Springbrook — Pay Schedule
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Agenda

= Payroll Pay Schedule Setup

" End of year batch numbering — Critical for Payroll
= Tax Table Setups
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Pay Schedule Setup
Pay Schedules are located and ?PVYVS::’V':ILt -9
updated in Payroll > Maintenance> s zne @e ¢

Pay SChEd u |e. ' ;rflveveddy A ;3; Cycle Periods Per Yearzsé

Monthly Schedule MO 12

=  Pay Schedule Setup | Bweekl B 2

LCDSA BW 26

= Add new periods to the pay Ptk o ,

SC h ed u Ie | Semi Monthly Semi Monthly 24

Test monthly M 12

= Add Timesheets to the pay [t : -
schedule
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Pay Schedule Tips

" Pay Schedules are located and updated in Payroll > Maintenance > Pay
Schedule.

= Pay Schedules are set up by calendar year.
= Pay Schedules need to be modified for the next year.

" Make sure you set up the proper periods for the year.

= |f Bi-weekly you may have 26 or 27 periods for 2024. If so, use the copy feature
then add another period to make the 27 periods.

= Salary amounts — typically agencies pay the same amount rather than modifying it
for the year.

= NOTE: Pay Schedule Maintenance refers to Fiscal Year but actually means
(and should say) Calendar Year. Corrected for versions 7.18 and cloud.
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Pay Schedule Tips

= Salary Adjust Type — This selection 3w s
will determine how the salary button | """ | _ _
calculates salary amounts on
timecards. ol Yeur 221 Mondey Houm
[tle Sample pay schedue Tuesday Hours
= Prorate by Days — most common. oy Cycte Z Wedneadey Hours
Prorates by total days in the period. oy Aot Troe: | B TemdyHam
“;u:: :t C;a!’:\k Hours Py Hous
= Prorate by Schedule Hours — Prorates Une Lt Revason i Psd Sty Hours
based on the schedule on the right side. e e

'»_‘,; 3 Column header here 10 goup by that cobuny

= Use Last Revision in Period S ————— O VU

= Use First Revision in Period
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Add Periods to Schedule
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Open Pay Schedule to update

" Do not set up a new pay schedule @& Pay Schedule Selection - 0Kl
—you do not want to have to open | ¢ M 5 ,_
:/_ & L] 18 Y @ @ ¢
eve ry employee. Title | Pay Cycle Periods Per Year
» iBi-Weekly PayS.. BW 2
= You will need to maintain each o o v
schedule used. ols on -
|| Semi-Monthly SM 24
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Click on the Add Periods to Schedule button

7 BPB\,’ Schedule Selection Bpay Schedule Mainten...

>

B Pay Schedule Maintenance

I |
v,

File Window Help

o Refres Wy Add Periods to Schedule )’ New |3 Delete . Refilter Data @ Exit

Maintenance

-
-

i

Calendar Year: 2023 Monday Hours: 8.00
Title: Bi-Weekly Pay Schedule Tuesday Hours: 8.00
Pay Cycle: BW Wednesday Hours: 8.00|
Salary Adjust Type: | Prorate by Days v Thursday Hours: » 8.00|
_‘ Friday Hours: | 8.00
: Saturday Hours: 0.00
:. Sunday Hours: 0.00)
Drag a column header here to group by that column. ;
7 Year Period & Period Begin Date | /” Period End Date | /7 Timecard Date |/ CaICl'i‘
»E 2023 001 12/31/2022 01/13/2023 01/13/2023
2023 001 12/31/2022 12/31/2022 12/31/2022
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Select the Build Type

" Copy Latest Year — Will copy the prior &

year with a date beginning after the e
Cu rrent year dates- & Add Periods \ Wy Generate Periods ) @ Exit @ Help # Undock from MDI
Options ‘

= This selection will not allow you to

— b d

yuild Pay Schedule Periods —

add periods or change dates but will Build Type: Copyloiestear |9

copy Calculate Accruals, Timecard Buid Year 2024 §

and Deduction Cycles from the e :

current year. Begin Date: 8/12/2023 v
= Click the Generate New Periods ¥ 8/26/2023;. ........ .

button to Create penOdS on the — | Year P.. } Period Begin... } Period End ... j Timecard Date

window.

