics GP\
Log in to Microsoft Dynamics GP as a system administrator.
The system will notify you that it has found a registration file, accept the prompt.
The system will notify you when the product has been registered.
Open the Encore Product Registration window to ensure that it has been registered.
(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Encore Product Registration)
Table conversions

Whether you want to use the product to test or in production, you must run the Table

Conversion/Upgrade process to create tables—this will set up SQL components and convert
any existing data.

a > w DN

@ You must log in as System Administrator to initialize Paycode Mass Update Table Conversion / Upgrade
process.

To create tables and run table conversions:
1. Open the Table Conversion window.

(Microsoft Dynamics GP menu >> Maintenance >> Encore PayCode Mass Update >> Table Conversion and
Utilities)

Jii Table Conversion and Utilities - TWO {sa}

Process Cancel File Tools  Help Add  Debug
- - o NCItE -

Actions File Toals Help Debug

Comparny [Select all that apply)
Campany Mame |

Fabrikam, Ltd.
Blue Ridge Incorporated

— Paycode Mass Update conversion / upgrade

¥ Table Conversion
¥ Encore Fegistration T ables

— Paycode Mass Update Utilities

¥ Create Security Tasks

2. Select all the Companies that will be using Paycode Mass update.
(You can use the CTRL or Shift keys to highlight multiple company’s)

3. Ensure that Table Conversion is selected. Tables will be created, permissions will be
set, and existing data will be converted.

Paycode Mass Update - Chapter 1: Installation 14
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4. Select Encore Registration Tables to complete the Encore Product Maintenance Table
Conversion for multiple company Db’s. This needs to occur for all company Db’s.

5. Select Create Security Tasks if you wish to create Paycode Mass Update Default
Security Tasks and Default Power user Role.

@ This option creates a security task for each window of Paycode Mass update. The security tasks begin with
“‘ENCORE PMU “. All security tasks are then assigned to a default Power user role called “ENCORE PMU
POWER USER”

See Default Security Tasks & Role for further details.

6. Select Process to run the selected items.

Every time you install Paycode Mass update, you must run the table conversion / upgrade process for each

@ company.

Paycode Mass Update - Chapter 1: Installation 15
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Chapter 2: Paycode Mass Update Relationship Setup
& Inquiry

This chapter describes how to complete setup for Paycode Mass Update to create relationships
between pay codes.
This section includes the following sections:

¢ Paycode Mass Update Relationship Setup
¢ To setup Paycode Mass Update

¢ Paycode Mass update Relationship Inquiry

e To access Paycode Mass Update Relationship Inquiry

Paycode Mass Update Relationship Setup

This setup is not required if you are only updating a single pay code or if your pay codes do
not have a defined relationship with another pay code. (i.e. Overtime being 1.5 times Regular
pay). Therefore, to be able to update multiple pay codes assigned to an employee, you must
complete the setup to create the child relationships to the Master Paycode. As part of this
setup you will be selecting the Factor for the relationship. This factor is used in the
calculation when updating the rate for the child pay code.

To setup Paycode Mass Update Relationship

1. Open the Paycode Mass update Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Encore Paycode Mass update >> Encore PMU
Relationship Setup)

Aii PayCode Mass Update Relationship Setup - TWO (sa) Hi=] 4

OX = il @3

Cancel File Tools  Help Open  Debug

e he! ¥ Mote et

Actions File Taols Help Debug
Master Paycode REG Hourly Regular Pay
Paycode }3 Paycode Type |Descriptinn Factar
BOTR Income Banked Overtime Pay Relief 200 =
BSICK, Banked Banked Sick Pap Accrual 1.25
ar Inizame Haourly Ovwertime 1.78
STWLER Income STAT Pay WORKED 1.50
WAl Inzame Wacation Pay 1.00
| 0.ao

2. Select the Master Paycode.
The Master Paycode will be the pay code that will be selected for update in the Paycode Mass Update Utility.
See Chapter 4: Paycode Mass Update Utility for further details. This is the pay code that will be used to link
to the child pay codes.

Paycode Mass Update - Chapter 2: Paycode Mass Update Relationship Setup & Inquiry 17
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3. Inthe scrolling window select the Paycode you wish to create the child relationship for.
Note you can select either Income or Banked Pay codes for the relationship.

4. Set the Factor for the relationship.

Note that the Factor defines the relationship between the selected Paycode to the Master Paycode.
When Changes are made to the Master Paycode, then the selected Paycode would be adjusted by
the same amount multiplied by the Factor that is set.

Example: an employee’s regular pay is set to $10.00/hour, and the OT Paycode is set with a factor
of 1.5 or $15.00/hour. If the Regular Paycode is updated to be $11.00/hour using the Paycode
Mass Update Utility, then the OT Paycode would be updated to be $16.50

5. Repeat Setup 3 and 4 for each pay code you wish to add a relationship for.

6. Once all Child pay codes have been selected and their factors are set press OK to
close the setup window.

Once setup is completed you can now proceed with updating multiple Pay codes
using the Paycode Mass Update Utility. See Mass update of Paycode Rates for
instructions.

Paycode Mass update Relationship Inquiry

The inquiry window allows you to view the relationships defined for the Master Paycode
without giving direct access to make changes. You can zoom into The Paycode Mass
Update Relationship Setup window from the zoom into option on the Master Paycode.

To access Paycode Mass Update Relationship Inquiry

1. Open the Paycode Mass update Relationship Inquiry window.
(Inquiry menu >> Payroll-Canada >> Encore PMU Relationship Inquiry)

Aii PayCode Mass Update Relationship Inquiry - TWO (sa)

I:./' .\] TTI- - .\'. ﬁ
e Y 4 u k.. oo ==

0K File Tools | Help Open Debug

bt e e Mote bt
Actions  File Tools Help Debug
Master Papeode I REG M Haurly Regular Pay
Paycode L_r‘ | Paycode Type | Description Factor
BOTR Income Banked Overtime Pay Relief 2.00 1=
BSICE. Banked Banked Sick Pay Accrual 1.25
aT Inizame Hourly Overtime 1.75
STwLER Income STAT PAY WORKED 1.50
WAL Income Y acation Pay 1.00

2. Select the Master Paycode.
The Master Paycode will be the pay code that will be selected for update in the Paycode Mass Update Utility.
@ See Chapter 5: Paycode Mass Update Utility for further details. This is the pay code that will be used to link
to the child pay codes

Paycode Mass Update - Chapter 2: Paycode Mass Update Relationship Setup & Inquiry 18
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3. The scrolling window will display all the Child Pay codes and the relationship Factors set.
Should you need to edit this setup, select the 2| Icon next to the Master Paycode to open
the Paycode Mass Update Relationship Setup window.

Paycode Mass Update - Chapter 2: Paycode Mass Update Relationship Setup & Inquiry 19
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Chapter 3: Paycode Mass Update Deduction Setup

This chapter describes how to complete setup for Paycode Mass Update to specify the Deduction
Pay codes to be updated.

This section includes the following sections:
e Paycode Mass Update Deduction Setup
Paycode Mass Update Deduction Setup

This setup is only required if you plan to update Employee deduction pay codes on a mass
scale. Using the PayCode lookup select thededuction pay codes that will be available to
update through the Encore Paycode Mass Update Utility.

To setup Paycode Mass Update Deduction Setup
1. Open the Paycode Mass update Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Encore Paycode Mass update >> Encore PMU
Deduction Setup)

PayCode Mass Update Deduction Setup - T... = O X

. * 4

OK | File | Tools Help | Debug
s o i

v

Actions = File > Help = Debug

Enter the Deduction PayCodes that you will want to update through Mass Update

' PayCode ' Paycode Type ‘ Description

CPP —Deducllon Canadian Pension Plan |
j:VEI Deduction - Employment Insurance Deduction
'PENSND | Deduction Employee Pension
'RRSPD | Deduction Company RASP Deduction

'RRSPE e Employee RRSP Contribution

Paycode Mass Update.

Note you can have multiple Deduction pay codes assigned.

