Flow of Transactions through Peachtree - Payroll Cycle - Spring 2002

Enter an Employee into the system (p. 131)
· Maintain | Employees / Sales Reps

· Create Employee ID, enter name, and other data.

· On Pay Info tab, enter salary information.

· Click on Save button.

Paying an hourly employee (p. 135)

· Tasks | Payroll Entry

· Enter employee ID

· Confirm that correct date, pay period, and number of weeks are shown.

· Adjust regular, overtime, and special hours.

· Hit Post button to record, or

· Hit Print button to record and print.

Paying a salaried employee (p. 136)

· Tasks | Payroll Entry

· Enter Employee ID

· Confirm that correct date, pay period, and number of weeks are shown.

· Adjust salary, bonus, and commission.

· Hit Post button to record, or

· Hit Print button to record and print.

Paying a group of employees

· Tasks | Select for Payroll Entry

· Put checks in boxes that describe the group of employees you want to pay.

· Click OK

· Update data for the employees you selected.

· Print checks.

People coded as Sales Rep do not appear in the "Select for Payroll Entry" or "Payroll Entry" tasks.

