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Conventions Used In This Manual

Every effort has been used to try to make this manual as useful and informative as possible. To accomplish that
goal, several conventions have been used to assist the reader. Throughout the manual, the terms process and
activity are generally used interchangeably. The Appendix to this manual contains information about other parts
of BIS® that are related to the Union module.

A Caution These boxes contain warnings about things that MUST checked, or of items
to be aware, before proceeding. In many cases, the advice is to check with the
company C.P.A. or other tax advisor.

Y Tlp Tips offer special information, considerations, or other insights when undertaking the
task described.

Hyperlink

A hyperlink is shown with an underline as it is shown by default in the program. Hyperlinks may be found in
screen forms or in screen previews of reports.

Access
Menu access to selected items is shown in the two or three ways available (depending on the item). Here is an
example for access to a functional menu element:

Inventory Items - Menu Access

Modular Menu Access
List | Inventory Items

Standard Menu Access

List | Inventory Items

This represents access to Job Scheduling from the Standard menu.
Here are examples accesses to a report from different menus:
Access to Inventory Back Ordered

Module Menu with Reports Group

AP | Reports | Inventory Back Ordered

Module Menu with Reports List
AP | Inventory Back Ordered

Standard Menu
Reports | Accounts Payable | Inventory Back Ordered

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass [<] icon.

The Union module is often referred to as UN.
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Section 1 — Union Overview

Builder Information System's versatile Union Payroll module supports an unlimited number of user-definable
contributions from employer and employee under hours worked or hours paid. With BIS®, deductions are
automatically handled.

4 Caution The Union module requires the installation and use of the Payroll module.

b Tlp Union information is only loaded if the Employee is marked as a union employee on
the Default tab.

Union Payroll Features

Works in conjunction with the Payroll and Job Cost modules

Allows for easy and fast union reporting

Unlimited number of classifications and contributions per union

Contributions may be taxable, dollar per hour worked, dollar per hour paid, percent of gross, percent of
reduced gross or Fixed Amount

®m User Definable Fields

Union Payroll Reports
® Union File Summary, Detail, Extended, or Udf
® Union Report Summary or Detail
B Employee Union Deductions Summary or Detail

For union employees, the code representing the union and the employee’s union classification can be recorded.
Union information can be changed through the Job Cost screen from the Hours tab during payroll entry.

To set up union classifications:

1. Select Union from the List menu.

2. Enter a unique code to represent this union, then record the union name, address, contact and account
information.

3. On the Accounts tab, record the posting accounts for taxable union additions and deductions. If the
employee deductions are required by this union, place a checkmark by the Employee Deduction option
and enter the payable account used to post these deductions.

4. Job classification codes and descriptions for this union are typed in the appropriate columns on the
Classifications tab.

5. Follow instructions for entering company and/or employee rates, as required by this union.

The Company union rates are entered in order for BIS® to keep track of the amount owed by the company for
each employee. Company rates will only be reflected during payroll entry if they are taxable, however the
company amount owed can be viewed through the Union Reports.

For any taxable company rates, BIS® will add automatic adjustments to the employee’s payroll records. A Union
Tax Automatic Addition (code 26) will be added for the taxable amount so that BIS® can calculate the tax
withholding correctly. A Union Tax Automatic Deduction (code 56) will also appear to remove the amount from
the employee’s net after taxes are calculated.
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Union

To record company paid union rates:
1.

v

0.
1.

Select Union from the List menu.

Locate the union record by using the Find, Lookup or navigation buttons.

Go to the Classifications tab.

Click on the line item that contains the correct classification, and then click the Company Contributions
button.

5. At the Company Contributions screen, click the Add button.
6. Provide the Effective Date then click Insert Line.

7. Enter the description of the contribution.

8.
9
1
1

Enter the rate and select the rate type.
If the contribution is taxable, place a checkmark in that box.
Repeat to insert addition contributions.
When all contributions have been correctly entered, click Save to return to the Classifications form.

If Employee union rates are required by a union, they must also be recorded. Employee rates will cause BIS® to
add a Union Automatic Deduction (code 55) during payroll entry for each union employee.

To record employee paid union rates:
1.

v

02N

Select Union from the List menu.

Locate the union record by using the Find, Lookup or navigation buttons.

Go to the Classifications tab.

Click on the line item that contains the correct classification, and then click the Employee Contributions
button.

At the Employee Contributions screen, click the Add button.

Provide the Effective Date then click Insert Line.

Enter the description of the contribution.

For each contribution, enter the rate and select the rate type.

When all contributions have been correctly entered, click Save to return to the Contributions form.
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Section 2 — Menu Access

In order to record union information in conjunction with payroll, it is first necessary to set up Union master
records, including classifications. Once union classifications have been established, company rates and employee
rates can be recorded for each classification. Those rates will be included in the payroll for any union employee.

This form maintains union information, including contact information, classifications, posting accounts, company
contributions, and employee deductions. This is a master record that must be completed prior to entering payroll
records for any union employee.

NV Tlp The Union functionality is only available if the Union module is installed.

Modular Menu Access
Union | Union

Standard Menu Access
List | Union

New Record

Initial access to Unions from the menu opens the Unions - New form. This form is used to enter new Union
information. However, access to a new form when another job record is on the screen only requires pressing
Ctrl+N or using the New [ icon on the toolbar. The system will ask if changes to the open record should be
saved.

Figure: UN-1 e (228 E=E )
Union Main tab screen : e .

Main  Accounts  Classifications  UDF  History Notes
form sample.

Union Code |

Union Name

Street Address 1

Street Address 2

City

State o

Zip Code
Telephone

Fax

Account Number
Contact Name

Editing an Existing Record

The list of Unions can be examined by clicking on the Magnifying Glass [4] icon (at the top of the screen) or
pressing Ctrl+F and double clicking on the item of interest. Records can be edited either by using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.
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Figure: UN-2 =
Union Find/Search screen.

]
[

B8

Search

Search for
Search in Union Code lz‘
Condition Begin with lz‘
|:| Case Sensitive
Union Code Union Mame Telephone Fax i
1000 Labarer's Union (805)543-7000 | (305)534-1595
1001 Electrical Worker's Union | (805)543-7000  {305)534-1535

Scrolling Through Union Records

Users can scroll through the Union records by using the navigation buttons on the toolbar at the top of
the screen. Clicking on the First [i] icon (at the top of the screen) will open the first record of the list according
to Union Code. Clicking on the Previous L4 icon (at the top of the screen) will open the immediately previous
record of the list according to Union Code. Clicking on the Next [2]icon (at the top of the screen) will open the
next record of the list according to Union Code. Clicking on the Last [4]icon (at the top of the screen) will open
the next record of the list according to Union Code.

Figure: UN-3 = Union - 1000 - Laborer's Union E@
Sample Union Main tab
screen form for editing.

" Accounts  Classifications  UDF  History Notes

Union Code 1000

Union Name Laborer's Union
Street Address 1 15600 Ventura Blvd,
Street Address 2

City Endino

State CA |2 | california
Zip Code 91316

Telephone (B05)543-7000

Fax (B05)534-1585
Account Number 100011111111
Contact Name Lina Archer

Edit

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record and modifications can be made on the cloned
record. Once the source record is brought to the screen, use the Clone Record [ icon on the toolbar. The system
will ask, “Do you want to clone this record?” Click on the Yes button to clone it or click on the No button to
leave this process. Records can be edited as described. However, the cloned record will require a new Union
Code to be saved as a new record.



Union

UN-5

Figure: UN-4

Cloned record. Note that
all of the initial fields
except for the Union Code
and State match the
source record.

= Union - New

Main  Accounts  Classifications  UDF History  Motes

Union Code

Union Name
Street Address 1
Street Address 2
City

State

Zip Code
Telephone

Fax

Account Number
Contact Name

Laborer's Union
15600 Ventura Blvd,

Encino

=}
91316
(805)543-7000
(805)534-1595
100011111111
Lina Archer

Deleting an Existing Record
Once a Union Code has been saved, it cannot be deleted if it has been used in any transactions. Once the source
record is brought to the screen, use the Delete %] icon (at the top of the screen). The system will ask, “Do you
want to delete this record?” Click on the Yes button to delete it, or click on the No button to leave this process.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Main Tab
The Main Tab of the Union Master Record is used to record general Union information.

Figure: UN'5 1= Union - 1000 - Laborer's Union EI
Sample Union Main tab
screen form for editing.

EAEEDunts Classificatons UDF  History Motes

Union Code 1000

Union Name Labarer's Union
Street Address 1 15600 Ventura Blvd.
Street Address 2

City Encino

State CA || California
Zip Code 91316

Telephone (805)543-7000

Fax (805)534-1595
Account Number 100011111111
Contact Name Lina Archer

Edit

Union Code
Enter the union code desired. Any 10-digit alpha or numeric character or combination of both can be used in the
Union Code. BIS® checks for duplication. A warning will appear if an existing code is entered.

Please note that the underlined Union Code title is a hyperlink field as well as the description of the information
to be entered. Right-clicking on the Billing Code title hyperlink directly accesses the Union File report.

Union Name
This field records the full name of the union represented by the Union Code selected. This is an alphanumeric
field limited to 30 characters.

Address 1
This field records the primary street address. This is an alphanumeric field and is limited to 30 characters.

Address 2
The secondary street address is recorded in this alphanumeric field and is limited to 30 characters.

City

This field records the city as an alphanumeric field, up to 30 characters.