3. Once all Deduction pay codes have been added press OK to close the setup
window.

@ 2. Inthe scrolling window select the deduction Paycode you wish to update through

Paycode Mass Update - Chapter 3: Paycode Mass Update Deduction Setup 21
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Once setup is completed you can now proceed with updating multiple Deduction
pay codes using the Paycode Mass Update Utility. See Mass update of
Deduction Rates for instructions.

Paycode Mass Update - Chapter 3: Paycode Mass Update Deduction Setup 22
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Chapter 4: Paycode Mass Update Utility

Once you have completed Paycode Mass Update Relationship Setup you are ready to utilize the
utility to update Pay codes. Note that we strongly recommend taking a backup of your company
database as you are updating payroll data.

This chapter will detail how to use the Paycode Mass Update Utility. This chapter contains the
following topics:

Mass update of Paycode Rates

To perform Paycode updates

Mass update of Vacation Pay Percentages

To perform Vacation Pay Percentage updates

Mass update of Deduction Rates

To perform Deduction Pay code rates

Paycode Mass Update Deduction Import

To perform Paycode Deduction Import

Mass update of Paycode Rates

The Paycode Mass Update Utility allows you to update employee pay code rates for multiple
employees. You can also update multiple pay codes linked to the “Master Paycode” as “Child Pay
codes” through the Paycode Mass Update setup window. See Paycode Mass Update Relationship
Setup for instructions to complete Paycode Mass Update setup.

To perform Paycode updates

1. Open the Paycode Mass Update Utility window.
(Microsoft Dynamics GP >> Tools >> Utilities >> Encore PayCode Mass Update >> Encore PMU Utility)

Paycode Mass Update - Chapter 4: Paycode Mass Update Utility 24



[P PayCode Mass Update Utility - TWO (sa) - [m] X
P = — N s
{ | 3 =L (|| T
OK  Preview Commit Clear File Print | Toels | Help Add | Debug
Y ¥  Note e
Actions File Y Help Debug
Piocess: | (@)} e (O Vacation (O Deduction PawCode o >
[ Show Inactive Emplopess 4/30/20 [ Date within PayCode's Active Period
Set New Rate Employes D | @ Al () From: ,-'.’-_ To ,-'.’-_
Copy entered Rate to Al Pasition ® Al O Fram: ] 1o iy
Copy fram Current Rate Class ® al O From: rr_ Ta: (f._
i . [
Preserve manual changes to Mew Rate Depatment | @ Al O From: ] L #
Tav. Province| @ Al () From: T
Curent Rate Al From: $0.00 To: $0.00
Emplovee (D Marne Paycode Cutoff Date Current Fiate Mew Rate

[] Display $0.00 New Rate Only

2. Ensure that ‘Income’ Process radio button is selected.
@ As a default Income will be selected when you open the window.
3. Select the Master Paycode you wish to update. Example REG.
All Employees with this pay code will display in the scrolling window.

\a encore

The Date within Pay code’s Active Period will default to the current System Date. This
date can be adjusted should you have the same pay codes for multiple period dates.

@ Should you wish to update the rate for a specific period this date must be set within that pay codes active

date.

6. Check the option “Show Inactive Employees”, if you want to include inactive employees

in the scrolling window.

7. You can limit the range of employees in the scrolling window by using the following

range options:

e Employee

e Position

e Class

e Department

e Tax. Province

Note: The Current Rate filter is not available for Income Process updates

Paycode Mass Update - Chapter 4: Paycode Mass Update Utility
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B PayCode Mass Update Utility - TWO (sa) - O bt

O-09ms" @7
OK

Preview Commit Clear File Pr-int Tools  Help Add | Debug

A ¥  Note &7
Actions File = Help Debug
Process: | (® Income () Wacation () Deduction PayCode | REG p = Hourly Regular Pay
O 4730420 | Date within PayCade's Active Period
Set New Rate Employee D | @ Al () Fram: To:
Copy entered Rate ta Al Position ® &l (O From: Ta:
Copy from Current Rate Class ® Al O Fram: To:
Freserve manual changes to Mew Rate Department | @ &l (O From: To:
Tax. Province| @ &1 (O Fram: To:
Current R ate &l Frarmn: $0.00 To: $0.00
Erploves 1D MHame Paycode Cutaff D ate Current Rate MHew Rate
BHOO1O Randall Bazeman REG 18.5000 0.0000 A
BHOODZ20 Reed Koch REG 7.5000 0.0000
BHOO30 tark Harrington REG 10,0000 0.0000
EHOO40 Phil Spencer REG 15.0000 0.0000
WwHOO10 Jan Miksovsky REG 15.0000 0.0000
WwHOO20 Jon Radman REG 20,0000 0.0000
WHOO30 Laura Narman REG 15.0000 0.0000
WHOD40 Douglas Groncki REG 12.0000 0.0000
v
8 Paycode records displaped [J Display $0.00 Mew Fate Orily

8. Optional, select the Preview Button to expand the list in the scrolling window so it shows

all the linked pay codes.
If the employees listed have any of the pay codes that were set as child pay codes in the Paycode Mass
@ Update Relationship Setup they will then be displayed in the scrolling window.
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¥ PayCode Mass Update Utility - TWO (sa) s O x

il e

i

Hide | Commit Clear File Print | Tools | Help Add Debug
Preview G T  Mote T
Actions File - Help Debug
Process: | ® Income () Wacaton () Deduction PayCode | REG S < Hourly Reqular Pay
[ Show Inactive Emplayees 430420 | Date within PayCode's Active Period
Set New Rate Employes 1D | ® &l () From: Ta
0.0000 | Copy entered Rate ta Al Pasition ® &l (O From: To
Copy from Current R ate Class @® Al O From: Ta
Preserve manual changes to New Rate Department | @ Al () Fram: To
|Jpdate Child Rate(s] when manually Taw. Province| @ Al O From: Te
updating Mew Fate of Master I Current R ate All Frarm: $0.00 To $0.00
Employee 1D Mame Papcode Cutoff Date Current R ate MNews Flate
% | BHOOMO Randall Boseman REG 18.5000 0.0000 ~
BHOOMO Randall Bozeman oT 28.0000 0.0000
EHOO10 Randall Bozeman WAL 18.5000 0.0000
% | BHOOZ20 Reed Kach REG 7.5000 0.0000
BHOO20 Reed Kach aT 11.2500 0.0000
BHOOZ0 Reed Kaoch WAL F.5000 0.0000
% | BHOO30 tark Harringtan REG 10,0000 0.0000
BHOO30 tark Harrington oT 15.0000 0.0000
BHOO30 tark Harringtan WAL 10,0000 0.0000
% | BHOO40 Phil Spencer REG 15.0000 0.0000
BHOO40 Phil Spencer aTt 22,5000 0.0000
BHOO40 Phil Spencer WAL 15.0000 0.0000
% | WHODD Jan Miksovsky REG 15.0000 0.0000
wHOO10 Jan Miksovsky aT 22 5000 0.0000
T | WHO0Z0 Jon Rodman REG 20.0000 0.0000
'wHOOZ20 Jon Fodman aT 30.0000 0.0000
T | WHOO30 Laura Morman REG 15.0000 0.0000
WwHOO0 Laura Marman ar 22,5000 0.0000
T | WHOD040 Douglas Groncki REG 12.0000 0.0000
20 Paycode records displaved [] Display $0.00 New Fate Only

9. An Indicator & will appear beside each row that is a “Master” Paycode.
The symbol is used as an indicator that Child Paycode relationship may have been setup for the
@ Master Paycode selected. Child Pay codes would appear below the line with the symbol for the
employee if it is assigned to the employee.

10. You have 3 options available to update the new rate for each employee in the scrolling
window:

e Select the “Copy entered Rate to All” button which will copy the value of the field
beside this option, to all Master Pay codes in the Scrolling window.
See note below regarding Preserve manual change.

e Select the “Copy from Current Rate” button to copy all the Current rate values
over to the new Rate Column.
See note below regarding Preserve manual change.

e In the scrolling window, manually update the New Rate for any employee Pay
codes.
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recalculate the “Children” Pay codes based on the Factor set in the setup window for the

@ Note that the “Copy entered Rate to All” and “Copy from Current Rate” functions will
“Master” Paycode.

