partnernet Partner by SIS

How to set up an Employee Payroll Template
Information specific to each employee at the Entity Level can be set up in Employee

Settings and, for commissioned employee.

Employee Payroll information is entered in two sections of Partner XE.
e Company Contract Numbers (in Administration module only) - to enter producer
sub-codes by company
e Accounting Setup (in Accounting module)

To access the Employee Settings for Accounting Setup:

1. Accounting s Employee (in Transaction Parties on left navigation)

a) Select Employee from dropdown menu
b) Click on Accounting Setup

OR
2. Partner XE Administration > Employee Settings (if multi-entity, select entity first in
Entities and then Employee Settings under the entity name)

a) Select Employee from dropdown menu
b) Click on Accounting Setup

How to set up Payroll for an Employee

1. Choose an Employee from the dropdown list.
NOTE: This list comes from the Employees that have been added to the Employee List
in the Enterprise section of the Administration module and have been assigned to the
selected Entity.
Once an employee is selected, a profile summary will display in HTML format (Read
Only) with the following:

Employee Name

Address (Address Line 1; Address Line 2; City, St, Zip)

Phone (Primary phone from Address Book)

Fax

Email Address

Website

Emergency Contact Name and Phone

Employee

AN NN N YR

Select Employes IGary P. Bower ;I Accounting Setu
Contact Info =
Gary P. Bower Active Phone (514} 192-3950 =23
123 Alphabet Lane Fax
Elmton, OH 43929 E-Mail gbower2? @scottagency. com
Web Site

Contact Anna Ferris
Phone (§14) 583-2271

e
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Click on the hyperlink displayed next to the Employee Name for Accounting Setup.

The Accounting Setup Screen has 3 tabs: Commissions, Check Withholdings and GL
Accounts.

How to set up Commission Defaults:
A Commission schedule is defined here to automatically have the producer (employee)
commissions calculated for Transactions within Accounting.

Employee |Gay Bower =] I
Eommissionsl I Check Withholdingsl I GL ﬁccountsl i\
Default Commissions (o Al ) Add | &3 Delete
| Transaction |LOB. | Company | Commiesion Dollar Amount| % From Commission Amount| % From Premium Amount|
| All Transaction Types Automaobile - Priv EMC INSURAMCE COMPANIES 50.00 50.00%: 0.00%
Rewrite Homeowners GRANGE MUTUAL CAS £0.00 60.00% 0.00%
RY tiew Business ___[Alllines ____[All Companies ) MO . 0.00% | |

Apply (Alt+A) - saves and keeps the screen open
Save (Alt+S) - saves and closes the screen
Close (AIlt+C) - closes the screen without saving
Print (Alt+P) - prints a copy of the screen

Help (Alt+H) - for more information

H Apply | Save | Cloze | Print

A grid will display allowing the user to Add and Delete Commission Defaults. Click Add for
each row to be added and select the appropriate defaults for each column.

v Transaction - a dropdown list including all Transactions that have been setup in
Accounting Tools > Tables Setup > Transactions.

a) To select a transaction, type the first letters of the Transaction Type and the
system will scroll down to the Transactions beginning with the letters that have
been typed.

b) The option to select All Transaction Types for a particular LOB or Company is also
available.

v" LOB - A dropdown list including all Lines of Business (LOB) that have been setup in the
Line of Business Table setup in the Administration module (Settings > Line of Business
tab).

a) To select a transaction, type the first letters of the LOB and the system will scroll
down to the LOB Codes beginning with the letters that have been typed.

v'  Company - A dropdown list including all companies that have been setup is available

a) To select a company from the list, type the first letters of the Company and the
system will scroll down to the Company beginning with the letters typed. Select
a company if the commission is based on a certain company.
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Commission.

Commission Amount.

v. Commission Dollar Amount - provides option to type in a Dollar Amount for the

v % From Commission Amount - provides option to define a Commission Percent
where the Producer Commission Amount will be determined based on the Agency’s

v % From Premium Amount - provides option to determine producer commission based

on the Premium Amount.