State

The state abbreviation may be typed manually or selected from the list of defined state codes. Click on the Find
tool, or the drop-down button (whichever is available on this form) to see an extended list of states. This is a
two-character field.

Zip Code
This field records the postal zip code. This number limited to nine characters and will be formatted automatically
as 99999-9999 as the number is entered. This field is masked to accept only numeric values.

Telephone Number
This field records the telephone number. This number limited to ten digits and will be formatted automatically
as (999) 999-9999 as the number is entered. This field is masked to accept only numeric values.
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Fax Number
This field records the facsimile (FAX) number. This number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered. This field is masked to accept only numeric values.

E-mail

This field records the electronic mail (email) address. It is an alphanumeric field limited to 35 characters. Please
note that if entered correctly as an email address, the field becomes a hyperlink field. If the hyperlinked email
address is accessed (by double-clicking), it will open the default email program. This field is also used in BIS®
to address internal emails with reports attached.

Account Number
This field records the company’s account number with the union. This is an alphanumeric field limited to 15
characters.

Contact Name
This field is used to record the contact person’s name at the union. It is an alphanumeric field limited to 30
characters.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [dl button on the toolbar or press
Ctrl-S to save the changes.
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Accounts Tab
The Account section is used for listing the general ledger accounts used for posting union contributions and
deductions.

Figure: UN-6 = Union - 1000 - Laborer's Union = =~
Union Accounts tab screen PR :
Main {Accounts : Classifications UDF  History MNotes
form sample.
Employee Deduction
Union Payable Account 2410 Q| Union Payable 1
Union Taxable Accounts
Union Taxable Addition Account 2410 Q| Union Payable 1
Union Taxable Deduction Account | 2410 Q| Union Payable 1
Edit
Employee Deduction

If an employee deduction is required for this union, this box should be checked. This option enables entering
the Union Payable Account field below to which the employee deduction will be posted.

Union Payable Account
This field is used to record the default payable account to which union payables, processed in payroll, will be
posted. This may be selected from the Chart of Accounts by using the Find tool.

Please note that the underlined Union Payable Account title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Union Payable Account hyperlink accesses a selection of reports that can be directly accessed.

Figure: UN-7 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by rlght-cllcklng on the Chart of Accounts Tree Structure
field name hyperlink. m——

Union Taxable Addition Account
This field is used to record the default account that will be increased for tax collected on union taxable additions
when BIS® posts payroll checks. This account may be selected from the Chart of Accounts by using the Find tool.

Please note that the underlined Union Taxable Addition Account title is a hyperlink field as well as the
description of the information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form.
Right-clicking on the Union Taxable Addition Account hyperlink accesses a selection of reports that can be
directly accessed.

Union Taxable Deduction Account

This field is used to record the default account that will be increased for tax collected on union taxable
deductions when BIS® posts payroll checks. This account may be selected from the Chart of Accounts by using
the Find tool.

Please note that the underlined Union Taxable Deduction Account is a hyperlink field as well as the description
of'the information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking
on the Union Taxable Deduction Account hyperlink accesses a selection of reports that can be directly accessed.
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Classifications Tab

This table is used to enter the various union classifications and descriptions. Use the arrow keys or mouse to
highlight a Classification or Description cell and type the correct information. To record the company and
employee contributions, select the classification and click the appropriate button to open the Company
Contribution data entry form or the Employee Contribution data entry form.

Flgure: UN-s = Union - 1000 - Laborer's Union EI@
Union, Classifications tab s :
Main Accounts Classifications  UDF  History MNotes
screen form. —— .
_|Classification Description Co. Amount Co. Percent Emp. Amount Emp. Percent Co, Effective Emp, Effective  »~
o/ SN | #rorentice 1 0.750 1.500 1.000 0.000/01/01/2017__|01/01/2017 ]
| |az Apprentice 2 0.750 1,500 1.000 0.000/01/01/2017  |01/01/2017
[ Journeyman 0.750 1.750 1.250 0.000/01/01/2017  |01/01/2017
| |a3 Apprentice 3 0.750 1.500 1.000 0.000|01/01/2017  |01/01/2017
| |Ad Apprentice 4 0.750 1,500 1.000 0.000/11/01/2018 11/01/2018
las Apprentice 5 0.750 1.500 1.000 0.000/01/01/2019  |01/01/2018
|12 Journeyman 2 0.750 1.750 1,250 0.000/03/01/2019  |03/01/2018
([ EE] Journeyman 3 0.800 1.900 1.350 0.000/01/01/2020  |01/01/2020
L |33A Journeyman 3 Advanced 0.800 1.500 1.350 0.000 07/28/2020  |07/29/2020
| |34 Journeyman 4 20.050 0.200 2.400 0.000/08/05/2020  |01/01/2021
B 0.000 0.000 0.000 0.000] [/ L
L v
K >
Clone Classification Company Contributions Employee Contributions
Edit

Company Contributions Button

Click on the Company Contributions button to open the Company Contributions data entry screen that allows
entering detailed information about the company’s contributions for the union classification selected. This table
is used to enter the various union classifications and descriptions. Use the arrow keys or mouse to highlight a
Classification or Description cell and type the correct information. Use the Insert button to open a new line.

When the Company Contributions button from the Classifications tab of the Union form is selected, the Company
Contribution data entry form appears. The information displayed here applies only to the classification selected
at the time the Company button is clicked. Multiple contributions can be listed here by typing the contribution
description and rate on each line.

Y Tlp Contributions that are not taxable will not appear on the employee’s payroll totals.
When the payroll check is run, BIS® will create an automatic journal entry for the
amount of the union company contribution.

Figure: UN-9 e "—_— - e
Union, Classifications tab, | 1000 Laborer Unon

Company Contributions - =

screen form.

Effective Date Contributions

Date __ a Contribution Rate/Amt Rate Type Toxable & Add
o1j01/2017 | vacation 1,500 4 Percent of Reduced Gross
Training 0.750| 1 Dollar per Hour Worked | []

Edit

Delete

M

L

v Qose
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To Add Company Contributions

Clicking the Add button will bring up the Add form. On the Add form first enter an Effective Date. Then click
the Insert Line and enter the Contribution description, Rate or Amount, Rate Type and check whether it is
Taxable. Click Insert Line to add an addition contribution.

Effective Date
Enter the Effective Date for the contributions. As the Union rates change they will be updated and applied and
reported accordingly.

Contribution Column
Enter or modify the name of the company union contribution category in the contribution column.

Rate
Enter or change the contribution rate for the selected line.

Rate Type
The rate is entered as either a rate per hour or a percentage, depending upon the rate type selected. Use the drop-
down tool to select the correct rate type from the following choices:

Dollar per Hour Worked

Dollar per Hour Paid (can include overtime)
Percent of Gross (before taxes)

Percent of Reduced Gross (after taxes)
Fixed Amount

kLD =

Taxable

A contribution may be specified as subject to income tax by placing a checkmark in the Taxable column. When
a company contribution is taxable, BIS® will automatically create a Union Tax Automatic Addition (code 26)
and a Union Tax Automatic Deduction (code 56) in the union employee’s payroll record for the taxable
contribution. The automatic feature will allow the income taxes to be accurately calculated without adding to the
employee’s net pay.

Insert Line Button
Click on this button to add a new line to the Company Contribution list.

Delete Line Button
A Company Contribution line may be removed, provided it has not yet been subsequently used, by clicking on
the Delete button.

Save Button
Clicking the Save button will save the information and return to the Company Contributions, Contributions by
Date form.

Cancel Button
Clicking the Close button to close the form and return to the Company Contributions, Contributions by Date
form.

Employee Contributions Button

Click on the Employee button to open the Employee Contributions data entry screen that allows entering detailed
information about the employee’s contributions for the union classification selected. This table is used to enter
the various union classifications and descriptions. Use the arrow keys or mouse to highlight a Classification or
Description cell and type the correct information. Use the Insert button to open a new line.
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When the employee button from the Classifications tab of the Union form is selected, the Employee Contribution
data entry form appears. The information displayed here applies only to the classification selected at the time the
Employee button is clicked. Multiple contributions can be listed here by typing the employee description and rate
on each line.

Figure: UN-10 #4 Employee Contributions =
Union, Classifications tab, | usn 100 Labore's Urion

Employee Contributions Sl e

screen form.

{Contributions by Date |
Effective Date Contributions

~ tributi Rate/Amt Rate Type ~ Add
Urion Dues 1.000 1 Doliar per Hour Worked

Date
01/01/2017 |

Edit

Delete

2 ) ] ) ) ) B

I Y Y

To Add Employee Contributions

Clicking the Add button will bring up the Add form. On the Add form first enter an Effective Date. Then click
the Insert Line and enter the Contribution description, Rate or Amount, Rate Type and check whether it is
Taxable. Click Insert Line to add an addition contribution.

Effective Date
Enter the Effective Date for the contributions. As the Union rates change they will be updated and applied and reported
accordingly.

Contribution Column
Enter or modify the name of the employee union contribution category in the contribution column.

Rate
Enter or change the contribution rate for the selected line.

Rate Type
The rate is entered as either a rate per hour or a percentage, depending upon the rate type selected. Use the drop-
down tool to select the correct rate type from the following choices:

Dollar per Hour Worked

Dollar per Hour Paid (can include overtime)
Percent of Gross (before taxes)

Percent of Reduced Gross (after taxes)
Fixed Amount

nhk LD =

Insert Button
Click on this button to add a new line to the Employee Contribution list.