Spri@



Build types other than Copy Latest Year

= Other Build Types are available but
generate different information. Other
types do NOT copy the Timecard
Dates and other schedule
information but allow you to
generate as many periods as you
want (example is 27 biweekly periods
to cover the pay periods for 2024).

= Note: It still may be simpler to Copy,
save and add the 27t period.

BPay Schedule Selection aPay Schedule Mainten... BBL.“C Pay Schedule Pe..

Q%W Qe #
Options
Build Type: \Copy Latest Year
. , Copy Latest Year
Build Year: Weekly
Biweekly
_ Semimonthly
Begin Date: Monthly
1/15/2024
Year |P.. |4/ Period Begin... | /7 Period End ... |4 Timecard Date
| 2024 001 01/01/2024 01/31/2024 01/31/2024
| 2024 002 02/01/2024 02/25/2024 02/29/2024
| 2024 003 03/01/2024 03/31/2024 03/31/2024
|| 2024 004 03/31/2024 04/29/2024 04/29/2024
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Build Types other than Copy Latest Year

Available Types Generate Options

=" Weekly = Can select the Number of Periods

" Bi-Weekly ® Can change the Begin Date — Normally
= Semi-Monthly not necessary.

= Monthly = Will need to manually set Calculate

Accruals, Timecard Cycles and
Deduction Cycles before saving.

= Can optionally change other
information.
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Adding Periods to the Pay Schedule

» Click Generate new periods™ to H&rcadoer
have the new periods display in

R Calendar Year:
the window. S
Pay Cycle: BW

" Once the periods desired are Sy Ty v s
generated click Add Periods 2
to add them to the selected Pay

2024

Monday Hours:
Tuesday Hours:
Wednesday Hours:
Thursday Hours:

Friday Hours:

Saturday Hours:

Sunday Hours:

S C h e d u I e . Drag a column header here to group by that column

. | j Year Period } Period Begin j Period End Date
" Tip: You can add them and not

& 2024 001 12/31/2023 01/13/2024

. . . 3| 202 002 01/14/2024 01/27/2024

save in the next step ifyoufinda =+ = wose  womw
ﬂ4 2024 004 02/11/2024 02/24/2024

p ro b I em. 4 204 005 02/25/2024 03/09/2024
+ 24 s NA/10/2004 N3/23/2004

j Timecard Date j Calculate Ac j Time Card Cycle } Deduction Cycle |4

01/13/2024
01/27/2024
02/10/2024
02/24/2024
03/09/2024
M3/23/2004

N = N = N —

1
2
1
2
1
?

Q9 9 9 <
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Review and Modity new periods

" Depending on the Build Type you must review the information to
assure it is correct.

= All fields are editable.

" Timecard and Deduction cycles will likely change for Bi-Weekly or
Weekly schedules each year. These must be correct to assure

that the employees are paid and deducted properly.

" |t is not required to have Hours, Days and Weeks in the pay
schedule.

= Will copy from prior year.

= |f you key car allowance using the ‘Per Day Worked’ deduction
calculation you will not want days filled in.
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Make sure these are correct to avoid issues
during Payroll

= Check all fields but the most |

e, o | . Calendar Year: 2024 Monday Hours:
C r I t I C a a re . Title: Biweekly Tuesday Hours:
. Pay Cycle: BW Wednesday Hours:
u TI m e Ca rd Cyc I e Salary Adjust Type: | Use Last Revision in Period x Thursday Hours:
Friday Hours:
" Deduction Cycle
Sunday Hours:

| C | O S e a n y p e ri O d S yo u d O Drag a column header here to group by that column

j Year Period j Period Begin .. f Period End Date j Timecard Date j Calculate Ac... j Time Card Cycle j Deduction Cycle j Period Open

n Ot Wa nt e m p | Oyees to key e 2024 001 12/31/2023 01/13/2024 01/13/2024 v 1 1 v
&, 2024 002 01/14/2024 01/27/2024 01/27/2024 v 2 2 v

