INSTRUCTION FOR GIFT AND BONUS EARNINGS CODES

Section 1: Gift

For the Holidays if your location gives gifts of cash or checks (this includes cutting a school or parish check as a bonus
and handing them out to employees) please record this in payroll using the Gift earning code.

e If you're cutting a Parish or School check or handing out cash as employee’s holiday bonus

e If you cut a check record the information in 101 by using the Gift earning code
1. Under Hours and Dollars screen go to the Earning codes drop down menu and select the Gift earnings code
2. Enter the amount of the check in the other earning box to the far right.
3. Save and Done.

[ Online Payroll Service: X [ Hours and Dollars Det X [ Total Employse Costs X [ Online Timekeeping X [ web Clock »
<~ C 7t | & https://secure2.icipay.com/cgi-bin/rphadcgi3.exe
2% Apps Favorites [ Report Archive 4 Roman Catholic Dioc: M Suggested Sites Imported From IE Web Clock [ Online Time and Atte
1O¥ Payy ss8
— b &1
Logout Documents Contact Us Learning Center Themes m
Select Company Ds000 PASTORAL CENTER 150 ABDENOUR, CHRISTINE M{Terminate | screen pick -

Notice Board -
Detailed Hours Entry

Company Maint.

Global Utilities Check Mum Dept Employee Number Include salary in preview?
o1 v 4450 150 Preview Check
Begin Payroll Pay Cycle Pay Code Labor Distribution Default E
Bi-Weekly Hourly 4450
Employee Maint. 00000
Salary Hourhy1 Hourhy2 Hourly3 Service
Hours & Dollars ooooo
0oooo
Import Urility
0o0e0
Line Options >>
00000
Browse Transact
Earnings Code Regular Overtime Double Rate Ctl. Special Rate Other Earnings 00000
Paycheck Options L GIFT- GIFTIMP EMPLGO v v 100.00
00090
Extended Hours & Labor Distribution Comment
Dollars 00090
v
Tims Card Detailz 00090
Earnings Code Regular Owertime Double Rate Ctl. Special Rate Other Earnings
Custom Hours Entry 2  _REGULAR-R A4 20.000 v 15.0000 00090
alarce Payr 00090
Balance Payroll Labor Distribution Comment
Hours & Dollars Proof w7 ooogo
Listing Repart
. . B . 00000
el Mot Paid Earnings Code Regular Overtime Double Rate Ctl. Special Rate Other Earnings
oyees No
Pt 3 _REGULAR-R - v 00000
Preview Payrol Labor Distribution Comment 00000
ADJUSTMENT S | M 00090
- - [sls]sl=]s}
Totals 00090
D A stmant Bamrt Regular Over Time: Doubie: Other
’ 80.000 $ 100.00 00090
Check Void * NOTE: Totals are recalculated when record is saved 00090
Maintenance
Finish & Process 00090
00000

Human Resources




The employee’s earning should appear on the payroll register, please see example below.

e Please be advised the Gift earnings code DOESN’T PAY.
e This is used to record and tax the value of a check or gift.
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If employees are to receive Gross Up Bonus (this is used when you want to pay employees a specific Net or Dollar
Amount for a bonus and then gross up the taxes).

In 101/Prime Pay from the Forms and Links page go to the bottom of the page and select Paycheck Calculators.
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Then Select (Gross-up Calculator)
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Verify at the top of the calculator page that the tax year and state are correct.
e Enter the net amount of the bonus, for example if it’s $100, in the Net Pay Box.
e Change the Pay Frequency to Biweekly



e Change the Federal Supplemental Flat to Yes
Iz PRIMEPAY.
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Next: Scroll down to the State Information
Under State Information
e Change the State Supplemental Flat to Yes
e Change the Supplemental Type to Bonus

Next: Scroll down to the bottom and select Calculate
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Use this information below to enter in to the IOl Year to Date Adjustment screen.
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Select the Employee, who's receiving the bonus, from the employee list to the right.
e Then click on the white square with the bent corner.
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Under Category, use the drop down menu to select Earning.

Under Code, use the drop down menu to select Bonus.

Enter the Bi Weekly Gross Pay amount from the 101 Pay(PrimePay) Calculator
Then go to the Taxes tab
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Enter the taxes from the 101/Prime Pay calculator page.
101 Pay
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Go to the ACH & Balancing tab
e Review the balance information you’ve entered.
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Enter the Net Check Amount from the 101 Pay calculator (Net Pay $100.00) and click Save and you’re done.