Delete
A Employee Contribution line may be removed, provided it has not yet been subsequently used, by clicking on
the Delete button.

Close Button
Click on the Close button to close the form.
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udf Tab
This tab will display up to thirteen User Definable Fields that can store additional information in the Master
Record. Click the Define Fields button to add new fields and manage existing fields.

&Y Tlp The Udf function is generally employed after installation is complete.

Fig.ure: UN-11 =3 Union - 1000 - Laborer's Union EI
Unlon’ Udf tab screen form Msin  Accounts Classifications {UDF : History = Motes
with one example of a user| ~ ° B B
defined field Contribution Sched. Monthly
Define Fields
Edit
Define Fields Button

User Definable Fields may be added to the Unions, Vendors, Employees, Inventory Items, Worker's Comp.
Classifications, Union, Sales Tax Codes, Salespersons, Jobs, and Equipment master records for customizable data
storage. Up to 13 different fields can be added to each master record. These fields are either character, numeric,
date, or logical in nature to give the maximum flexibility in creating exactly the type of field needed to store
data.

Figure: UN-12 [=4] User Defined Fields for Union ol @ ==
Sample User Deﬁned FIEIdS Field Caption Type Length Dec Display Order  »
for Union screen form. vlcarme [ Contribution Sched. c CI i[]
I- '
() ] )

All pre-existing fields will be listed in the User Defined Fields form. New fields can be created and existing fields
may be edited or deleted from this form. In addition, the order the fields are listed may be adjusted by changing
the Display Order.

Field
This field displays the field name for a User Definable Field that was entered upon creation. Once a field name
is assigned, it cannot be altered.

Caption
The Caption field displays the caption that will be shown next to the field on the Udf tab of the associated master
record.

Type
This field displays the letter C (character), N (numeric), D (date) or L (logical) for the field type.
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Length
The Length field displays the maximum number of alphanumeric characters that may be saved within this field.

Decimal
The decimal field displays the number of decimal places that will be displayed. Only numeric fields have a value
greater than zero.

Display Order

The Display Order field shows the numeric order of the field for the Udf tab of the associated master record.
A “1” designates the field as the first or top field on the tab, while higher numbers indicate a lower placed field
on the tab. The Display Order value may be changed here for reordering purposes.

New
The New button is used to create a new character, numeric, date or logic field for this Master File.
Figure: UN-13 =2 New Field for UNINFO =] @

Union Udf tab New Field

Field Name:
screen form.

Caption:

Type: Character |«

Tool Tip Text:

Format:

Length: 10 15 [JUse as a Find field to Search In
Decimals: 0 [ Use as a Report Query field

[Juse it in Report Writer

oK Cancel

Edit

The Edit button is used to alter character, numeric, date or logic fields previously created for this Master File.
The fields, Field Name, Caption, Type, Length, and Decimal are the same as those in the parent form, shown
above.

Figure: UN-14 = Editing Field [CONTIB] in UNINFO =] @ [
Union Udf tab Editing Field

screen form Field Name: CONTIB
' Caption: Contribution Sched.
Type: Character |~

Tool Tip Text: Enter the Contribution Schedule
Format:
Length: 10

Decimals:

[JUse as a Find field to Search In
[Juse as a Report Query field
[Cuse itin Report Writer

A4l

oK Cancel

L Ti
p The following chart shows the relationship of the available types to the other
controls.
Type ERCe Format Length Decimals
yp Text g

Character || Available |User Defined| Available N/A
Numeric Available |User Defined| Available Available
Date N/A N/A N/A N/A
Logical N/A N/A 1 (Preset) N/A
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Tool Tip Text
The Tool Tip Text field is used to enter a tip that will appear when the user floats the mouse cursor over the field
in the Udf tab screen form.

Figure: UN-15 = union - 1000 - Laborer's Union =N =R
Union file Udf tab screen
. . Main  Accounts  Classifications  UDF  History  MNotes

form showing the Tool Tip

. . ibuti g jonthl
for the first field listed. Gl

Enter the Contribution Schedule]
[Define Fields.
Edit

Format

The Format field is used to control the appearance of the user’s entry to the Udf field. If the format entry is the
letter, a, h, 1, n, u, w, or x, the user’s entry is unchanged. If the format entry is the letter y, the user’s entry is
changed to all capital letters. Using any other letter will cause the user entry in that position of the field entry to
change to that particular letter, number, or character.

Length
The Length field is used to enter the number of characters of the entry to the Udf field.

Decimals
The Decimals field is used to enter the number of decimals of a number field (only) of the user’s entry to the Udf
field.

Delete
The Delete button is used to remove any previously saved character, numeric, date or logic fields for this master

file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.
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History Tab
The History tab displays Contribution updates by effective date.

Figure: UN'15-1 =3 Union - 1000 - Laborer's Union EI@
Union file History tab :
screen form showing the

Main Accounts  Classifications  UDF

: : H * Union Classification Contributions effective date 03/09/ ~
Contrl bUtlons by effeCtlve * Union Classification Contributions effective date 01/01)
d t * Union Classification Contributions effective date 08/05/
ate. * Union Classification Contributions effective date 01/01)

* Union Classification Contributions effective date 11/01)
* Union Classification Contributions effective date 01/01)
* Union Classification Contributions effective date 03/01)
* Union Classification Contributions effective date 08/22)
* Union Classification Contributions effective date 01/01)
* Union Classification Contributions effective date 07/29)

w

Refresh Preview History

Edit

Refresh Button
The Refresh button will update Contribution information recently entered.

Preview History Button
The Preview History button will display the Contribution information as a notepad text document which may be

printed and/or saved.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: UN-16 ﬂ Union - 1000 Laborer's Union EI@

Sample Union master e

record Notes tab screen B, Aoty || e |

form . 1. Meet with Union shop steward every 4th Thursday of the month. -
Edit

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.
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Section 3 — Union Reports

This section covers the reports available for Union. Access to specific reports begins with the Query screen that
enable users to select the particular variation needed. As with other reports in BIS®, reports can generally be one
of 3 types: Summary, Detail, and Extended. Most reports offer the ability to select an “Order By” setting, and
often have several choices of fields for that choice. Additionally, most reports have a variety of Options allow
certain elements to show or not on the report. Finally, most reports offer a listing of fields that can allow a refined
selection of data. The Report Query will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open a pop-up report menu related to that field. Either method opens a report setup form depending
upon the type of report selected. Reports offer the opportunity to view all records and activity for a company.
Reports are an easy way to view the effects of specific transactions. They are also a good way to get a summary
view of either all transactions of a specific type, all entries for a single account or file.

BIS® reports allow the user to enter the exact specifications of what the report will contain. Make it as detailed
or simple as needed. Narrow or broaden the search criteria to allow as few as one record, or as many as all
records pertaining to the topic.

Once the criteria have been entered into the report form, the report can be viewed on the screen by clicking the
Preview button. A window will open to display the report. This is useful for detecting any errors in setting up
the report before actually printing it on paper. Use the scroll bars on the right side and bottom of the screen to
move around the page.

When previewing a report, the usual toolbar will disappear and the preview toolbar appears. After closing the
preview of the report and returning to the Report form, the report can be printed. Select Print, either from the
File menu or by clicking the Print button on the main tool bar. The Print dialogue box will open. Specify whether
to print the entire document or select certain pages to print. Also, select the number of copies desired and which
printer to use.

Reports can be viewed on the screen, printed, and exported. In other editions of BIS®, reports can be exported
and emailed in up to six different formats. Most reports have hyperlinks that enable users to either drill down to
the source record, or by right-clicking, open a list of other reports and functions related to the hyperlink field
selected.

Report Toolbar Controls
There are a number of controls that affect reports and how they are rendered. Initial access comes from the
Reports Toolbar

MW= N e |
Figure: UN-17
Report Toolbar

Preview

The Preview icon works with the Report and printing functions, allowing previews in WYSIWYG (What You
See Is What You Get) mode. As with other screen elements, these report previews can be tiled or layered with
the BIS® MSD (Multiple Screen Display).

Print (Ctrl+P)

The BIS® Print icon causes the current report to be sent to the print spooler so that it can be printed by the
default or selected printer accessible to the sending computer.
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Export Report

The Export Report icon exports the current report in up to six different formats, depending on the edition of
BIS® used. Standard edition users can export in DOS TXT, Microsoft® Excel® WKS, and Adobe® PDF formats.
Professional edition users add Microsoft® Word® and the graphical TIFF formats. Finally, Enterprise edition
users can also export in HTML format.

Email Report

The Email Report icon enables Professional and Enterprise edition users to email reports from directly within
BIS. The available formats for these editions are the same as listed for Export above.

Preview Toolbar Controls
Once a report is opened, and appears on the screen, an additional Preview Toolbar opens.

Table of Contents

The BIS® Table’s of Contents icon adds a table of contents to the left side of the screen report. Using a
familiar Explorer-style format, each primary record of the report can be directly accessed, eliminating the need
for laborious searching.

Show/Hide Ruler
The Show/Hide Rule icon reveals or hides a ruler guide to the top and side of the report. Users of word
processing and some graphics programs should be familiar with this feature.

Copy Page
The Copy Page icon copies the current page of the report to the Windows® Clipboard.

Find
33 The BIS® Find icon enables users to find or search for a particular piece of data in the current report.