Mark the “Preserve manual changes to New Rate” checkbox option, if you will be making
manual changes in the scrolling window that you want to preserve so that they will not be
affected by either the “Copy To All” or the Copy From Current” functions

11. The “Update Child Rate(s) when manually updating New Rate of Master” checkbox
option is only visible in the Preview mode. Select this option, if when adjusting the
“Master” pay code, you want to immediately show the results on the associated
“Children” Pay codes. The “Children” Pay codes will update based on the Factor set in
the setup window.

12. The “Calculate” button is only available if the option “Update Child Rate(s) when
manually updating New Rate of Master” is unchecked. This option will calculate the rate
for all child lines, you will be asked if you would like to preserve the entire data or if you
would like to recalculate all lines.

@ Please note that should you update the Factors for any of the “Children” Pay codes in the Paycode Mass
Update Relationship Setup window It will automatically refresh the factors in the Paycode Mass Update
Utility and recalculate the New rates based on the updated factors from the setup table.

13. Once you have completed the updates using the methods described above you can print
a report detailing the values that will be updated by selecting the “Print” button.

Screen Output - CW_Mass_Update - O X
File Edit Tools Find Help Debug sa Fabrikam, Ltd. 4/12/27
&h Pint (=] SendTo &) Modiy ||{EA v \ Completed 1 Page Page 1
Paycode Mass Update Report A
Fabrikam, Ltd.
User sa Page 1
Date 4/30/20
Time 1:42:05PM
Employee Name Paycode Old Rate New Rate Factor Changed by User
BHOO010 Randall Boseman REG 22.0000 35.0000 1.00 X
BHOO010 Randall Boseman oT 33.0000 52.5000 1.50
BHO010 Randall Boseman VAC 22.0000 35.0000 1.00
BH0020 Reed Koch REG 22.0000 25.0000 1.00
BH0020 Reed Koch oT 33.0000 37.5000 1.50
BH0020 Reed Koch VAC 22.0000 25.0000 1.00
BH0030 Mark Harrington REG 22.0000 25.0000 1.00
BH0030 Mark Harrington oT 33.0000 37.5000 1.50
BH0030 Mark Harrington VAC 22.0000 25.0000 1.00
BHO040 Phil Spencer REG 22.0000 25.0000 1.00
BHO040 Phil Spencer oT 33.0000 37.5000 1.50
BHO040 Phil Spencer VAC 22.0000 25.0000 1.00
WH0010 Jan Miksovsky REG 22.0000 25.0000 1.00
WH0010 Jan Miksovsky oT 33.0000 37.5000 1.50
WH0020 Jon Rodman REG 22.0000 25.0000 1.00
WH0020 Jon Rodman oT 33.0000 37.5000 1.50
WH0030 Laura Norman REG 22.0000 25.0000 1.00
WH0030 Laura Norman oT 33.0000 37.5000 1.50
WH0040 Douglas Groncki REG 22.0000 25.0000 1.00
WH0040 Douglas Groncki oT 33.0000 37.5000 1.50
Total Paycodes 20

The column “Changed by User” in the report indicates that you had manually updated the new value in the
“New Rate” field.
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14. Once all updates have been completed to the pay codes and if ready to update the
payroll tables you can select the “Commit” button to complete the updates.

You will be prompted if you wish to Preview changes before calculating and committing if
Preview was not selected. You will be given Three options.

a) Preview: This option will return you back to Paycode Mass Update window with
the preview selected to review the entries including the Child pay codes.
Changes have not been committed.

b) Continue: This option will continue to perform the update to the Employee Cards
listed.

c) Cancel: This option will return you back to Paycode Mass Update Utility and
changes have not been committed.

Microsoft Dynamics GP

Do you wish to Preview the changes hefore calculating and
committing the changes?

Continue Cancel

15. You can review the results of the pay code update by navigating to the employee card
and selecting the Paycodes button. From there select the Paycode in the list provided
and select the “Update” option. The Rate field will display the new rate that was specified
in the Paycode Mass Update Utility.

Mass update of Vacation Pay Percentages
The Paycode Mass Update Utility allows you to update employee vacation pay percentages for
multiple employees.

To perform Vacation Pay Percentage updates

1. Open the Paycode Mass Update Utility window.

(Microsoft Dynamics GP >> Tools >> Utilities >> Encore PayCode Mass Update >> Encore PMU Utility)

2. Select the Vacation radio option for the Process.
@ As a default Income will be selected when you open the window.

3. All Active Employees will display in the scrolling window.

Check the option “Show Inactive Employees” to also include any Inactive Employees.

4. You can limit the range of employees by using the following range options:
o Employee
e Position
e Class
o Department
e Tax Province
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B PayCode Mass Update Utility - TWO (sa) == O X

®© =9z @7
oK

Commit | Clear File Print | Tools @ Help Add | Debug

e ¥  Note )
Acticns File & Help Debug
Process: ) Income (O] () Deduction FPayCode =
1 Show Inactive Employees 4/30/20 Date within PayCode's Active Period
Set New Rate Employes [0 | @ &0 () From: Tao
0.0000% | Copy entered Rate ta Al Pasition ® sl O From: To
Capy from Current B ate Class @ &l O From: Ter
Preserve manual changes to Mew Rate Department | @ Al O From To
Taw. Province | @ Al () From: To
Current Fate | @ &1 (O From: $0.00 To $0.00
Ermploves D Mame Paycode Cutaff Date Current Rate Mew Rate
BHOO10 Randall Bozeman Wac % 4.0000% 0.0000% A
BHOOZ20 Feed Koch Wac & 4.0000% 0.0000%
BHOO30 Mark Harington Wac % 4.0000% 0.0000%
BHOOA0 Phil Spencer Wao & 40000 0.0000%
Bs0010 Flobert 0'Hara Wac & 40000 0.0000%
B50020 Liza Jacobzon Wac % 4.00002 0.0000%
B50030 Chiriz Cannon Wao & 40000 00000z
B50040 Tereza Atkinzon Wac & 4.0000% 0.0000%
MS0070 Joe Howard Wao & 40000z 0.0000%
FS0020 Juliz Mazeley Wao & 40000 00000z
M S0030 Brwan ' altan Wac & 40000 0.0000%
MS0040 Ewa Corets Yao & 40000z 0.0000%
550010 Ardrew Diwan Wao & 40000 0.0000:
550020 Garrett Young Wac % 4.0000% 0.0000%
550030 Ted Bremer Yao & 40000z 0.0000%
550040 Luritr Tzoflizs Wao & 40000 00000z
WHOOT O Jan Mikzovsky Wac & 40000 0.0000%
WHOOZ0 Jon Rodman Yao & 40000z 0.0000%
WHOO30 Laura Morrmat Wac % 4.0000% 0.0000%
20 Pavcode records dizplayed [] Display $0.00 Mew Rate Only

5. The option, “Preserve manual changes to New Rate”, is selected when the Paycode
Mass update Utility is opened. With this option selected any records entered or manually
changed will not be affected by either the “Copy entered Rate to All” or the Copy from
Current Rate” functions

6. You have 3 options available to update the new rate for each employee in the scrolling
window:

e Select the “Copy entered Rate to All” button which will copy the value of the field
beside this option, to the New Rate Column for all employees in the Scrolling window.

e Select the “Copy from Current Rate” button to copy all the Current rate values over to
the New Rate Column.

¢ In the scrolling window, manually update the New Rate for any employee.