. £ 2024 003 01/28/2024 02/10/2024 02/10/2024 v 1 1 v
t | m e to . @ 2024 004 02/11/2024 02/24/2024 02/24/2024 v 2 2 v
e 2024 005 02/25/2024 03/09/2024 03/09/2024 v 1 1 v

£ 2024 006 03/10/2024 03/23/2024 03/23/2024 v 2 2 v

£ 2024 7 03/24/2024 04/06/2024 04/06/2024 v 1 1 v

el 2024 008 04/07/2024 04/20/2024 04/20/2024 v 2 2 v

£ 2024 009 04/21/2024 05/04/2024 05/04/2024 v 1 1 v

e 2024 010 05/05/2024 05/18/2024 05/18/2024 v 2 2 v

£ 2024 011 05/19/2024 06/01/2024 06/01/2024 v 1 1 v

] 2024 012 06/02/2024 06/15/2024 06/15/2024 v 2 2 v

| fll 2024 N1 _DR/A1R/2024 NR/29/2024 NR/29/2024 2 1 v
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Saving the new Pay Schedule

= After review, save the |
expanded Pay Schedule. [

Title: Biweekly| Tuesday Hours:
" Expanding the current o — T Verestan
Salary Adjust Type: | Use Last Revision in Period . Thursday Hours:

schedule will avoid having to

Saturday Hours:

make any changes to

Drag a column header here to group by that column

individual employees. =

Penod } Period Begin ... j Period End Date j Timecard Date j Calculate Ac.. j Time Card Cycle j Deduction Cycle j Period Open
b | 2024 001 12/31/2023 01/13/2024 01/13/2024 v 1 1 v
| 2024 002 01/14/2024 01/27/2024 01/27/2024 v 2 2
£ 2024 003 01/28/2024 02/10/2024 02/10/2024 v 1 1 v
e 2024 004 02/11/2024 02/24/2024 02/24/2024 v 2 2 v
£ 2024 005 02/25/2024 03/09/2024 03/09/2024 v 1 1 v
v 2 2 v

-

2024 006 03/10/2024 03/23/2024 03/23/2024
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Save Errors

Biw0Ed00 P
= |f not using the Copy option ™™=

you must complete Time Card | " B iylen &
. Ttle: BIWEEKLY Tuesday Hours: 800
Cycles before saving. B o T
" This is the disadvantage of Sday Mt Ty ety Doy | Thnyhos T
generating 27 periods for iy o T
biweekly payrolls rather than | Sty s o
copying and adding the extra Snty fors o
periOd' ‘ Drag a coumn header hre o group by tha column -
A Y. |Peiod |/ Peiod Begh.. |/ PeiodEnd .. |/ Tecard Date /) Clate Ac... | /) Tme Card Cy... |/ Deducion ... |/ Pesod Open |/ Ho.. [/ |
Note this screenshot is old but the |/# T 710 0 S A
errors show what will happen if 0w woums  oww o 5 0 o 1§ mn L
49 1 004 020420 2177202 17200 v 0 0 2 v 1

the timecard cycle is not updated.
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Add Timesheet Periods




Do | need to add Timesheet Periods?

Timesheet periods are required if time entry is being processed
outside of the Computer Checks process. Timesheet periods are

not copied from the prior year. (There is an option in Cirrus to add
timesheets to your Pay Schedule.)

" Employee Self Service — ESS will not recognize or display the new
pay schedule until timesheet periods are added.

=" Employees or clerks enter time in Timesheets or Quick Time
Entry.

=" Some custom time clock imports require timesheet periods.

" Not required if you import timecards into the Computer Check
process. This is standard in versions 7.17.0 and up.
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New Timesheet Periods

= Highlight period. |
(3Pzy Schedule Selection | @ Pay Schedule Mainten..
= Click New i | UewnRe0o?

Maintenance

= Add Timesheet Begin and End Dates. | 28] iy o

]

|

Tile: Monthly Schedule | TuesdayHows: |

® This will take time but is required if === ; \-l oo ;

using timesheets. {
Saturday Hours:

|

{ Sunday Hours:

Drag a column header here to group by that column.