\

How to copy/paste a commission schedule from one employe

The commission schedule from one employee can be copied and pa

IMPORTANT: Only one of these 3
columns can be used. If an amount in
one field is entered after entering an
amount in another, the first entry will
be cleared out.

employee.
1. Click on [ A selection list of all other Employees will appear.

2. Select 1 or more employees to copy the Commission Schedule to their settings.

TrnPartyCode |Mame

| [ Amanda Amanda Ward

[1 BBl Eiobbi L. Sharon
Bryce Lee
| O Jess Candace Starkey
| O |c Charlene Iannarino
| [ chris Chris Garrett
I [0 |Conversion Conversion L User

O obw Darlene White
| [ Demalser Demo User
| [0 Emma Emma Peal
| O Gary Gary P, Bower
| James James P, Powers
| O Jean Jean Friend

ok | cCancel

3. A pop-up message appears indicating that this will overwrite any existing Commission

Defaults for those employees. Click on Yes or No.

How to set up Check Withholdings:

Check Withholding templates are defined for employees so that when issuing a check, the

pre-tax and post-tax information will automatically be calculated.

v Check Withholding Descriptions:

A grid will display allowing the user to add a template description (i.e. salary,

commission, draw).

1. Click Add to enter each template description.

2. Highlight this template description when adding line items to the Check

Withholdings section.
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Employee I Ernmna Peal j

Partners, ss

IEDmmissiDnsl Check Withholdingsl I GL .-’-‘-.c:c:ountsl

| Description

Check withholdings Copy RELN! I (b Delete

Account Name Percent Or Amount | Debit Amount| Debit %| Credit Amount «
Payroll Prompt for Later 0.00%

Federal Withholding
Sodial Security Withholding Percentage Amount 80,00 0.00% £0.00
Medicare Withholding Percentage Amount 80,00 0.00% &0.00

1l LAt i Pl ke mm o ek LaaWalal [ Tol- T3 Laalal

ding Descriptio ) Add | &) Delete

Apply (Alt+A) - saves and keeps the screen open
Save (Alt+S) - saves and closes the screen
Close (Alt+C) - closes the screen without saving
Print (Alt+P) - prints a copy of the screen

Help (Alt+H) - for more information

Percentage Amount 20,00

State Withholding Percentage Amount 80,00 0.00% SEI.EIEIv
2

Apply | Save | Cloze | Print | Help

3. Define Check Withholdings template:
v'In the [ [ @I LTI NI section, click Add. A grid will display allowing

v

the user to Add or Delete check Withholding Details.
The grid will include the following columns:

Account #:

e A dropdown list including a list of accounts from the Chart of Accounts will
be displayed for the user to select the appropriate account.

e The user can begin to type the first numbers of the Account and the
system will scroll down to the Account beginning with the numbers that
have been typed.

Account Name:
e The Account Name will flood to the column based on the Account # that
was selected in the first column.

Percent or Amount - Select from the following:
v" Dollar Amount - Determines the Gross Amount for the check.
All Pre-Tax items must be calculated on this Dollar Amount prior to any
Percentage After-Tax Amounts.
v' Percentage Amount - Calculates the determined % based on the Gross
Amount after all Pre-Tax items have been calculated
v Prompt for Later - This selection can only be used once per template.
When used, the debit and credit amounts should remain as $0.
v" Pre-Tax Dollar Amount - Calculates this amount with the Gross Dollar
Amount prior to calculating any items marked as Percentage Amounts
If a Credit/Debit% Amount is entered, the Debit/Credit Amount fields
cannot be used. One or the other is a required field for the row.