7. Once you have completed the updates using the methods described in previous step;
you can print a report detailing the values that will be updated by selecting the “Print”
button.
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Screen Output - CW_Vacation_Update = O X
File Edit Tools Find Help Debug sa Fabrikam, Ltd. 4/12/27
&p Pint (=] SendTo #&] Modify v | | Completed 1 Page Page 1
Vacation Mass Update Report A
Fabrikam, Ltd.
User sa Page 1

Date  4/30/20
Time 1:51:00 PM

Employee Name Old Percentage New Percentage Changed by User
BH0010 Randall Boseman 4.0000% 9.0000% X
BH0020 Reed Koch 4.0000% 10.5000% X
BHO0030 Mark Harrington 4.0000% 7.0000%

BHO0040 Phil Spencer 4.0000% 7.0000%

BS0010 Robert O'Hara 4.0000% 7.0000%

BS0020 Lisa Jacobson 4.0000% 7.0000%

BS0030 Chris Cannon 4.0000% 7.0000%

BS0040 Teresa Atkinson 4.0000% 7.0000%

MS0010 Joe Howard 4.0000% 7.0000%

MS0020 Julia Moseley 4.0000% 7.0000%

MS0030 Bryan Walton 4.0000% 7.0000%

MS0040 Eva Corets 4.0000% 7.0000%

S$50010 Andrew Dixon 4.0000% 7.0000%

$S0020 Garrett Young 4.0000% 7.0000%

SS0030 Ted Bremer 4.0000% 7.0000%

S50040 Lynn Tsoflias 4.0000% 7.0000%

WH0010 Jan Miksovsky 4.0000% 7.0000%

WH0020 Jon Rodman 4.0000% 7.0000%

WHO0030 Laura Norman 4.0000% 7.0000%

WHO0040 Douglas Groncki 4.0000% 7.0000%

Total Employees 20

< >

The column “Changed by User” in the report indicates that you had manually updated the new value in
@ the “New Rate” field.

8. Once All updates have been completed to the Vacation % listed, you can select the
“Commit” button to complete the updates. Selecting this option will update the Vacation
Pay Percentage for each Employee.

9. You will be prompted if you wish to commit the changes. Select Yes to continue or No to
abort committing the update.

Microsoft Dynamics GP

Are you sure you would like to caommit these valugs?

MHa
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10. You can review the results by navigating to the employee card and selecting the

Vac/Sick button. The Vacation Pay Percentage field will now be the new rate that was
specified in the Paycode Mass Update Utility.

Mass update of Deduction Rates

The Paycode Mass Update Utility allows you to update employee Deduction pay code rates for
multiple employees. With the Deduction option in the Paycode Mass Update Utility it will allow you
to update all Deduction pay codes that were mapped in Paycode Mass Update Deduction Setup.

To perform Paycode Deduction updates

1.

Open the Paycode Mass Update Utility window.
(Microsoft Dynamics GP >> Tools >> Utilities >> Encore PayCode Mass Update >> Encore PMU Utility)

. Select Deduction radio option for the Process to be run.

As a default Paycode will be selected when you open the window.

All Active Employees will display in the scrolling window. For all the Deduction Codes
that were mapped that are assigned to that Employee.
Check the option “Show Inactive Employees” to also include any Inactive Employees.

You can limit the range of employees by using the following range options:
o Employee

e Position

e Class

e Department

e Tax Province

e Current Rate

You can also limit to a specific Deduction Paycode by Entering or Selecting the Paycode
in the header of the utility window.
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P PayCode Mass Update Utility - TWO (sa) = O x

(9 T 2 =L 9 of|
(0] 4

Commit Clear File Print | Toels Help Add @ Debug

hed ¥  Note g
Actions File - Help Debug
Process: () Income () Wacaton (@) PavCode P -
[ Show Inactive Employess 4430720 | Date within PayCode's Active Period
Set New Rate Emploves D | @ a1 () From: To
0.0000 | Copy entered Fate to Al Pasition ® Al O Fram: Tar
Caopy from Curent Rate Class ® &l O From: Ta:
Preserve manual changes to New Fate Depattment | @ A (O From: To
Tax. Province| @ Al (O From: To
Current Rate | @ &1 (O From: $0.00 To: $0.00
Emnployes 1D Hame Papcode Cutaff Date Current Rate MHew Rate
BHOOMO R andall Bozeman PEMSHD B0.0000 00000
BHOO1O Randall Boseman RRSPD 44.0000 0.0000
BHOO1O Randall Boseman RRSPE 35.0000 0.0000
BHOOZ0 Reed Kach PEMSHD 40,0000 0.0000
BHOOZO Reed Kaoch RRSPD 44.0000 0.0000
BHOOZO Reed Kaoch RRSFPE 41.0000 0.0000
BHOO30 b ark, Harrington PEMSHD 34.0000 0.0000
BHOO30 b ark. Harrington RRSPD 44.0000 0.0000
BHOO30 b ark, Harrington RRSPE 40,0000 0.0000
BHOO40 Phil Spencer PEMSHD 45.0000 0.0000
BHOO40 Phil Spencer RRSFD 44.0000 0.0000
BHOO40 Phil Spencer RRSFE 44.0000 0.0000
B50010 Raobert 0'Hara PEMSHD 50,0000 0.0000
B50010 Rabert 0'Hara RRSPE 25,0000 0.0000
B50020 Liza Jacobzan RRSPE 20.0000 0.0000
B50030 Chiriz Cannon RRSPE 25,0000 0.0000
M50010 Joe Haward RRSPE 2000000 0.0000
50020 Julia Mozeley RRSPE 150.0000 0.0000
50030 Birpan Walton RRSPE 100.0000 0.0000
24 Paycode records displayed ] Display $0.00 New Rate Only

6. The option, “Preserve manual changes to New Rate”, is selected when the Paycode
Mass update Utility is opened. With this option selected any records entered or manually
changed will not be affected by either the “Copy entered Rate to All” or the Copy from
Current Rate” functions

7. You have 3 options available to update the new rate for each employee in the scrolling
window:

e Select the “Copy entered Rate to All” button which will copy the value of the field
beside this option, to the New Rate Column for all employees in the Scrolling window.

e Select the “Copy from Current Rate” button to copy all the Current rate values over to
the New Rate Column.

¢ In the scrolling window, manually update the New Rate for any employee.

8. Once you have completed the updates using the methods described in previous step;
you can print a report detailing the values that will be updated by selecting the “Print”
button.
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Screen Output - CW_Deduction_Update - O X
File Edit Tools Find Help Debug sa Fabrikam, Ltd. 4/12/27
Sp Pint I=] SendTo &] Modify v | | Completed 1 Page Page 1
Deduction Paycode Mass Update Report A
Fabrikam, Ltd.
User sa Page 1

Date  4/30/20
Time 2:27:02 PM

Employee Name Paycode Old Rate New Rate Changed by User
BH0010 Randall Boseman RRSPD 44.0000 75.0000 X
BH0020 Reed Koch RRSPD 44.0000 55.0000

BH0030 Mark Harrington RRSPD 44.0000 55.0000

BH0040 Phil Spencer RRSPD 44.0000 55.0000

Total Paycodes 4

The column “Changed by User” in the report indicates that you had manually updated the new value in
@ the “New Rate” field.

9. Once All updates have been completed to the Deduction codes listed, you can select the
“Commit” button to complete the updates.

You will be prompted if you wish to commit the changes. Select Yes to continue or No to
abort committing the update.

Microsoft Dynamics GP

Are you sure you would like to commit these valugs?

Mo |

10. You can review the results of the Deduction pay code update by navigating to the
employee card and selecting the Paycodes button. From there select the Deduction
Paycode in the list provided and select the “Update” option. The Rate field will display
the new rate that was specified in the Paycode Mass Update Utility.

Paycode Mass Update Deduction Import

If you calculate your deductions outside of GP in file such as Excel — you can import that file though
Deduction Import Utility to perform the Deduction pay code update. You can use the Paycode Mass
Update Deduction Import Utility to import in the New Deduction Rates into the Paycode Mass
Update Utility Window. The Encore PMU Deduction Import window will allow you to import the new
rates based on the Paycode Mass Update Deduction Setup.

To perform Paycode Deduction Import

1. Open the Paycode Mass Update Deduction Import window.

(Microsoft Dynamics GP >> Tools >> Utilities >> Encore PayCode Mass Update >> Encore PMU Deduction
Import)

Paycode Mass Update - Chapter 4: Paycode Mass Update Utility 34



\= encore

P Paycode Mass Update Deduction Import - TEST (sa) - O x

0K Clear Delete | Setup File Tools | Help | Debug

Actions Options | File - Help | Debug

Irnport 1D | fD E] Impart to PRL ity
Description

File Type | w |
File ]
Skip # Rows 1]

M atching Field 1D Field Dezcription Column Position  Sample Field P

Sample:
€ >

Enter a name for the Import ID you wish to create.