! j Year | Period l] Period Begin ... \j Period End Date |j Timecard Date [j Calculate Ac... \f Time Card Cycle |,
;J_ 2024 001 01/01/2024 01/31/2024 01/31/2024 v 1
j Sequence |j Timesheet Begin Date Ij Timesheet End Date
j /172024
—
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Change the Title of a Pay Schedule

= Available in versions 7.17.0 and up.
" The Title of the Pay schedule can be modified in these versions.

Pz Schedule Selection | @ Pay Schedule Mainten..
e Wlillpod @ P

Maintenance

Calendar Year: [ 2024] Monday Hours: {
Title: l l Tuesday Hours: I
Pay Cycle: \MO l Wednesday Hours: |
Salary Adjust Type: \Use Last Revision in Period " | Thursday Hours: |
Friday Hours: |

Saturday Hours: I

|

4 Sunday Hours:

Drag a column header here to group by that column.

4 j Year | Period lj Period Begin ... lj Period End Date |} Timecard Date | j Calculate Ac... |}
il’_ 2024 001 01/01/2024 01/31/2024 01/31/2024 v
£ | 2024 002 02/01/2024 02/28/2024 02/28/2024 v
+ MN24 AN N2/2GQ/9024 n2/2N /9024 n2/2N /2024 7
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-nd of Year

Ratches




Batch Number aftects on Payroll

= Batch numbers are CRITICAL to year end payroll batches.

"Make sure your batch year matches the
check year for the checks.

" Year-to-date amounts on the checks will display by batch year.

" The batch year will set the annual maximums calculated in the
process.
= FICA
= MEDI
= Deferred Compensation
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Make sure your Payroll batch year matches
the check year for the checks.

" Look at the checks or ACH checks printed before committing.

= Support has a utility that can change batch numbers/years when
the payroll is open for later versions but cannot change
committed information.

" December 31 is a Sunday.

= |f batch is generated in 2023 for checks dated 1/1/2024the information
will be incorrect when calculated in Payroll.

" The batch month and year must equal the check date.
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Batch Numbers for Accounts Payable

= Batch numbers and years are not important for Accounts Payable.
They will not affect the 1099 information generated.

" Check dates are the critical item to get 1099 information
processed to the correct calendar year.

= Update Check dates and numbers utility in Bank Reconciliation >
Utilities exists in versions 7.15+ to allow users to change check
dates and numbers without Springbrook intervention.

= 1099s will need to be filed electronically this year. If you do not
have a TCC number, here is the IRS site to create a new user

account: https://fire.irs.sov
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https://fire.irs.gov/

Batch Numbers for Accounts Payable (cont.)

= At Fiscal Year end invoices will be posted in separate batches for
the earlier fiscal year and later fiscal year with the check batches
posted to the fiscal year matching the check year.

= Batch numbers or years do not make any difference in these
entries but can help keep batches separated if they match the
fiscal period.

Sprin;g;;)—@



W2 Preparation
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NEW for 2024: IRS Regulations have been amended, lowering the
threshold to 10 Employees. Meaning that if you have 10 or more
W-2s to issue, you must file electronically.

E-file information returns | Internal Revenue Service (irs.gov)

E-file information returns | Internal Revenue Ser...

10 or more returns: E-filing now required Starting tax year
IRS 2023, if you have 10 or more information returns, you mu...

WWW.irs.gov

New electronic filing_requirements for Forms W-2 | Internal Revenue Service (irs.gov)

New electronic filing requirements for Forms W...
Regulations section 301.6011-2 was amended by Treasury
IRS Decision 9972, published February 23, 2023, which lowers...

WWW.irs.gov
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There is also a change to how an employer can

access Business Services Online (BSO) in order to
be able to submit W-2’s to the Social Security
Administration.

Go to Business Services Online for more

information and the steps to create/use a Social
Security online account, Login.gov, or ID.me

credential to gain access to the BSO application.