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 3 800.747.7005 (Option #2 ) @ service@sisware.com



od
partnernet Partner ., sis

v" Pre-Tax Percentage Amount - There must be a separate entry using the
Prompt for Later amount in order for this option to be used.
The system will calculate this amount with the Gross Amount (which
will be prompted for when the check is issued) prior to calculating any
items marked as Dollar Amount or Percentage Amount.
If a Debit/Credit Dollar Amount is entered, the Commission
Debit/Credit % field cannot be used. One or the other is a required
field for the row.
Debit Amount:
e Dollar Amount to be debited from the selected Account
e The Percent or Amount Column will determine if the amount is pre-tax
or not.
Debit %:
e Percentage Amount to be debited from the selected Account
e The Percent or Amount Column will determine if the amount is pre-tax
or not.
Credit Amount:
e Dollar Amount to be credited from the selected Account
e The Percent or Amount Column will determine if the amount is pre-tax
or not.
Credit %:
e Percentage Amount to be credited from the selected Account
e The Percent or Amount Column will determine if the amount is pre-tax
or not.

GL Accounts

General Ledger Default Account- displays the GL Account associated with the selected
Employee. This Account is a system generated number that was assigned to the Employee
at the time they were assigned to an Entity after being added to the system in the
Employee List.

Employee |Enma Peal =]

I Commissionsl I Check Withholdingsl 5L Accounts

Employee GL Accounts

Producer Payable 260030 Payable - Emma Peal

LCloze | PBrint | Help
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How to Issue an Employee Check

1. From the Employee screen in Accounting, select Issue Check (bottom right of screen).

¥E Agency Desktop - SISAdmin [218] INEIE
File Edit View Accounting Marketing Tools Action Utlities Communication My Desktop Help

- &~ #h- T 3 3 meransounam “§ eEE@ QR A6

Lperations._ = Employee [shely Hittner | Accounting Senip

Daly Processing

Acchuti Togls Primary Address B
Account Transactions i s @ er.o,,e
ax
= E-Mail
Transaction Parties - »
o Web Site
Vendar Employee Details
Bank Account Amount issued YTD: (50.00}
mployes Commissions YTD: (50.00)
Client Ledger Sales YTD: (50.00)
Misc. Source =

Last 10days =
Employee Checks
Processes Date |Bank Account |CheckNo |Printed |Void | Amount| UnApplied
Checks
Receipts
Recondiliation

i calendar

& Clents
| Ipolicies

"Bpar’ | IssueCheck | Rroducer Reconciiation
‘ [q<branch >>[ 15 [[cars [sf7/2012

2. A Selection List appears. Select template. Click Ok.

Selection List

No Template
Gary P, Bower - Commission

Ok | Cancel

3. If Prompt for Later was selected in the Check Withholding section, a prompt appears
here to enter the gross amount. Enter the amount.

Please Enter a Gross Amount il
Flease Enter a Gross Amount > $0.00 -
For Payrall m

_Gnes |

1000.00
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3. Check is generated with all appropriate withholding amounts as set up in the Employee
Set up.

O

| Company || Vendor ”Emplo\-‘ee HCIientReﬁJnd ||Misc Source |

= Bank Account————————————————
The Tami Scott Agency Document 2 98358
123 State St Account | 111000 ¥ I
Gahanna, OH 43230 Date| 05/07/2012 ]
Current Balance

Pay To |Gary P. Bower ﬂ §711.50(l | Chedk Amount §711.50

even Burdrsd slever snd 507206 Dolfars | = Balance After
P t
Memo| I::Tg'l?d |Compuher Generated "l
<=
Remarks |
GL Accounts & Add | &) Delete

Account # Account Name Debit Amt | Credit Amt |Effect
$1,000.00 50.00 | Increase
Payroll Taxes Payable-Emplovers Portion &0.00 £124.00 Increase

Federal Withholding 50,00 5110.00 Increase
State Withholding 50,00 £50.00 Increase
Local Withholding £0.00 £10.00 Increase
Sodal Security Withholding 50,00 £76,50 Increase
Medicare Withholding $0.00 $42.00 Increase
Payroll Tax Expense £124.00 £0.00 Increasze

Post | Close | Print | Help

4. Enter a Memo if desired. To issue check, click on Post.
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