Disi lay Pages
The Display Pages icon controls how many pages of the report can appear on a single screen and how they
are arranged. The choices are: 1x1, 1x2, 1x3, 2x1, 2x2, and 2x3.

Zoom in
The Zoom in icon enlarges the screen image by preset percentages.

Zoom Out
The Zoom in icon reduces the screen image by preset percentages.

Zoom Control

The Zoom Control drop-down allows enlarging or reducing the screen image by preset percentages: 25, 50,
75, 100, 125, 150, 175, 200, 400, and 800, as well as Page Width and Full Page.

Navigation Buttons

[T ERE bW The navigation button icons provides a way of moving through pages of the report. In
sequence, they are: the First Page, the Previous Page, the Next Page, and the Last Page. The numeric information
in the center indicates which page is showing or selected out of the total number of pages in the report.

Backward
The Backward icon reverses the order of the pages of the report that appear on the screen.
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Forward
The Forward icon resets the order of the pages of the report that appear on the screen.

Hyperlink Appearance
ab -| The Hyperlink Appearance icon controls how the hyperlinks will appear on the displayed report (and any
report printed from the preview).

Figure: UN-18
Hyperlink format options
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Refresh
The Refresh icon updates the report with the latest data from the program.

List Reports

The majority of BIS® reports are list reports. This section explains how to set up a list report and define the
search criteria on which to base it. If the criteria specified do not yield any records, BIS® will not allow the report
to be previewed or printed.

My Query
The My Query option enables the user to save multiple sets of query conditions (and is described in greater detail
below).

Report Type
Select the type of report, which generally determines the level of detail contained in the report itself. The amount
and type of detail available vary from report to report.

Order By

Use the drop down menu tool in the Order By option to select which field should be used to list entries. Some
reports can only be ordered by a certain field. If applicable, choose whether the entries will be shown in
ascending or descending order. For example, ascending alphabetical listings display A-Z entries, while a
descending list orders Z-A entries.

Options
The choices given in the Options box allow the report to be further defined. To select any of these options, check
the corresponding box.

Filter

The listing at the bottom of the form defines which records will be included in the report. Data can be selected
for inclusion by the fields displayed in this area. A variety of criteria can be used to make the report as narrow
or broad as necessary.

First select an operator from the drop down list in the Operator field. Depending on which operator is chosen,
the Beginning and/or Ending fields may need to be filled with data based on the field type. Sometimes a drop-
down menu is made available in these columns so that records on file can be selected.
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Operators

All Shows all records

= Displays only records with data matching the data in the Beginning column.

On Date Run For Date fields only; this dynamic operator uses the system date for the program

Day # of Month For Date fields only; this dynamic operator uses the pres-selected specific day of the

month
First Day of the Month For Date fields only; this dynamic operator uses the first day of the current month
Last Day of the Month For Date fields only; this dynamic operator uses the first day of the current month

In Includes all records contain the data entered in the Beginning column
Between Shows records that fall between the records listed in the Beginning and Ending columns
Tag Includes specific records tagged from a drop-down list of records

Includes records that have a value greater than that entered in the Beginning column
Only shows records with a value lower than that defined

>= Displays records with a value greater than or equal to the defined data
<= Includes records whose value is lower than or equal to the data entered
My Query

The My Query option enables the user to save multiple sets of query conditions including Order By, Field
Operators and their settings, and Options. The initial use of My Query shows no saved Queries. If there are
existing named queries available they can be seen using the drop-down tool. The saved Query, however, can be
applied to any of the available Report Types.

Figure: UN-19 B
My Query drop-down list mﬁm«sm -
sample. Laborer's End of Month

As with other system reports, each named query selection can be further refined with the other settings.

Figure: UN-20 . = My Query List - Union Report = @
My Query List initial use
Sample screen form. Mame Publc  Created By - 5

Rename
Delete
Private

Public

I | Ca

Refresh Button
If a query has been saved, and new changes are made to the query settings, clicking on the Refresh button will
remove those unsaved changes.

Details Button
LJA query can be saved by clicking on the Details button. If there are no pre-existing queries, two buttons are
available, Save As and Close.
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Save

The Save button will save the current settings, but will provide a dialog box asking, “Do you want to overwrite
this query?” Click on “Yes” to save the current settings under the selected name, or “No” to not save them under
the current name.

Save As
The Save As button opens the Save As Query sub-form.

Name
Use this field to assign a name to the saved query.

Scope
The Scope option allows the user to specify whether the saved query will be kept for private use or be made
available to all users with access rights to the information.

Figure: UN-21 =4 Save As Query - Union Report
Save As Query List sample

screen form showing the [RcR Laborer's Quartedy

two optional Scope scope IR~

selections: Private and F [ ok [ caneed |
Public.

OK

Click on the OK button to accept the name and scope selections.

Cancel
Click on the Cancel button to close the form without saving.

Copy

The copy button will copy the current saved query to a new name, and allow changing its scope setting. The
newly named query can then be edited and saved again.

Figure: UN'ZZ =] Copy Query - Union Report
Copy query screen form. Copy From

Mame | Laborer's Quarterly

Copy To

Name

Scope | Private lz‘
Rename

The Rename button opens the Rename Query form that allows the query to be saved with a new name.

Figure: UN'23 =] Rename Query - Unicn Report
Rename Query screen
form.

CurrentName | Laborer's Quarterly

New Name
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Delete

The Delete button will delete the selected named query. If the query is a public query, the following dialog box
question will appear, “This is a public query. Are you sure that you want to delete this query?” If the selected
query is not a public query, the system simply asks for a confirmation of the action.

Private
If the query is marked as Private, this button will be grayed out. The user has the option of changing the scope
of the query to Public by using the next button.

Public
If the query is marked as Public, this button will be grayed out. The user has the option of changing the scope
of the query to Private by using the preceding button.

Close
This button closes the My Query List.

Clear Button

The clear button is located on the tool bar normally at the top of the screen. This button applies only to the
report queries. BIS® report query settings are remembered by user from one session to the next. Thus, if a saved
query was last used, the query screen for the same report would open with it preselected. The clear button resets
the query screen to the system default.

Figure: UN-24 B [
Sample report query form | oo,
Options -
after apply clear button. HE ) | Hisonreport crtea |
L] Separation Line
Report Type A
EEEET - | | ||
Order By i
Union lz‘ -
(@) Ascending " Descending T =
Field Operator Beginning Ending -
MLnion All

Check Date All
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Union Report List

The following is a list of Union reports available in BIS®.

® Union List
® Union Report
B Employee Union Deductions

Menu Access
Unlike other areas in Union, access to reports can be achieved via three different menus: Modules with Reports
Group, Modules with Reports Listed, and Standard.

Reports Access via Modules with Reports Group
Union | Reports

Reports Access via Modules with Reports Listed
Union

Standard Menu
Reports | Payroll | Union Payroll



UN-24 Union

Union File
The Union File Codes report lists the unions, descriptions, address and contact information, and other data
recorded in the Union List report file.

Access to Union File Report
Module Menu with Reports Group
Miscellaneous | Reports | Union List

Module Menu with Reports List
Miscellaneous | Union List

Standard Menu
Reports | Miscellaneous | Union List

Report Types

Summary

The Union List Summary Report displays the union code, description, telephone and fax numbers, complete
address, account number, contact name, whether employee deductions are required, corresponding withholding
account number, and union taxable addition and deduction account numbers.

Detail
The Union List Detail Report also displays the union classification codes and descriptions associated with each
union.

Extended
The Union List Extended Report also displays all company contributions and employee deductions for each
classification including description, rate, rate type and whether the contribution/deduction is taxable.

Udf
The Union List Report displays the Union codes and names, Udf field name and data recorded in the Union file.
Order By Options Fields
* Union Code » Show Report Criteria *  Union Code
* Union Name * Show Notes * Union Name
* City * Case Sensitive » City
» State + State
Drill-Down+°® Destinations
Figure: UN-25 | Edit Uni
Right-click the Inventory men
Item hyperlink to show Document Link
other available functions. - :

roperties
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Union File — Summary Report

Union File
Summary Report

Best Construction Company

Page 1

Union Code  Description
Address/City/C ontact

Telephone Fax
State Zip Code/Account

1000 Laborer's Union (805)543-7000  (B05)534-1535
15600Ventura Blvd.
Encino CA 91316
Lina Archer 100011111111
Employee Deduction (Yes) Union Taxable Addtion GL Account 2410
Employee Deduction WiH GL Account Union Taxable Deduction GL Account 2410
1001 Electrical Worker's Union (805)543-7000  (B05)534-1595
12965 5. Marsh Street
San Luis Obispo CA 9341
Rudy Krogen 100122222232
Employee Deduction (Yes) Union Taxable Addtion GL Account 2420
Employee Deduction WiH GL Account 2420 Union Taxable Deduction GL Account 2420

Figure: UN-26 Union File — Summary Report.