We would encourage you to create your accounts
sooner rather than later as this would eliminate
frustration when it comes time to file W-2s.

Spri@

Alert

Do you need to submit W-2’s to SSA?
Business Services Online (BSO) Registration has changed!

What does this mean for you?

Your existing BSO User ID and password is no longer used to access BSO employer
services. You must use a Social Security online
account, Login.gov, orID.me credential to gain access to the BSO application.

Start by visiting our Social Security Sign in page.

If you do not have a Social Security online account, a Login.gov or ID.me credential,
you will need to create one from our BSO Welcome page. Scroll down and select
“Create Account” in the “Employers” box.

Extra security is a requirement to access the following BSO employer services:

e Wage file upload

e W-2/W-2C online

e AccuWage online

e Social Security Number Verification Service (SSNVS)
e View wage report name/SSN errors

You will not be able to use the above services without adding the additional
levels of security to your account.

Presentation Title Here)



https://www.ssa.gov/bso/bsowelcome.htm

FFCRA - Families First Coronavirus Response Act
(It your state continued this FFCRA in 2024)
IRS Notice 2020-54
= Requirement to report FFACRA wages in box 14 of the W2.

= APay Type Register will need to be run for the Pay Code and then edited
into Box 14 of the employee.

https://www.irs.gov/newsroom/treasury-irs-issue-guidance-on-reporting-
qualified-sick-and-family-leave-wages-paid
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https://www.irs.gov/newsroom/treasury-irs-issue-guidance-on-reporting-qualified-sick-and-family-leave-wages-paid
https://www.irs.gov/newsroom/treasury-irs-issue-guidance-on-reporting-qualified-sick-and-family-leave-wages-paid

W2 Checklist

= Reporting Deadlines — Make sure to file electronically by January
31, 2024.

" Check your state for their deadlines but assume it is also January 31.

» Purchase forms if desired. Use SOLV. https//tinyurl.com/SpringbrookEnter

= Download the instructions from IRS.com.
= https://www.irs.gov/pub/irs-pdf/iw2w3.pdf

= Balance and make sure Payroll information is complete and
balanced.

= Use the Manual Check process to make an adjustments if needed.

= Get all adjustment information into Payroll History to make W2
processing simple. If you have no adjustments, no action will be needed.
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Manual Check Adjustments

" Commonly needed quarterly to balance.

= Some disability, third party sick pay and worker’s comp payments require
entries.

= Sometimes Support can assist if you have a pay or deduction code
that was not marked properly during the period.
= We have an Admin utility that can modify Payroll history on employees.

* Need to caution if you have some employees that do not have FICA/MEDI if
using the Admin utility tool.
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SSNVS - Social Security Number Verification Service

-

= Export available in Payroll > Utilities > a SSNVS
SSNVS. @/ - % ®@ @

| Export Options

" Exports a file that can be uploaded to —
BSO SSNVS for Social Security Number z: E:: :’m 1;31222
verifications prior to sending W2s. | o

= *|In order to use the BSO SSNVS service,
you must have created the NEW Social

| SSNVS - Notepad

File Edit Format View Help

1 1 1 99994045TPV214THEEL ADAM R ©7011986M
Securlty Onllne accountl d Logln'gov or 299922674TPV214GROELLE DEAN A ©3141974M
1 k 999993963TPV214NEUSER DEBORAH A 12021964F

| D‘ me Cred e nt re | ° 999997627TPV214VOLT JOHN G 07241964M
999999001 TPV214KRACHT RALPH Vv ©1311973M

999997825TPV214MUELLER MIKE J 11131964M

999997448TPV214VOGT RICKY L ©2281961M

999998952TPV214LEMBERGER CHARLES E ©809194SM
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BSO - Business Services Online

" Check now to make sure you can log In to BSO.
" You can add additional services (SSN checking) if you need it.

https://www.ssa.gov/bso/bsowelcome.htm

= Accuwage — Where you upload the W2 file export.
" Must log in to BSO to get to Accuwage Online.
" Instructions on the page linked below.

https://www.ssa.gov/employer/accuwage/index.html

Spri@


https://www.ssa.gov/bso/bsowelcome.htm
https://www.ssa.gov/employer/accuwage/index.html

Tax Tables
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2024 Tax Tables

= Withholding tables have not been published yet.