. Enter a Description for the Import ID
4. Set the Import File you wish to import in the File Section.
@ Note that currently only CSV format is supported.

5. The Scrolling window will automatically show the Matching Field ID’s based on the
Paycode Mass Update Deduction Setup. (Chapter 3) You can then enter the column
Position in the file for the corresponding Deduction Paycode or use the Sample Lookup
to select the corresponding field in the import field.

Note the Lookup window will display all columns displayed in the Import file. Not all fields need to be
selected — if the column isn’t selected then it will be skipped.
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P Paycode Mass Update Deduction Import - TEST (sa) - O >

09X o m ' @
oK e

Clear Delete | Setup File | Tools | Help | Debug

Actions Options | File & Help | Debug
Impart 1D MEw DEDUCTION | 2 (5] Import to PMU Utity
[ escription My New Deduction Impart
File: Type Comma Delimited [cev] - |
File CprmulES PR ] |
Skip # Rows 0
M atching Field 1D Figld Description Colurin Pogition Sample Field ;O
Employees 1D Employee 1D ~
RRSFD Comparny BRSSP Deduction
RASPE Ermployee RRSP Contribution
LUMION Union Dues
]
Sample:

Employee IL,Deduction Code,0ld Rate, UNIOHN New Rate, RRSPE NEW RATE, RESI

£ >

PMU Import Sample Field Lookup - TEST... - X

/X 2 & @7
Select Cancel Redisplay File | Tools H;Ip Add = Debug
% Y Note Y

Actions File v Help Debug

#4

Column Field Name
Employee ID
Deduction Code
Old Rate

|UNION New Rate
RRSPE NEW RATE
RRSPE OLD RATE

| PENSND NEW RATE

1
2
3
4
5
-]
7

Column v
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6. If the Import File contains any header rows you wish to Skip, then set the number of rows
to skip in Skip # Rows. The sample fields displayed will automatically update to the new
sample row set based on the number of skip rows set.

Paycode Mass Update Deduction Import - TEST (sa) = O X

09X 2 m" @

“ow

I

Clear Delete = Setup File | Tools Help @ Debug
v v v N

Actions Options  File s Help = Debug

ImportID | NEW DEDUCTION O E import o PMU Uiy |
Description My New Deduction Import

File Type Comma Delimited (csv) | ,

File .:C:pmuTESTFILE/PMU_TESTIBB.CSV 3
Skip # Rows 1

Matching Field ID Field Description Column Position  Sample Field P
Emplayee ID _ Employee ID 1 BHOO10 A
. UNION ' Union Dues | 4 . $45.50
'RRSPE Employee RRSP Contribulion 4] ‘ $55.50

RRSPD Company RRSP Deduction ‘

: v

Sample:

BHOOL10, UNION, $95.25, $45.50,555.50,5155.00, 3€5.67
< >

7. Pressing OK will save the Import Setup ID you have created.

Note: If a Deduction Code was removed from Deduction Setup this will be identified by the X symbol the
next time you access the Import ID. Any Such field will not be imported into the Deduction Import.
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Paycode Mass Update Deduction Import - TEST (sa) s O X

O9X 5 m@

OK Clear Delete Setup File Tools H;lp Debug

Actions Opticns File > Help | Debug
ImportID | TEST3 2 03] Import to PMU Utilty
Description test3
File Type Comma Delimited (csv) v |
File . :C:pmuTESTFILE}Fast Genetics Payroll Estimator csv sample.csy 3
Skip # Rows 5
Matching Field ID  Field Description  Column Position  Sample Field P
Employee ID Employee 1D 1 ALAGAD, CHARITY )
PENSND »  Employee Pension _ 7 _ $11.20
RRSPD  Company RRSP Deduction 8 | $5.17
RRSPE Employee RRSP Contribution | 10 _ $0.74
UNION lUnion Dues | 17 [ $22.60

v

Sample: X Field does ‘ot exist in Deduction Setup

"ALAGAC, CHARITY", B ,F,F,"™ $34,944.00 ","70,000", $11.20 , $5.17 , %1
< >
8. When Ready to Import press the Import to PMU Utility Button. If no issues occurred, you

would receive a natification that the import was successful. Should any issues occur
with the import you will receive the following notification followed by the Import Errors

report
Microsoft Dynamics GP
. Import was successful but there were some lines that could not
A l; be imported. Check the report.
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Screen Output - CW_Import_Errors == O X
File Edit Tools Find Help Debug sa ENCORE TEST 4/30/20
S Pint =] SendTo &) Modify Completed 1 Page Page 1
PayCode Mass Update ol |

Import Erorrs

Generic Import ID TEST2

Employee ID PayCode Error Description

IASDFO1 Employee ID was not found in PMU window.

BHO020 PENSND Paycode has amount in Import but not linked to employee.
BHOO40 PENSND Paycode has amount in Import but not linked to employee.
B5S0020 PENSND Paycode has amount in Import but not linked to employee.
BS0020 UNICN Paycode has amount in Import but not linked to employee.

9. The Paycode Mass Update Utility window will be opened and only the Deduction pay
codes that were mapped in the Import ID will be displayed.

@ Note You can have separate import Ids for each deduction code if you wish to update 1 deduction code at a
time.
[P PayCode Mass Update Utility - TEST (sa) o O *

0l

7

"

=009
oK

Commit  Clear File Print | Tocls | Help Add | Debug
B >  Note T
Actions File = Help Debug
Process: | () Income () Vacation (@) Deduction PayCode Pl
[ Shaw Inactive Emplopees TEST2 4430420 | D ate within PapCode's Active Period
Set Mew Rate Employee I @ &l () From: To:
Keep Mew Rate when uger entered / imparted Fosition ® &l O From: To
Capy entersd Rate to All Class ® &l O From: To:
Capy frarm Current Rate Departnent | @) &l (O From: To:
Tas. Province| @ &l () From: To:
Curent Rate | ® Al O From: $0.00 To $0.00
Emplovee 10 Mame Faycode Cutaff Date Current Rate Mew Rate
Position Employee Class Department Tax. Province
BHOOO Fandall Boseman RRSPE 550000 175.0000 ~
BHOOTO Randall Boseman LNION 107.0000 125.0000
BHOOZ0 Reed Koch RRSFE 110.0000 177.0000
BHOOZ0 Reed Koch LNION 105.0000 124.7500
BHOO40 Phil 5pencer RRSPE 160.0000 179.2500
BHOO40 Phil 5pencer LNION 105.0000 0.0000
BS0010 Robert O'Hara RRSPE 25.0000 0.0000
BS0020 Liza Jacobzon RRSPE 20.0000 133.0000
BS00Z0 Chriz Cannoh RRSPE 25.0000 0.0000
M50010 Joe Howard RRSPE 200.0000 0.0000
M50020 Julia Moseley RRSFE 150.0000 0.0000
50030 B ryan Walkon RRSFE 100.0000 0.0000
50040 Ewa Conets RRSFE 150.0000 0.0000
55000 Andrew Dison RRSFE 150.0000 0.0000
550020 Garrett Young RRSFE 200.0000 0.0000
550030 Ted Bremer RRSFE 100.0000 0.0000
550040 Lyrn T soflias RRASPE 150.0000 0.0000
WHOO0 Jan Miksoveky UNION 105.0000 0.0000
24 Paycode records displayed [] Display $0.00 Mew Fate Only
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You can now complete any additional updates in the Window for New Rates. You have 3
options available to update the new rate for each employee in the scrolling window:

e Select the “Copy entered Rate to All” button which will copy the value of the field
beside this option, to the New Rate Column for all employees in the Scrolling window.

e Select the “Copy from Current Rate” button to copy all the Current rate values over to
the New Rate Column.

e In the scrolling window, manually update the New Rate for any employee.

Note There is a new Checkbox option “Keep New Rate when user entered / Imported” in the Set New Rate
field on the header. This option is defaulted to enabled to allow you to use the Copy form Current or Copy
Entered rate option will not affect what was imported.