Union User Definable Fields — Udf Report

Best Construction Company
Union User Definable Fields

Udf Report Page 1
Union Code Description
UDF Field Description
1000 Laborer's Union
Contribution Sched. Monthly
1001 Electrical Worker's Union
Contribution Sched. Weekly

Figure: UN-27 Union File — Udf Report.
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Union

Union File — Detail Report

Union File
Detail Report

Best Construction Company

Page 1

Union Code Description
Address/City/Contact

Telephone Fax
State Zip Code/Account

12885 5. Mars h Street

San Luis Obispo
Rudy Krogen
Employee Deducdticn {Yes)

Employee Deduction W/H GL Account 2420

1000 Laborer's Union (805)543- 7000 (B05)534-1595
15800 Ventura B d.
Encino CA 91318
Lina Archer 100011111111
Employes Deduction {Yes) Union Taxable Addition GLAccount 2410
Employes Deduction W/H GL Account 2410 Union Taxable Deduction GL Account 2410
Code Classification Rate Rate Type Taxable Company/Employee
A Apprentice 1
Totals 5Hrs. Worked 5 Hrs. Paid % Gross % Reduced Gross
Company Confribution 0.750 0.000 0.000 1.500
Employee Taxable 0.000 0.000 0.000 1.500
Employes Deduction 1.000 0.000 0.000 0.000
A2 Apprentice 2
Totals S5Hrs. Worked 5 Hrs. Paid % Gross % Reduced Gross
Company Confribution 0.750 0,000 1.500 0,000
Employee Taxable 0.000 0.000 1.500 0.000
Employes Deduction 1.000 0.000 0.000 0.000
J1 Journeyman
Totals SHrs. Worked 5 Hrs. Paid % Gross % Reduced Gross
Company Confribution 0.750 0,000 1.750 0,000
Employes Taxable 0.000 0.000 1.780 0.000
Employes Deduction 1.280 0.000 0.000 0.000
1001 Electrical Worker's Union (805)543-T000 (B05)534 1535

CA 92401

100122222222
Unign Taxable Addition GL Account 2420
Union Taxable Deduction GL Account 2420

Code Classification

Rate Rate Type

Taxable Company/Employee

EAA Apprentice

Totals SHrs. Worked 5 Hrs. Paid % Gross % Reduced Gross

Company Confribution 0.500 0,000 1.000 0,000

Employes Taxable 0.000 0.000 0.000 0.000

Employes Deduction 1.000 0.000 0.000 0.000
EA4 Journeyman

Totals SHrs. Worked 5 Hrs. Paid % Gross % Reduced Gross

Figure: UN-28

Union File — Detail Report.
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Union File — Extended Report

Best Construction Company
Union File
Extended Report Fage 1
Union Code Description Telephone Fax
Address/City /\Contact State Zip Cod e’Account
1000 Laborer's Union (8055437000 (BDE)534-1585
15800 Ventura Bhd.
Encino CA 91316
Lina Archer 100011111111
Employes Deduction{Yes) Union Taxable Addition GL Account 2410
Employes Deduction W/H GL Account 2410 Union Taxable Deduction GLAcoount 2410
Code Classification Rate Rate Type Taxable Company/Employee
A1 Apprentice 1 Effective Date 0101/
Training 0.750 3 per Howr Worked No Company Contribution
‘“facation 1.500 % of Reduced Gross es Company Contribution
Unicn Dues 1.000 3 per Howr Worked MUA Employee Contribution
Totals S Hrs. Worked S Hrs. Paid % Gross % Reduced Gross
Company Contribution 0.750 0.000 0.000 1.500
Emgployes Taxable 0.000 0.000 0.000 1.500
Employes Deduction 1.000 0.000 0.000 0.000
A2 Apprentice 2 Effective Date 0101/
Training 0.750 5 per Hour Worked Mo Company Contribution
‘“facation 1.500 % of Gross es Company Contribution
Unicn Dues 1.000 3 per Howr Worked A, Employee Contribution
Totals SHrs. Worked SHrs. Paid % Gross % Reduced Gross
Company Contribution 0.750 0.000 1.500 0.000
Employes Taxable 0.000 0.000 1.500 0.000
Employes Deduction 1.000 0.000 0.000 0.000
A Apprentice 3 Effective Date 0101/
Training 0.750 3 per Howr Worked No Company Contribution
“facation 1.500 % of Reduced Gross es Company Contribution
Unicn Dues 1.000 3 per Howr Worked MUA Employee Contribution
Totals S Hrs. Worked S Hrs. Paid % Gross % Reduced Gross
Company Contribution 0.750 0.000 0.000 1.500
Employes Taxable 0.000 0.000 0.000 1.500
Employes Deduction 1.000 0.000 0.000 0.000
Ad Apprentice 4 Effective Date 1101/
Training 0.750 5 per Hour Worked Mo Ceompany Contribution
‘“facation 1.500 % of Reduced Gross es Company Contribution
Union Dues 1.000 5 per Hour Worked A Employes Contribution
Teotals S Hrs. Worked S Hrs. Paid % Gross % Reduced Gross
Company Contribution 0.750 0.000 0.000 1.500
Employes Taxable 0.000 0.000 0.000 1.500
Employes Deduction 1.000 0.000 0.000 0.000
AS Apprentice & Effective Date 0101/

Figure: UN-29 Union File — Extended Report.
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Union Report
The Union Report lists the unions, classes and their descriptions, employee name and social security number,
regular, overtime, double-time, and total hours, and the wages, along with the company and employee
contribution totals.

Access to Union File Report
Module Menu with Reports Group
Union | Reports | Union Report

Module Menu with Reports List
Union | Union Report

Standard Menu
Reports | Payroll | Union Payroll | Union Report

Report Types

Summary

The Union Summary Report displays the union code and name, classification code and description, employee
social security number, employee ID and name, employee’s total regular hours, overtime hours, double-time
hours, employee earnings, totals, total company contribution, and employee deductions.

Detail

The Union List Detail Report also displays the union classification codes and descriptions associated with each union.

Order By Options Fields
e Union » Show Report Criteria * Union
* Check Date

Union Report — Summary Report

Best Construction Company
Union Report

Summary Repart - Check Date (All) Page 1
Class Des.cription Reg Hr OtHr Dt Hr TotHr Wages CoCont  Emp Cont
Union: 1000 Name: Laborer's Union
A2 Apprentice 2 233.00 kL 200 i 580350 %593 23850
i Journeyman 679.50 14.50 0.00 694 00 17,254 50 522 46 867 51
M Journeyman 4 8000 0.00 0.00 80,00 200000 4800 0.00
Union: 1000 Total 95250 18.00 200 10250 250800 11363 1,106.01

Figure: UN-30 Union Report — Summary Report.
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Union Report — Detail Report

Best Construction Company
Union Report
Detail Report - Check Date (All) Page 1
Employee i Name SSN Reg Hr OtHr Dt Hr TotHr Wages CoCont  Emp Cont
Union: 1000 Name: Laborer's Union
Class: A2 Description: Apprentice 2
EQO7 Mike Smith 555-55-1006 733.00 3150 200 %50 580350 %593 38 50
Class: A2 Total 33.00 35 200 2850 580350 2593 3850
Class: M Description: Journeyman
EOM Tim Hardaway 555-55-1003 7950 800 0.00 27 50 128750 Mie kR
=] Joe Martinez 555-55-1004 A00 .00 6.50 0.00 a6 50 9.9%7.00 47930 508.13
Class: J1 Total 679.50 14.50 0.00 6%4.00 17.294.50 822 4% 867 51
Class: M Description: Journeyman 4
E0M Tim Hardaway 555-55-1003 80.00 0.00 0.00 80.00 200000 4800 0.00
Class: J4 Total 80,00 0.00 000 8000 200000 4500 0.00
Union: 1000 Total 99250 18.00 200 10250 HBI00 113639 1,106.01

Figure: UN-31

Union Report — Detail Report.
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Union Report — Extended Report

Best Construction Company
Union Report
Extended Report - Check Date (All) Fage 1
Union: 1000 Mame: Labarer's Union
Class: A2 Description:  Apprentice 2
Employeeld Mame FEN Reg Hr Ot Hr Dt Hr TotHr Wages CoGoni  Emp Cont
EQOT M=z Smith 355351008 330 330 200 238350 5803.30 635493 e
Employess Subtotala 23300 330 200 23850 80850 393 23850
Effective Contibution Deacripéon Hra'Worked Gross'Wages HraPaid ReducedGroes Rate Descrption Amouni
Gompany 01! \acaon e 580350 . Y 577700 1500 % of Gross fiul
Training 3850 5803.30 4233 7T 0 0750 § per How Wodked 7agd
Company Tota 5353
Employes 011041 Unibn Dues 23850 5803.30 42323 G700 1000 § per Hour Wodked e ]
EmployssTotal prc®: L
Claas A2 Totd 23300 330 200 23850 5803.30 635493 3850
Class: J1 Description:  Journeyman
Employeeld Mame FEN Rag Hr Ot Hr Dt Hr TotHr Wagea CoGont  Emp Cont
=004 Tm Hardaway 65551008 Zras 00 [110] 28750 T.287.50 W36 35538
EQ05 Joe M ariinez 55351004 4000 630 il 40650 996700 7930 a1
Employees Subtotala el 450 [iT1i] E0400 17,254 50 Br246 LTy
Effective Gontibution Deacripfion HraWorked Gross'\Wapges HraPad Reduced Gross Rate Descrption Amound
Gompany 01/04! \acation 3400 7.254.50 70138 707000 1730 % of Gross 193
Traning G400 17,254 50 oL 77000 0750 % per How Woked 52050
Rounding Adjustment 0o
Company Total 8248
Employes 01101/ Urion Dues 5400 725450 70138 TOFR00 1250 $ per How Woked 86750
Rounding Adjustment 0o
EmployssTotal 75
Glass: 1 Total el .50 [i1i] E04:00 17,254 50 Br245 75
Class: J4 Description:  Journeyman 4
Employeeld Mame FEN Rag Hr Ot Hr Dt Hr TotHr Wagea CoGont  Emp Cont
E004 Tim Hardaway 555-55-1008 8000 00 il 2000 2/000.040 4800 000
Employees Subtotada 80,00 0 il 8000 2000.00 4800 000
Effective Gontibution Deacri pfion HraWorked Gross\Wages HraPad Reduced Gross  Rate Descrption Amound
Gompany 08105 Fer Diem 8000 2/000.040 8000 200000 0200 % of Gross 400
Taonts 8000 200,00 80,00 Z000.00 20000] Fixed Am ount 2000
Certication 80,00 2/000.00 80,00 200000 0050 $ per How Woked 400
Ratea were not updated forthe pen od sffectie 06050 20000
Company Tota 4800
Class: J4Total 8000 LiTi ] [i11i] 8000 2i000.00 4800 LT
Unign: 1000 Totd 25 1800 204 101230 25,058.00 113635 1,106.01

Figure: UN-31 Union Report — Detail Report.
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Employee Union Deductions
The Employee Union Deductions report lists, by union, the employee Id and name, social security number, and
employee contribution totals.