" |n versions 7.17 and below tax tables cannot be modified until
your last payroll in December is completed. Versions 7.18 and
cloud have revisions so can be modified at any time With _, ... ..o oo sy men

a new revision and date. @ Payrol -] &

-~

» Tax Table setups will have documentation in December. | Processes

= Currently no webinars are scheduled to cover tax.tables. | utiities

»

%, Setup

4
W
4
7

Aggregate Deduction Ord..

Change Employee Numb

" Employee Mass Update
" Federal Tax Table Update
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New Menu Option
Payroll > Utilities > Federal Tax Table Update

= Available for 7.18 and Cloud
databases only.

= New menuitem -Youwillneed to ‘& o B won o aen
change Menu Security to access it. -

T w @9 P
= Will NOT update State tax tables. | ‘= e el it linn
_ FED 2023 H2 Head Hshid box 2 checked
= When the Year says 2024 (the next | 22 HA........ toad Tkl sep 2uncheck
calendar year), the tables are | |FeD 2023 M2 Manied Joint step 2 check
available to update E B
= This window says 2023 which FED 2023 S2 Singl/Marr Sep box 2 checked

indicates the 2024 tax tables are

not available yet.
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Federal Tax Table Update 2«00 ?

e C= Year Status Description j Filing Status
» :FED 2022 H HEAD OF HOUS...
= Select your tax table that matches LD 202 H2 HEADHOUSEH...
. . FED 2022 HH HEAD HOUSEZ2...
the code in the window. These are [ —— Ul sdiaiang
the codes and descriptions on your ol ot I i
] FED 2022 MM MARRIED JNT ...
tax tables. FED 2022 S FEDERAL TAX ..
. |FED 2022 S2 FED. SING/MAR...
1 1 1h FED 2022 SS SING/MARR SE...
= Clickin the Filing Status box to R & erin

display the down arrow to select
the table with the update il

1 f 1 —C... Year ez 7 Description j Filing Status
INforma tl on. - [FeD 2022 H HEAD OF HOUSEHOLD PRIOR 2020
EFED 2022 H2 HEADHOUSEHOLD- W42020+BX 2CKD  Head of Household - Box 2 Checke... |~
FED 2022 HH HEAD HOUSE2020 BOX 2 UNCHK Head of Household - Standard 2020 0...
- Se leCt eac h ta b le to u pd d te . YO u | |FED 202 M FED MARRIED JOINT-OLD W4'S Maried - 2019 or Prior
. . . FED 2022 M2 FED MARRIED-W4 2020+BX 2 CK Single - 2015 or Prior

can do this in several steps if Bl 22 WM WARRED AT BOX2UNCHEI

. FED 2022 S FEDERAL TAX SINGLE-old W4's
d esire d . | |FED 2022 S2  FED. SING/MAR SEP2020+ BX 2 CK

¢ |reD 2022 SS SING/MARR SEP BOX UNCHECK

i |FED 2022 X EXEMPT
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Federal Tax Table Update

= Available selections match Publication

15-T table information. s
@)rederal Tax Table Upd
= Standard indicates Box 2 is unchecked. 2x00 ¢
FIEELY
n Slngle _ Standard _|C. 4| Year ~|8.. Description # Filing Status
FED 202 H  HEADOF HOUSEHOLD PRIOR 2020
= Married Filin g Jointly - Standard J|FED 2022 H2  HEADHOUSEHOLD- W42020+BX 2CKD  Head of Household - Box 2 Checke... |~
FED 2022 HH HEAD HOUSE2020 BOX 2 UNCHK Head of Household - Standard 2020 0...
= Head of Household - Standard _|ED 02 M FEDMARRIEDJOINTOLD WeS Maried - 2019 o Prir
. e FED 2022 M2 FED MARRIED-W4 2020+BX 2 CK Single - 2019 or Prior
= Married Flllng Sepa rately (same as  |FED 202 MM MARRIED JNT BOX 2 UNCHECK
single) FED 202 S  FEDERAL TAXSINGLEold W4s

| FED 2022 S2 FED. SING/MAR SEP2020+ BX 2 CK
n Married Fi[ing Jointly—Box p) checked FED 2022 S5 SING/MARR SEP BOX UNCHECK

FED 2022 X EXEMPT
= Head of Household-Box 2 checked

= Married Filing Separately - Box 2
checked
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Federal Tax Table Update

= Save your changes.