Once you have completed the updates; you can print a report detailing the values that
will be updated by selecting the “Print” button.

Screen Output - CW_Deduction_Update = O X
File Edit Tools Find Help Debug sa Fabrikam, Ltd. 4/12/27
Sp Pint =] SendTo &] Modify « | | Completed 1 Page Page 1
Deduction Paycode Mass Update Report A
Fabrikam, Ltd.
User sa Page 1

Date  4/30/20
Time 2:27:02PM

Employee Name Paycode Old Rate New Rate Changed by User
BHO0010 Randall Boseman RRSPD 44.0000 75.0000 X
BH0020 Reed Koch RRSPD 44.0000 55.0000

BHO030 Mark Harrington RRSPD 440000 55.0000

BHO040 Phil Spencer RRSPD 44.0000 55.0000

Total Paycodes 4

The column “Changed by User” in the report indicates that you had manually updated the new value in
the “New Rate” field.

Once All updates have been completed to the Deduction codes listed, you can select the
“Commit” button to complete the updates. Selecting this option will update the Deduction
Rates for each Employee for the Deduction Codes listed in the window.

You will be prompted if you wish to commit the changes. Select Yes to continue or No to
abort committing the update.

Microsoft Dynamics GP

Are you sure you would like to commit these values?

Mo |

You can review the results of the Deduction pay code update by navigating to the
employee card and selecting the Paycodes button. From there select the Deduction
Paycode in the list provided and select the “Update” option. The Rate field will display
the new rate that was specified in the Paycode Mass Update Utility.
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Chapter 5: Payroll Rate Table

With Paycode Mass update you can alternatively use the Payroll Rate table to update the Rates for
Income pay codes if you have completed the setup. This is standard GP Canadian payroll
functionality but we have detailed the setup steps here for your quick reference. To do this you will
need to first complete setup to use the payroll rate table. See Setup Payroll Rate Table for
instructions on setting up the Payroll rate table.

Once the Payroll Rate Table is complete for the Paycode then you may use Paycode Mass Update
to set the Rate for the income pay code.

Using Payroll Rate Table
With the Payroll Rate table set for the Income Paycode, you can then use the Rate Table to
set the Rate for the employee income pay code. This is done by setting the dimension codes
on the Income Paycode assigned to the employee.
Setting Payroll Employee Income
1. Open the Payroll Employee Setup window.
(Cards >> Payroll - Canada >> Employee)
2. Select the Employee.

il Payroll Employee Setup - Canada - TWO (sa) =] B3

H9X ™ @07

Save Clear Delete  Additional File  Help Add Debug

¥ Y Note Y:
Actions Additional  File Help Debug

Employes D DHOODT PO CessiD | HRSERY I Inactive
Last Name | Gilmour | Address
First | Doug |
Middle 7 v Ciy v
Social Insurance Number 645373488 | Province | Postal Code

- County  Canada
Full Time Temp | I Contractor Phone | ) |
Department SERY StatDate | 1/1/2016 [ BithDate = 8/1/1975
Poasition SERTEC Gender Not Reported v | Ethnic Origin ;NotHepmled il
Tarable Province MB

Default WCE Code :ABWCB CashéccountFrom ¢ Chequebock @ Employee

Employer Number | EMP1 Account  000-1100-00
Payment Method | Cheque = Description | Cash - Dperating Account
User Defined 1 | Date |riactivated
User Defined 2 | Heason
TD1 Yalues Vac/Sick Control Calculated acation Pay T4 T44
Distribution {7 de Deposit Miscellaneous Banked R1 | Project

4 4 » » ‘byEmponeeID 2

3. Select the Paycodes Button.
4. Select the Income Paycode that the Payroll Rate Table was created for.
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ifi Payroll Employee Paycodes - Canada - TWO {(sa) [_TOIx]

@® = (2]

K Update | File | Help | Debug
b = =

Actions File Help  Debug
Paycodes Available Employee Paycode Records

Code | Desciiption ® Code Desciiption (A
Pay Type | Paid by @ Start End | Rate [Max @
ADY Employee Advance 1= BONUS Employee Bonus =
BONUS Employee Bonus Hourly Regular Pay

EIR El Rebate aT Hourly Overtime

HOUR Hourly Regular Pay VAC Vacation Pay

aTt Hourly Overtime

SaL Salary Pay Insert >> I
VaC Vacation Pay
AUTO Auto T <<Remove I

PENSNBE Employee Pension
RRSPB Company RRSP Contribution
TRAVEL Travel - Sales

ADVR Advance Reclaim
ARRR Arrears Reclaim
GAR Employee Gamishee
MAINT Maintenance Payments
PENSND Employee Pension - =
Rate History I
by Code Type bt

5. Press the Update Button.

6. Select the Dimensions you wish to assign from the Payroll Rate Table. You will receive a
prompt to Update the pay rate from the rate table. select yes to update the Rate listed for
the income pay code assigned to the Employee.

i Payroll Employee Income - Canada - TWO {sa) = =1 B3

0= 0
OK | File | Help | Debug
v v v

Actions  File Help  Debug

EmployeeD | DHOOO1

Ihcblﬁe F'a_uéode HOUR Hourly Regular Pay

Paid By Hour . Reference N/&

Rate 0.0000 Paosition SERTEC

El Insurable Hours per Unit 100 'P'rdriect' PROJO02 i)
Seniority Units Per Unit _ | Rate | RATED2 s

Microsoft Dynamics GP

Update pay rate from rate tables?

i

@ Emp Is

This process can be used when initially assigning the pay code to the employee or if adjusting the rate for
the employee by assigning the appropriate dimensions to the pay code. This requires that the Payroll rate
table be set correctly for the assigned rates.
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Appendix A: Data Tables & Default Security Tasks

The following chapter will review the Data Tables and Default Security Tasks & Role for
Paycode Mass Update.

Data Tables
The following chart lists data tables created in Paycode Mass Update.

Payroll Series

Display Name Technical Name Physical Name Description

CW_PayCode_MU_Setup CW_PayCode_MU_Setup CW_PayCode_MU_Setup |Paycode Mass
Update Setup

CW_PayCode_Deduction_Setup |CW_PayCode_Deduction_Setup | CW_Deduction_Setup Paycode Mass
Update
Deduction
Setup

CW_Import_Errors CW_Import_Errors CW_Import_Errors Import Errors
Table

PMU Field Master CW_Import_Field_ MSTR CW_Import_Field_ MSTR |Import Field
Master Table

PMU Import Line CW_Import_Generic_LINE CW_Import_LINE Import Line
Table

PMU Import Master CW_Import_Generic_HDR CW_Import_HDR Import Header
Table

Default Security Tasks & Role
When using Table conversions to create Security Tasks for Paycode Mass update the
following Tasks will be generated:

e ENCORE PMU

e ENCORE PMU INQUIRY

e ENCORE PMU SETUP

o ENCORE PMU TBL CONVERSION

The process will also generate a default security role that contains all the security tasks
called ENCORE PMU POWER USER.

Paycode Mass Update - Appendix A: Data Tables & Default Security Tasks 44



Default Security Task Details

Below are the Details for each default Security Task.
ENCORE PMU

This security task provides access to the following windows and reports.

Security Task Setup - TEST (sa) - ] X

HDX ) Ee

Save Clear Delete Copy File Print  Tools Help Add

Debug
¥ Note By

Actions File r Help Debug

Task ID

| ENCORE PMU 1O Category  [Payrol

Task Name PayCode Mass Update Utility
Task Description | Access to Encore Paycode Mass Update Utilty

Product:
Tupe:

Paycode Mass Update v
Windows v

Series:
User Type

Payroll v
Full v

Access L

Mark All | Unmark All

Operations

Paycode Mass Update Deduction Import
PayCode Mass Update Utility

PMU Import Lookup

PMU Import Sample Field Lookup

F'Vrrirrﬂ ljpelation Access

44> >

m Security Task Setup - TEST (sa) - [m} x

3 ] G~ 3
HDX ) Ee @7
Save Clear Delete Copy File Print Tools | Help Add | Debug
= T Note 57

Actions File = Help Debug

TaskiD [ENCORE M 9] coeson

Task Name F‘éyEode Mass Upd;ate U t.l|l.ty
Task Description | Access to Encore Paycode Mass Update Uty

Praduct: |Pa_l,lcnde Mass Update ~
Type:
Series:

U_se! Type_

Arcess List

Mark All Unmark. Al
Dizplay Selected ltems -

Operations
CW_Deduction_Update
CW_Import_Errors
CW_Mass_Update
CW_Vacation_Update

Frint Operation Access

M4 r M
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ENCORE PMU INQUIRY
This security task provides access to the following windows and reports.