Access to Employee Union Deductions Report
Module Menu with Reports Group
Union | Reports | Employee Union Deductions

Module Menu with Reports List
Union | Employee Union Deductions

Standard Menu
Reports | Payroll | Union Payroll | Employee Union Deductions

Report Types

Summary

The Employee Union Deductions report lists, by union, the employee Id and name, social security number, and
employee contribution totals.

Detail
The Employee Union Deductions report also lists, by union, check date, check number, and employee
contribution amount per check.

Order By Options Fields

*  Employee Id » Show Report Criteria *  Union Code

» Check Date » Case Sensitive *  Employee Id

» Display Name *  Check Date

+ S.S.NN. » Display Name
* First Name « S.S.N.

+ Last Name + First Name

¢ Last Name
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Union

Employee Union Deduction — Summary Report

Best Construction Company

Employee Union Deduction

Summary Report - Union 1000, Laborer's Union Page 1
Employee Id Employee Name 5.5.N. Amount

E004 Tim Hardaway 555-55-1003 209.38

EO05 Joe Martinez 555-55-1004 158.13

EO07 Mike Smith 555-55-1006 119.50

Figure: UN-32 Employee Union Deduction — Summary Report.

Employee Union Deduction — Detail Report

Best Construction Company
Employee Union Deduction
Detail Report - Union 1000, Laborer's Union Page 1
Employee Id Employee Name S.5.N.
Check Date Check # Amount
EQ04 Tim Hardaway 555-55-1003
0107 2003 56.25
o1 2010 53.75
o124/ 2017 49.38
013 2027 50.00
1219) 1219-2 50.00
3 124 65.00
0344 2029 25.00
0519/ T2 50.00
06/05/ 2034 50.00
071231 2036 50.00
Employee Total 499 38
E005 Joe Martinez 555-55-1004
017 2004 55.63
017 2011 £2.50
o124} 2018 50.00
Employee Total 158.13
E0O7 Mike Smith 555-55-1006
01T 2006 38.00
o 2013 41.50
o1i24) 2020 40.00
0113 5651 100.00
Employee Total 219.50

Figure: UN-33 Employee Union Deduction — Detail Report.
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Appendix

System Wide Parameters

UN Tab

The UN tab of the System Wide Parameters allows accrual of the Union contribution to the General Ledger. This
option is only available if the Union module is included in the program license.

Menu Access
Administrator | System Parameters | UN Tab

Figure: UN-34 = Systern Wide Parameters EI@
System Wide Parameters,

UN tab screen form.

GL AP AR CD CR IV AD PR IUN! Jc I8 DM BK Miscelaneous Consolidation

Accrue Union Contribution to the General Ledger

Union Payable Account 2410 Q| Union Payable 1
Union Expense Account 6035 Q| Union Benefits-Trade

Click on the <Save > button to save changes

Accrue Union Contribution to the General Ledger
When this box is checked, union contributions process through the Payroll module can be posted to the General
Ledger to the accounts listed just below the option.

Union Payable Account

This field is used to record the default payable account to which union payables, processed in payroll, will be
posted. This may be selected from the Chart of Accounts by using the Find tool. Please note that the underlined
Union Payable Account is a hyperlink field as well as the description of the information to be entered. Left-
clicking on the hyperlink opens the Chart of Accounts form. Right-clicking on the Union Payable Account
hyperlink accesses a selection of reports that can be directly accessed.

Union Expense Account

This field is used to record the default payable account to which union expenses, processed in payroll, will be
posted. This may be selected from the Chart of Accounts by using the Find tool. Please note that the underlined
Union Expense Account is a hyperlink field as well as the description of the information to be entered. Left-
clicking on the hyperlink opens the Chart of Accounts form. Right-clicking on the Union Expense Account
hyperlink accesses a selection of reports that can be directly accessed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar, or press
Ctrl-S to save the changes.
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Payroll Adjustments

This section covers 2 types of adjustments that relate to Union in the company’s payroll adjustments’ master files
for additions and deductions. These adjustments must exist in the master file prior to setting up adjustment
defaults in an employee master record or being used in the Payroll Hours and Adjustments entry.

b Tlp Further information about employee payroll adjustments can be found in the Payroll
Manual. This section is focused solely on Union adjustments.

Once set up, company wide adjustments that can be applied, as-is, applied to an employee's individual record,
modified, or removed. Additionally, these adjustments can be applied to an employee's paycheck (on-the-fly or
bulk run) as-is, modified, or removed.

Modular Menu Access
Payroll | Payroll Adjustments

Standard Menu Access
List | Payroll Adjustments

Payroll Adjustments — Additions
This section covers one type of payroll adjustment: Additions. The option is used for recording payroll addition
codes that can be used to increase an employee’s gross pay for a reason other than hours worked.

Modular Menu Access
Payroll | Payroll Adjustments | Additions

Standard Menu Access
List | Payroll Adjustments | Additions

There are a number of system addition codes that are already set up in BIS®. However, this section will focus
only on the Union Tax Automatic Addition. Addition code 26 is used by the system to reflect adjustments made
for taxable union company contributions. The addition amount should be left blank. Union contributions should
be set up using the Union form.

This code cannot be changed or deleted. However, new codes can be added at any time to cover an addition not
included. Setting up all default information in the Additions file will save time when entering payroll records.
The information saved in this section will appear as the default when an addition is made in the Payroll Hours
and Adjustments process, but the defaults may be changed at the time of payroll entry, if necessary.

A Caution |Ifa company default addition that was used with one or more employees is
changed, the employee’s record must be changed as well.

If a new addition is created, it’s initial default will appear in employee records.
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Main Tab

This option is used for recording payroll addition codes that can be used to increase an employee’s gross pay for
a reason other than hours worked. BIS® maintains the following payroll adjustments master files: Additions,
Deductions, Tax Deferred and Local Taxes. These adjustments must exist in the master file prior to setting up
adjustment defaults in an employee master record or being used in the Payroll Hours and Adjustments entry.

Figure: UN-35 =1 Additions - 26 Union Tax Automatic Addition == R
Payroll Adjustments,
Additions, Main tab screen
form for Union add|t|0n Addition Code % Mon Payroll Adjustment
Description Union Tax Automatic Addition
Addition Limit 0.00 Mo Limit
GL Account 7003 @ Salaries & Wages-Administration
Report Code @
Addition
Amount 0.00
Percent of Gross Wages Rate per Hour Waorked (@) Fixed Amount Rate per Hour Earned
Indlude in
Federal Tax Withholding State Tax Withholding
Federal nent Tax Amount State Unemployment Tax Amount
FICA S Vithhelding SDI Tax Withholding
FICA Medicare Tax Withholding Local Tax Withholding

-l-Ed\t

Form Fields

This section is focused on one system addition code that is already set up in BIS®, Union Tax Automatic
Addition. Addition Code 26 is used by the system to reflect adjustments made for taxable union company
contributions. The addition amount should be left blank. Union contributions should be set up using the Union
form.

b Tlp Most of the fields on this system Payroll Addition Code are inaccessible (grayed out)
due to the unique nature of this code.

This code cannot be changed or deleted. Although new codes can be added at any time to cover an addition not
included above, the code is especially created for Union additions that have tax implications. Setting up all
default information in the Additions file will save time when entering payroll records. The information saved will
appear as the default when an addition is made in Payroll Hours and Adjustments, although the defaults may be
changed at the time of payroll entry if necessary.

A Caution If a company default addition that was used with one or more employees is
changed, the employee’s record must be changed as well.

If a new addition is created, it’s initial default will appear in employee records.

Addition Code
The Addition Code field displays the unique code that will correspond to the payroll union addition.

Description
The Description field displays the descriptive name that corresponds to the payroll addition.

GL Account
Select a General Ledger account number to be associated with the union payroll automatic addition. The account
number is recalled when entering payroll. The default account can be changed on-the-fly and will override the
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adjustment’s normal defaults for the employee only. The account may be entered manually or by using the Find
tool, the Magnifying Glass [2] icon, or pressing Ctrl+F.

Please note that the underlined GL Account title is a hyperlink field as well as the description of the information
to be entered. Left-clicking the hyperlink title leads to the Chart of Accounts screen form. Right-clicking on the
GL Account hyperlink opens a selection of reports that can be directly accessed.