= If you receive an error, check your g .
prior year revision dates. 0200 °
. . o C.. Year St... Description / Filing Status
= The prior year revision dates FED 202 H  HEADOF HOUSEHOLD PRIOR 2020

Q)i FED 2022 @ H2 HEADHOUSEHOLD- W42020+BX 2CKD Head of Household - Box 2 Checked .. :
| FED 2022 HH HEAD HOUSE2020 BOX 2 UNCHK

| |FED 2022 M FED MARRIED JOINT-OLD W4'S

| FED 2022 M2 FED MARRIED-W4 2020+BX 2 CK

| |FED 2022 MM MARRIED JNT BOX 2 UNCHECK
| FED 2022 S FEDERAL TAX SINGLE-old W4's

| |FED 2022 S2 FED. SING/MAR SEP2020+ BX 2CK

| |FED 2022 SS SING/MARR SEP BOX UNCHECK

L FED 2022 X EXEMPT
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Other Year End Changes

= FICA/FICAR Annual or Salary Max.* - Can set up new revision but be
sure to change the Annual and/or Salary Max to the current year value
before any employees will reach that pay amount.

= Deferred Comp Annual Max. — New revision or change the deferred
comp maximum before anyone will reach it.

= Note: If using Aggregate deductions make sure you change the right one.
= New York Retirement Tier Limits — Update to the new year limits.
= Workers Comp table changes™*- If changes are due.

" [tems marked with * are commonly changed after the quarterly
reporting is completed for the 4t quarter of the prior year. Changing
them before that can display incorrectly (depending on your versions) in
the reports.
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Updating Pay Schedules in Cirrus

In Cirrus, go to Payroll > Maintenance > Pay Schedules. Select the Pay Schedule you want to update and then
select Edit:

= Sprin/g/b-ro\oD

) Payroll e ® Pay Schedule

& Aggregate Deduction

+ ADD [ DELETE COLUMNS <
& Deduction/Benefit

Title Pay Cycle Periods Per Year

& Deduction/Benefit Type

Monthl M 12
o/ EEOC Types J

Bi-weekly BW 26
& Employee

& Holiday
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On the Edit Pay Schedule screen, the Calendar Year should be the current year and you will want to click on the
lightening bolt icon, which will Add Periods to Schedule.

X

Add Periods to Schedule.
Edit Pay Schedule Calendar Year 2023 v
Title Salary And Adjust Type Tuesday Hours Thursday Hours Saturday Hours
Monthly Prorate by Schedule Hours 0.00 0.00 0.00
Pay Cycle Monday Hours Wednesday Hours Friday Hours Sunday Hours
M Q 0.00 5.00 0.00 0.00
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If you need Timesheet B = Y=

Per|0ds to be pOPUIated, { EditPay Schedule | Build Pay Schedule Periods %
then select the option o

Generate by Period (this -
option is the most common). [

Once you have made your
selection, again click on the '
lightening bolticon to

Generate the New Periods.

Year 0 Period Period Begin Date

X
Generate new periods.

{ Edit Pay Schedule | Build Pay Schedule Periods v
Build Type Begin Date

Copy Latest Year 1/1/2022
Build Year Semimonthly Date 2

2024 - -

ber of Periods Ti Periods

Generate by Period

Timesheet Options
Timesheet Period Open
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Once the lightening bolt has been clicked on, the system will generate the pay schedules, and if you expand
under each Period, you will see the Timesheet Begin/End Date. If adjustments are needed, they cannot be
made until you select Save.