P Security Task Setup - TEST (sa) - [m] X

H9X s i @7

Save | Clear Delete Copy File Print | Tools = Help Add | Debug
-

T  Note B
Actions File = Help Debug

Task ID ENCORE PHMU INQUIRY P Categoy Payrall ~

Task Name PayCode Mass Update Relationship [nguiry

Task Description Access to Encore Paycode Mass Update Relationship Inquing

Product: ‘F’aycﬂde Mass Update ~

Type:

Series:

User Type

B Mark &l || Unmark Al
Display Selected tems

Operations a

PayCode Mass Update Relationship Inquiry

Print Operation Access

H 4 M

ENCORE PMU SETUP
This security task provides access to the following windows and reports.

Security Task Setup - TEST (sa) - a X

=D X « i @]

Save Clear Delete Copy File Print Tools Help Add Debug

v Note >
Actions File % Help Debug
Task ID ENCORE PMUSETUP P Category
Task Name | PagCode Mass Update Relationship Setup
Task Description Access to Encore Paycode Mass Update Relationship Setup
Product  |Paycode Mass Update v
Type:
Series:
User Type
Access List:

Mark &l Unmark All
[V] Display Selected Items

Operations

Paycode Mass Update Deduction Import
PayCode Mass Update Deduction Setup
PayCode Mass Update Paycode Lookup
PayCode Mass Update Relationship Setup
PMU Import Lookup

Print Dperation Access

44> »l

Paycode Mass Update - Appendix A: Data Tables & Default Security Tasks 46



ENCORE PMU TBL CONVERSION
This security task provides access to the

[P security Tesk Setup - TEST (sa)

following windows and reports.

= [m] x
: | &%
555 = " '@
Save Clear Delsts Copy | File Print | Tools | Help Add  Debug
M T Note T
Actions File - Help Debug
Task ID ENCORE PMU TEL CONVERSION | Category
Task Name PapCodz Mass Lipdate Table Conversion
Task Description | Access to fun Encore Payeods Mass Update Table Conversion
Froduct | Paycode Mass Update v
Type Windows v
Seies: ol -
User Type | Ful v
poee Mark Al | Upmarkal

[ Display Selected ems

Operations
Table Conversion and Utilities

Print Operation Access

44 > ¥

Defaults Security Role Details
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The following default Security role is created with the following assigned security

tasks:
ENCORE PMU POWER USER

Security Role Setup - TEST (sa)

- m] X
=9 X JI ” N
== = @
Save Clear Delete Copy File Print Tools Help Add @ Debug
X ¥ Note %t
Actions File v Help Debug

Role ID: ENCORE PMU POWER USER P

Role Name: PMU Power User

Role Description: Access to all Paycode Mass Update except to Table Conversion

Display: All v
= Mark All Unmark All

Security Task ID
ENCORE PMU

Name

PayCode Mass Update Utility

ENCORE PMU INQUIRY PayCode Mass Update Relationship Inquiry
ENCORE PMU SETUP PayCode Mass Update Relationship Setup
ENCORE PMU TBL CONVERSION  PayCode Mass Update Table Conversion

R
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Appendix B: Setup Income Payroll Rate Table

This Appendix will provide an overview on how to design and setup the Payroll Rate Table.
This is standard GP Canadian Payroll functionality

Setup Payroll Rate Table

The following section will guide you to completing setup for Payroll Rate Table. To do
this you must complete the following sections:

e Setup Rate Table Prompts

e Setup Income Payroll Rate Table

Setup Rate Table Prompts
To setup a payroll rate table you must first setup the Rate Table prompts. Each

prompt is a dimension of the Rate table. You will Require at least the first 2 Rate
Table Prompts as the first 2 levels for the Rate Table. The third Prompt is optional
should you wish to add a third dimension to the Payroll Rate Table.

To Setup Rate Table Code Prompts

1. Open the Payroll Control Setup - Canada window.
(Microsoft Dynamics GP >> Tools >> Setup >> Payroll - Canada >> Control)

il Payroll Control Setup - Canada - TWO (sa) I 3 |

= X

0]

Save Cancel File Help Add  Debug
Y ¥ Note ad

Actions File Help Debug
Vgrsiqn 16.00.0553 . Fabrikam, lr_lc. [~ Update
Canadian Payroll Registration Key DEMO
Employee Master User Defined Prompts
Standard Vacation Pay Percentage 4.0000% |
Next TRX Number i 866 [j
Next Cash Number  CSHO0001
Next Cheque Number | CHRO0070
Cheque Format |Stub on Bqltom -
Checkbook 1D ;
Default Last Year 2015

Direct Deposit Bank Name

| Royal Bank STD152/80x2

Nest Direct Deposit Number DEPO000OT
Last Tax Update 12/16/2016
Control I Direct Deposit I Paycodes Frequency
Tax Credits I Banked I Accounts

2. Select the Miscellaneous Button.
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3. This will open the Payroll Miscellaneous User Prompts - Canada Window. From

here set the labels in Rate Table Code Prompts section.

ifl Payroll Miscellaneous User Prompts - Canada - TWO (sa) M =] B3

LG
OK  File  Help Debug
v v v

Actions  File Help  Debug

Employee Master Miscellaneous User
Defined String Prompts

Employee Master Miscellaneous User
Defined Numeric Prompts

The paycode user field index values
refer to these fields.

Cheque Reports Form Button Reports:

Cheque Stub Report Name ! e
Detail Advice Slip Report Name Encore_advice_Slip '

P CPY Advice Slips Summar

Rate Table Code Prompts:

Rate Table Prompt No. 1
Rate Table qumpt Np. 2
Rate Table Prompt No. 3

| Pasttion
| Project
' Rate|

L

@ Note for 2-dimensional rate table only Prompt No 1 and prompt No. 2 are required. Prompt No. 3 is

only used if you wish to setup a 3-dimensional rate table.

4. Select OK when complete to return to Payroll Control Setup - Canada window.

5. Press Save to complete the label setup.
Setup Income Payroll Rate Table

To utilize the Payroll Rate table, you must first design the table. This is done by
assigning the values for the 3 dimensions for the Payroll Rate Table. You must first
Assign Table Codes. Once the Table Codes are assigned you can then Assign Table

Values.

@ Only the first 2 Dimensions require values. The third Dimension is optional.
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Assign Table Codes

1. Open the Payroll income Paycode Setup window.
(Cards >> Payroll - Canada >> Income Paycodes)

| il Payroll Rate Tables - Canada - TWO (sa) |- O]

‘o"' : x - ,9"'" %

0K Delete Redisplay File Help Add  Debug

> ¥  Mote >
Actions File Help Debug
T o Dimension 1 : :

Incom‘ode HOUR / DMEEIE=RoN; 3

Position & }: RATEDT RATEDZ RATEO3

Project s

™ Dimension 2

15 CCCLE] 14.50000 1650000 18.50000 =
PROJOM

ACCCLK 15.50000 17.50000 19.50000

PROJOOZ
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2. Select the Income Paycode using the Payroll Paycode Lookup Magnifier.