Report Code

The Report Code field is used to record a report code related to the addition that can be used for creating
customized reports. The report code may be entered manually or by using the Find tool, the Magnifying Glass
icon [2], or by pressing Ctrl+F.

Please note that the underlined GL Account title is a hyperlink field as well as the description of the information
to be entered. Left-clicking the hyperlink leads to the Report Code - New screen form. Right-clicking on the GL
Account hyperlink opens access to the Report Code report.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.

Report — Payroll Adjustments - Additions
The Payroll Additions report lists the code, Description, GL account, and other data recorded in the Payroll
Additions file.

Access to Payroll Additions Report
Module Menu with Reports Group
Payroll | Reports | Payroll Adjustments | Additions

Module Menu with Reports List
Payroll | Payroll Adjustments | Additions

Standard Menu
Reports | Payroll | Payroll Adjustments | Additions

Report Types
Summary
This report type displays the addition code, description, default posting account and default report code.

Detail
This report type displays the summary information plus the addition limit, addition amount, and status for federal
tax, federal unemployment, FICA social security, FICA Medicare, state tax, state unemployment and local tax.

Order By Options Fields

* Addition Code * Show Report Criteria » Addition Code

» Description » Show Notes * Description

» Posting GL Account Number * Case Sensitive * Posting GL Account Number

* Report Code * Report Cod



UN-38 Union

Drill-Down+®Destinations

Figure: UN-36
Right-click a hyperlink to
display a selection of s ]
reports and other available What's This?
functions.

Payroll Additions

Payroll Additions — Summary Report

Best Construction Company
Payroll Additions

Summary Report Page 1
Code Description GL A ccount Report Code
10 Vacation Pay T003, Salaries & Wages-Administration
Motes 1. Revizw annualhy
11 Holiday Pay TO003, Salaries & Wages-Administration
1z SickPay T003, Salaries & Wages-Administration
13 Special Pay T003, Salaries & Wages-Administration
14 Other Earnings T003, Salaries & Wages-Administration
15 Other Earnings T003, Salaries & Wages-Administraton
18 Other Earnings
17 Naon- P ayroll Addition

Box 14 onW2 and PR Chedk

Box 14 on' W2 but MOT PR Cheadk

Earned Income Credit

Uniion/FB Tax Auto Addition T003, Salaries & Wages-Administration

TS

[F5h k-

Figure: UN-37 Payroll Additions, Summary Report, showing Union/FB (Fringe Benefit) Auto Addition.

Payroll Additions — Summary Report

Best Construction Company
Payroll Additions

Detal Report Page 1
Code Description GL A ccount Report Code
5 ubject toWittholding
28 Uniion/FB Tax Auto Addition TO0D3, Salaries & Wages-Administration
Limnit Mo Limnit Federal Tax [es) State Tax(es)
Arnoient 0000 Federal Unemployment (es) Siate Unamployment (as)
Fixed Amownt FICA 5 ooial Securityes) State Disability Insurance (Yes)
FICA Medicare (es) Local Tax (es)

Figure: UN-38 Payroll Additions, Detail Report, showing Union/FB (Fringe Benefit) Auto Addition only.
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Payroll Adjustments - Deductions
This section covers one type of union payroll adjustment: Deductions. The deduction option is used for recording
union payroll codes that can be used to decrease an employee’s gross pay for a reason other than hours worked.

Modular Menu Access
Payroll | Payroll Adjustments | Deductions

Standard Menu Access
List | Payroll Adjustments | Deductions

Main Tab

There are a number of system deduction codes that are already set up in BIS®. However, this section will focus
only on the Union Automatic Deduction and the Union Tax Automatic Deduction. These adjustments must exist
in the master file prior to setting up adjustment defaults in an employee master record or being used in the Payroll
Hours and Adjustments entry.

Figure: UN-39 = Deduction - 56 - Union Tax Automatic Deduction =N
Payroll Adjustments, =
Deductions, Main tab

screen form for Union Auto| — Deduction Code 56
Deduction Description Union Tax Automatic Deduction

Notes

Deduction Limit {Year) 0.00 Mo Limit {Year)
Min ¥TD Gross 0.00

Max YTD Gross 0.00

Deduction Limit {Week) 0.00 Mo Limit {Week)
GL Account 2410 3| Uniion Payable 1

Report Code Q
Deduction

Amount 0.000

Percent of Gross Wages Rate per Hour Worked Fixed Amount Rate per Hour Earned

Edit

Y Tlp Most of the fields on this system Payroll Deduction Code are inaccessible (grayed out)
due to the unique nature of this code.

Form Fields
This section focuses on two system deduction codes that are already set up in BIS®:

55 Union Automatic Deduction: Deduction Code 55 is used by the system to reflect adjustments made for
union employee deductions. The deduction amount should be left blank. Union deductions should be set
up using the Union form.

56 Union Tax Automatic Deduction: Deduction Code 56 is used by the system to reflect adjustments made
for taxable union company contributions. The deduction amount should be left blank. Union contributions
should be set up using the Union form.

A Caution If a company default deduction that was used with one or more employees is
changed, the employee’s record must be changed as well.

If a new deduction is created, it’s initial default will appear in employee records.
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These codes cannot be changed or deleted. However, new codes can be added at any time to cover a deduction
not included above. Setting up all default information in the Deductions file will save time when entering payroll
records. The information saved here will appear when a deduction is made in Payroll Hours and Adjustments
although the default entry may be changed at the time of payroll entry if necessary.

Deduction Code
The Deduction Code field displays the code that will correspond to the union payroll deduction.

Description
The Description field displays the name that will correspond to the union payroll deduction.

GL Account

Select the General Ledger account number to be associated with the union payroll automatic deduction. The
account number is recalled when entering payroll. The default account can be changed, and it will override the
adjustment’s normal defaults for the employee only. The account may be entered manually or by using the Find
tool, the Magnifying Glass [ icon, or by pressing Ctrl+F.

Please note that the underlined GL Account title is a hyperlink field as well as the description of the information
to be entered. Left-clicking the hyperlink leads to the Chart of Accounts screen form. Right-clicking on the GL
Account hyperlink opens a selection of reports that can be directly accessed.

Report Code

The Report Code field is used to record a report code related to the deduction that can be used for creating
customized reports. The report code may be entered manually or by using the Find tool, the Magnifying Glass
icon [ or pressing Ctrl+F.

Please note that the underlined Report Code title is a hyperlink field as well as the description of the information
to be entered. Left-clicking the hyperlink leads to the Report Code - New screen form. Right-clicking on the
Report Code hyperlink opens access to the Report Code report.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Report — Payroll Adjustments - Deductions
The Payroll Deduction report lists the code, Description, GL account, and other data recorded in the Payroll
Deductions file.

Access to Payroll Deductions Report
Module Menu with Reports Group
Payroll | Reports | Payroll Adjustments | Deductions

Module Menu with Reports List
Payroll | Payroll Adjustments | Deductions

Standard Menu
Reports | Payroll | Payroll Adjustments | Deductions

Report Types

Summary

This Report Type displays the deduction code, description, default posting account number and name, and default
report code.

Detail
This Report Type displays the summary information plus the deduction limit; deduction amount, percentage or
rate; and minimum or maximum Y TD gross required.

Order By Options Fields

¢ Deduction Code e Show Report Criteria ¢ Deduction Code

e Description *  Show Notes * Description

* Posting GL Account Number » Case Sensitive * Posting GL Account Number
e Report Code * Report Code

Drill-Down+® Destinations

Figure: UN-40 E
Right-click a hyperlink to Payrall Deductions
display a selection of What's This?

reports and other available
functions.

AT o
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Union

Payroll Deductions — Summary Report

Payroll Deductions
Summary Report

Fage 1
Code Description GL A ccount Report Code
20 Insuranoe Deducton 2530, Medical Plans Paysble
Notes 1. Rewiew annualhy
31 Adrance Payback Deduction 14320, Employes Adwances
32 Savwvings Deduction 2550, Sanings Flan
a5 Other Deducfion
i} Other Deducton
a7 Extra Federal Withholding 2210, Payroll Taees Payable-FIT
38 Extra State Withholding 2240, Payoll Taxes Payable-5IT
1] Union Awvomatic Deduction 2410, Union Panable 1
i) Uniion/FB Tazx¢ Auwto Deduction 24110, Union Payable 1
&7 WIC Autmatic Deduction 2300, Werker's Compensation Payable
Figure: UN-41 Payroll Deductions, summary Report, showing Union deductions.
Payroll Deductions — Detail Report
Pa}‘rﬂ" Deductions
Detall Report Page 1
Code Description GL A ccount Report Code
ki) Union Autbmatic Deduction 24110, Union Payable 1
Lirnit Mo Limit Min Y TD Gross 000
Amoisnt 0.0 Percent of Gross Wages MaxYTDGros=s 0.0
foa) UniondFB Taz Awto Deduction 2410, Union Panable 1
Lirnit Mo Limit Min Y TD Gross 0.00
Annount 000D Percent of Gross Wages Max¥TDGrs==s 000

Figure: UN-42 Payroll Deductions, Detail Report, showing Union Automatic Deduction and Union/FB

(Fringe Benefit) Auto Deduction only.
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Employees

The Employees master file records all pertinent payroll information related to each person employed by the
company. The information recorded on these tabs is used throughout BIS® whenever an employee is referenced
in a payroll transaction.

This section focuses on Union information for employees.