< Edit Pay Schedule | Build Pay Schedule Periods ¢ m
Build Type Begin Date

Copy Latest Year 1/1/2024
Build Year Semimonthly Date 2

2024 5/2024 )
Number of Periods Timesheet Periods

Generate by Period

Timesheet Options
Timesheet Period Open

Year T Period Period Begin Date Period End Date Timecard Date
v 2024 001 11/2024 1/31/2024 1/31/2024
Sequen. Timesheet Begin Date Timesheet End Date
1 1/1/2024 1/31/2024
4 2024 002 2/1/2024 2/28/2024 2/28/2024
4 2024 003 2/29/2024 3/30/2024 3/30/2024
4 2024 004 3/31/2024 4/29/2024 4/29/2024
4 2024 005 4/30/2024 5/30/2024 5/30/2024
4 2024 006 5/31/2024 6/29/2024 6/29/2024
4 2024 007 6/30/2024 7/30/2024 7/30/2024
4 2024 008 7/31/2024 8/30/2024 8/30/2024
4 2024 009 8/31/2024 9/29/2024 9/29/2024
a 100 ¥ Items per page 1of 1 pages (12 items)
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If you need to make updates to the Period Begin and End Dates, Timesheet Begin/End Dates, Timecard Cycle,
Deduction Cycle or uncheck toggles for Calculate Accruals or Period Open, then you will have to Double Click on the
Row that you want to update.

When you Double Click, a box will pop up on the righthand side of the screen in which you can make your changes.
The Settings allows changes to the Period Dates, etc. and the Timesheet Period allows changes to the Timesheet
Begin and End Dates.

Edit Pay Schedule Calendar Year 2024 c ¢
Title Salary And Adjust Type Tuesday Hours Thursday Hours Saturday Hours p S h d I
Monthly Schedule 2024 Use Last Revision in Period 0.00 0.00 0.00 Pay Schedule ay scheaquie
Pay Cycle Monday Hours Wednesday Hours Friday Hours Sunday Hours
MO Q 0.00 0.00 0.00 0.00 SETTINGS TIMESHEET PERIOD
SETTINGS TIMESHEET PERIOD
Year
@ DELETE  ,¢ COLLAPSE LA A Sequence:
Year Period Period Begin Date Period End Date Timecard Date Calculate Accruals Timecard Cycle Period Begin Date
2/29/2024 o
- 2024 001 1/1/2024 1/31/2024 1/31/2024 1
Period End Date _ .
Sequence Timesheet Begin Date Timesheet End Date 3/30/2024 Timesheet 399”7 Date
20/
1 11/2024 1/31/2024 Timecard Date 4/30/2024
3/30/2024
> 2024 002 2/1/2024 2/28/2024 2/28/2024 1

Timesheet End Date
Calculate Accruals ' '
> 2024 003 2/29/2024 3/30/2024 3/30/2024 1 5/30/2024
Timecard Cycle
1

4 2024 004 3/31/2024 4/29/2024 4/29/2024 1
. Deduction Cycle
> 2024 005 4/30/2024 5/30/2024 5/30/2024 L B 1
> 2024 006 5/31/2024 6/29/2024 6/29/2024 1
Period Open
> 2024 007 6/30/2024 7/30/2024 7/30/2024 1 Hours
0.00
> 2024 oos 7/31/2024 8/30/2024 8/30/2024 1
Days
4 2024 009 8/31/2024 9/29/2024 9/29/2024 1 =100
Weeks
> 2024 010 9/30/2024 10/30/2024 10/30/2024 1 4.43

» 2024 011 10/31/2024 11/29/2024 11/29/12024 1
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Once changes have been made, or if everything is correct in general, select SAVE in the upper righthand corner.

Calendar Year 2024 o ¢ m

Pay Schedule

SETTINGS TIMESHEET PERIOD

Year
2024

If you notice that the Save button is not illuminated, uncheck one of the toggles and recheck it. This will prompt
the Save button to illuminate.

Spril;ég;;)—@




darcy.danheiser@sprbrk.com

emily.shipley@sprbrk.com
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