ifl Payroll Income Paycode Setup - Canada - TWO (sa) == R
H9X 507
Save Clear Delete File Help Add  Debug
Y Y Note Y
Actions File Help Debug
Paycode HOUR D Income
Description | Hourly Hggqlal Pay Allow Transaction Entry Yes
Debit Account 000-5100-00
Auta Select Yes
Pay Type Regular Pay = Distribute No
Paid By |Hour > )
Reference NZ& - Linked Overtime Paycode ar
Percentage:
Income T ax Applicable Yes 100.0000% Slip Type T4
CPP/QPP Applicable Yes T4 Primary Box Number | 14
El Applicable 'Yes T4 Exlra Box Number | 0 ‘
PPIP &pplicable No T44 Primary Box Number | 0 =
NWT Tax Applicable Yes T44 Extra Box Number |
Nunavut Tax Applicable Yes Releve 1 Primary Box # | A
Quebec Tax Applicable Yes | 100.0000% Releve 1 Extra Box # |
Prov Health Tax Applicable  No Releve 1 Box O Code N =
Yacation Pay Applicable No Responshiiy N/A =
Protected Income No Remrs t i
3 I Shift N/& -
WCB Applicable Yes
Shifted Paycaodes Amounts
I4 4 » ¥ byCode 2

3. Press the Amounts button to open the Payroll income other Amounts Window.
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iii Payroll Income Other Amounts - Canada - TWO ... = =]

(V] (2]

OK File | Help  Debug
a4 a4 w

Actions File Help  Debug

Rate _ l!mm]! |

El Insurable Hours per Unit ‘ .00
Seniority Units Per Unit

Wacation Units Accrued In Hours

Vacation Accrual Units _ | per 100 units
Unpaid ¥acation Accrual Units | per 100 units
Service Days Per Unit

Service Hours Per Unit
Service Units Per Year

Employee User Field Index 7 7s)

Delaped Setup “ Table Codes I Rate Table I

4. Press the Table Codes button to open the Payroll Rate Table Codes window.

i Payroll Rate Table Codes - Canada - TWO (sa) | _ O] <]
.evi | ~» |e £) | I
V_ L 4 &
OK  Copy Redisplay File Help Add Debug
Y ¥ Note %

Actions File Help Debug

Income Code HOUR

Code Type:

Code Description

ACCCLK Accounting Clerk Al Add
SALES Sales Clerk Modify
SERTEC Service Technician Delete

Import

Export
= Clear All

5. Select the Code Type from the Pulldown menu.
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@ These are the values you assigned in Setup Rate Table Prompts.

6. Press the Add Button to open the Add/Edit Item window.

i Add/Edit Item - TWO {sa)

=l K

Save Cancel File H;Ip Debug
v b, 2 i

Actions File Help  Debug
Type { Fioject
Code i
Description

7. Enter in the Code and its Description you wish to add.

8. Press Save

9. Repeat Steps 5 through 8 for assigning additional codes.
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10. Press Ok on the Payroll Rate Table Codes window when complete, to return to

the Payroll Income Other Amounts window.

11. Proceed to Assign Table Values.

Assign Table Values

1. Open the Payroll Income Other Amounts window as described in Steps 1 through

3in Assign Table Codes.

2. Press the Rate Table Button. to open the Payroll Rate Tables - Canada window.

ifi Payroll Rate Tables - Canada - TWO (sa)

OX 2 m @7

v 4 4 @

OK  Delete Redisplay File Help Add  Debug
% Y Note x

Actions File Help Debug

I B3

Income Code | HOUR

Position RATEDT RATED2 RATED3
Project
14.50000 16.50000 18.50000 A
PROJOO1
ACCCLK 15.50000 17.50000 19.50000
PROJ002
ACCCLK 17.00000 13.00000 21.00000
PROJOO3
SALES 12.00000 14.00000 15.00000
PROJOO1
v
Mass Update
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3. Select the first open Dimension 1 cell then select the Dimension 1 Lookup to
open the Payroll R Table Codes Lookup- Canada window.

51 Payroll Rate Tables - Canada - TWO (sa) _ (o] ]

OX 2 w07
OK  Delete Redisplay File Help Add  Debug
¥ v Nnte Y
Actions Payroll RTable Codes Lookup - Canada 0 (sa _ DX

/X 2 &

Position I £ Select Cancel Redisplay File H;Ip Add  Debug
Project = v MNote %

Actions File Help Debug
SERTEC Income Code  HOUR | |44 i | E
PROJOOT Type Posttion |

— | Code Description I
SERTEC ACCCLK Accounting Clerk i
SALES Sales Clerk
PROJ002 o
Service Technician

<«

— by Code ~ ‘

<

Mass Update I Clear All |

4. Select the Code you wish to assign to the Dimension.

5. Select the Second-Dimension cell for this line. Then Select the Dimension 2
lookup to open the Payroll R Table Codes Lookup - Canada window.
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] Payroll Rate Tables - Canada - TWO (sa)

o

Delete Redisplay

Actions

-
-

Income Code | HOUR ¢

File
v

¥ Payroll RTable Codes Lookup - Canada - TWO (sa)

/ X
W

Select Cancel

Help Add  Debug
Y MNote bt

¢ W07

Redisplay File Help Add  Debug
v

= ||
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X

v Note ¥
Actions File Help Debug
. I i "
HEATEL 18300 Income Code  HOUR | &% Find | | .
PROJOOT f i
Type  Project —
Code Description
SERTEC AENGI PROJ003 Project 003
PROJO0D2
SERTEC 0.0001
0.0001

by Code |~

<«

Mass Update | Clear All |

6. Repeat steps 3 through 5 until you have specified all the Dimension codes you
wish to create for the Payroll Rate Table.

7. Once all Codes have been assigned insert the Rates for each section of the Rate

Table.

i Payroll Rate Tables - Canada - TWO (sa)

OK  Delete Redisplay

5
-

File Help Add  Debug
-

1 ] 3

¥ Note X

Actions File Help Debug
IncomsCode [ HOUR
Paosition |p RATEOD1 RATEO2 RATED3
Poest )
SERTEC 18.50000 19.50000 21.50000 -
PROJOO1
SERTEC 19.75000 21.75000 23.75000
PROJO02
SERTEC 22.00000 23.50000 25.70000
PROJOO3
| 0.00000 0.00000 0.00000

Mass Update I Clear All |

8. Once all the Rates have been set select OK to save the Payroll Rate Table.
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What’s New in Paycode Mass Update

This User manual for Paycode Mass update has been updated to reflect the latest updates
based on the following builds:
e GP2015 - Build 14.010

Future updates will be listed in the GP2015 Online Build notes.
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About Encore Business Solutions

Encore Business Solutions Inc. is part of a worldwide network of independent partner organizations
that sell, implement, and support the award-winning products of Microsoft® Business Solutions.
Encore is also an authorized Solution Developer for Microsoft Business Solutions developing and
marketing industry-specific software worldwide that tightly integrates to core modules of Microsoft
Dynamics GP. We are 100% dedicated to developing client-focused, reliable, industry-specific
solutions and companion applications providing total end-to-end solutions that meet the operational
and reporting needs of our customers.

The Encore Business Solutions Inc. suite of products include:
Project Tracking Solutions:

e Project Tracking with Advanced Analytics

e Project Tracking with Budgeting

e Project Tracking Importer

« Project Tracking Lite

Billing Solutions:
e Subscription Billing
e Subscription Billing Importer
e Subscription Billing CRM Integrator
e Subscription Billing Lite
Bank Reconciliation Solutions:
e Auto Reconciler
e Account Reconciler

Canadian Payroll Add-Ons:
e ePayStub for Canadian Payroll (including T4 & T4A report package)
e T4 & T4A Report package
e Paycode Mass Update
Additional Encore Products:
e Advanced SmartList
e Tax Distribution
« REAP

SPLA pricing is also available for Encore products. If you have guestions regarding any Encore
product or service, feel free to contact us.

Toll Free: 888.898.4330 (North America only)

Phone: 204.989.4330

Fax: 204.235.2331
E-mail: encore@encorebusiness.com
Internet: www.encorebusiness.com
Mail: 1-467 Provencher Blvd.
Winnipeg, MB, Canada
R2J 0B8

Gold Enterprise Resource Planning

M icrosoft Gold Application Development

Gold Cloud Platform

Pa rtner | coldcioudPproductivity

Silver Datacenter
=l Microsoft Silver Small and Midmarket Cloud Solutions
Silver Cloud Customer Relationship Management
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