Once an employee record has been saved, it cannot be deleted (or the employee ID changed) if payroll
information for the employee has been recorded or if a paycheck for him/her has been printed. The employee
number can only be deleted or changed after the W-2 forms have been printed and the books have been closed
for the current fiscal year. However, an employee can be classified as inactive at any time. It is usually more
effective to enter all of the employees’ information at the same time. However, if some of the information is not
readily available, it can be entered later.

Menu Access
Modular Menu Access
Payroll | Employees

Standard Menu Access
Transactions | Employees

Default Tab - Overview
The Default tab section of the Employee maintenance form is used for setting up the default values for
information related to the employee selected.

2 Tlp Burden is recorded in BIS® from 5 sources: FICA/Medicare, Workers” Compensation,
Union, Other Burden, and Production Expense.

Figure: UN-43 =1 Employees - E005Joe Martinez ==
Employees, Default tab " e | . | ‘ ’ =
. Main |! Other l It | Eederal |‘ State H Adjustments “ Accruals H Tax Def \| Direct Deposit || History ” udf || Motes
screen form, Union
H 1 Pay Period Week! Mi Cod Hi i

designation and accounts. | | "Fe eyl ory Code [Hoperic ]

Pay Type Hourly lz‘ Gender Male lz‘

Classification Journey Worker lz‘ Other Burden % 3.00

Rate Classification 909 @ Field Foreman

Regular QOvertime Double-time

Pay Rate 24.00 35,00 43.00

Biling Rate/Hr 30.00 45.00 60.00

Construction Trade @

GL Account 5010 @ Cost of Contracts-Labor

[¥] Union Employee Union Code 1000 @ Laborer's Union

Union Clagsification |11 @ Journeyman
[7|Departmentalized Department
Edit

Union Employee
Check this box if the employee is a member of a union. Once it is checked, BIS® open the fields for the Union
Code and the Union Classification, if the Union module is installed.

Union Code
Select the appropriate Union Code to be associated with the employee, if the Union module is installed. The
account may be entered manually or by using the Find tool. The list of employees may be examined by clicking
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on the Magnifying Glass [ icon or pressing Ctrl+F, and double clicking on the item of interest. Records can be
edited by either using the Search button feature or by using the mouse or cursor keys to select the record to be
edited.

Please note that the underlined Union title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on the Union Code hyperlink will open the Union master record screen form. Right-
clicking on the Union Code hyperlink lists the Union File report that can be directly accessed.

Union Classification

Select the appropriate Union Classification to be associated with the employee, if the Union module is installed.
The account may be entered manually or by using the Find tool. The list of employees may be examined by
clicking on the Magnifying Glass [<]icon or pressing Ctrl+F, and double clicking on the item of interest. Records
can be edited by either using the Search button feature or by using the mouse or cursor keys to select the record
to be edited.

Please note that the Union Classification title is a hyperlink field as well as the description of the information
to be entered. Left-clicking the hyperlink leads to the Union Classification — New screen form. Right-clicking
on the Union Classification hyperlink lists the Union File report that can be directly accessed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Report — Employee List
These reports show the employee ID and name, title, social security number, status, whether the employee is a
union member, and optionally, other information.

Access to Employee List
Module Menu with Reports Group
Payroll | Reports | Employee List

Module Menu with Reports List
Payroll | Employee List

Standard Menu
Reports | Payroll | Employee List

Report Type

Summary

The Summary Report Type shows the employee ID and name, title, social security number, status and whether
the employee is the member of a union.

Detail
The Detail Report Type also displays the employee address and telephone number.

Extended
The Extended Report Type provides a full-page report for each employee that displays all information from the
Main and Default tabs of the Employees file.
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Automatic Adjustments

The Automatic Additions Report Type shows the summary information plus the code, description, hours, amount,
limit, GL account, and expense account for each employee’s automatic payroll adjustments, including union.

(o)

Drill-Down+® Destinations

Figure: UN-44

rder By

Employee ID

Employee First Name
Employee Last Name
Employee Name

City
State
Zip Code

Telephone Number

Social Security Number

Date Hired
Status

Right-click a hyperlink to
access reports and other
features..

Options

» Show Report Criteria

What's This?

Active
Inactive
Union

Non Union
Show Notes
Case Sensitive

Employee List

Employee List — Summary Report

Fields
* Employee ID

Employee Name

City

State

Zip Code

Telephone Number
Social Security Number
Date Hired

Best Construction Company

Employee List

Summary Repart Page 1
Employee Id Employee Name Title Soc. Sec.® Status Union

E001 BillJahnsan Cnvner 555-55-1000 Active Mo

EO0Z hike Jarvis ProjectManger 555-55-1001 Active Mo

EO0Z AlissaMonte Office Manager 555-55-1002 Active Mo

EO04 Tim Hardaway a55-55-1003 Active es

E00E JoeMartinez 555-99-1004 Artive Yeg

EOOE Steve Schwartz 555-55-1004 Active Yes

EQ07 hdike Smith 555-55-1006 Active Yes

Figure: UN-45 Employee List — Summary Report showing Union Status.
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Union

Employee List — Detail Report

Best Construction Company

Employee List
Detail Repaort Fage 1
Employee Id Employee Name Title Soc. Sec. # Status Union
First Mame Middle Initial LastName
Address/iCity Telephone/StatelZip Code Department
Withholding State
Unemp. State Description WIC Code SO1WH Loeal Tax Description
ED01 Bill Johnson O ner 55E-55-1000 Active Mo
Bill oJ Johnson
641 Hatrick W ay {805) 542-7000
Pis mo Beach CA 53448
CA California 5190 SDI{No)
CA California 5180 SDI{Nc)
Eng2 Mike Jarvis Project Manager 555-55-1001 Active Mo
Mike P Jarvis
18126th Street {805} 543-7000
Grover Beach CA 83433
CA California 5180 S5D1{Yes)
CA California 5190 SDI{Yes)
EDd3 Alissa Monte Office Manager B55-55-1002 Active Mo
Alissa A Monte
1888 22nd Street {805) 543-T000
Oceano CA 92448
CA California 5180 SDI{Yes)
CA California 5190 SDI{Yes)
EDD4 TimHardaway B55-55-1003 Active es
Tim Hardaw ay
918 E. Meridian {805) 543-7000
Grover Beach CA 93433
CA California 5845 SDI{¥es)
CA Califernia 5845 SDI{¥es)
EDDS Joe Martinez B55-55-1004 Active Yes
Joe P Martinez
805 T Street {805} 542-7000
Pis mo Beach CA 53448
CA California 5845 SDI{es)
CA California 5845 SDI1{¥es)
EDDE Steve Schwartz B55-55-1005 Active Yes
Steve M Schwartz
‘983 PreskerCanyonRoad {805) 543-7000
Arroye Grande CA 53420
CA California 5190 SDI{Yes)
CA California 5190 SDI{Yes)

*Employeemay have an invalid 55N and/cr N ame and reporting te the Social Security Administration may be repcted. We suggest
you contact the Social Security Number Verfication Service [55NV 5] for more infermation.

Figure: UN-46 Payroll Employee List Report - Detail, showing Union membership.
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Employee List — Extended Report

Best Construction Company

Page 4

Employee E004, Tim Hardaway

Default

Employee List
Extended Report
Employee id EDo4
First Name Ll Tim
LastName Hardaway
Display Hame Tim Hardaway
Street Address 1 918 E Meridian
Street Address 2
City Grover Beach
State ZipCode | CA 93433
Telephone {805) 543-7000
Title
5.5N. B55-55-1003
Birth Date 0424/ 969
Date Hired 017282007
Date Last Raised OU2RIYYY
Date Terminated
Status Active
Filing Status Married
No. of Exemptions 2
Additional W/H Amt. a
Estimated W/H Amt. a
Exempt [ 1 Exemptfrom Federal Withholding
Earned Income Credit | Mo Filing
W2 Box 13 [ 1 Statutory Employes
W2 Box 13 [ 1 Retirement Plan
W2 Box 13 [ 1 Third-partysick pay
WH Adpstment [ 1 W/HAdjustment for Nores ident Aliens
Withhelding State CA  California
Unemployment State CA  California
Business Email
Personal Email
Mobile Phone
Pager Number

Notes

Pay Period Weskly
Pay Type HaourlyWage
Classification Journey Worker
Minority Code A
Gender M=l
Rate Classification
Reg. Pay Rate 52500
Ot. Pay Rate 537.50
Dt. Pay Rate 850,00
Reg.Billing Rate 530,00
Ot Billing Rate 345,00
Dt. Billing Rate 580,00
Other Burden % 3.00
Construction Trade
GL Account 5010 Costof
Unign [¥] Uniocn Employee
Unign Code 1000 Laborer's Union
Union Classification 41 Journeyman
Department
Last CheckNumber 2038
Last CheckDate an23YYY
Last Check Amount 5541
Name
Telephone 1
Telephone 2

Figure: UN-47 Employee List — Extended Report showing Union membership.
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Employee List — Automatic Adjustments Report

Best Construction Company
Employee List
Automatic Adjustments Report Page 1
Employee |[d Employe Hame Title Social Security# Status Union
Code Description Hours Amount Limit GL Acct Expense Acct
001 Bill Johnson Owner 555-55-1000 Active Ma
30 Insurance Deduction 2.00 7007
50 Tax DeferredPlan 3.00 0.00 2540
52 Cafeteria Plan 1.00 0.00 2550
50 Tax Deferred Plan 3.00 0.00 2540 7007
EQ02 Mike Jarvis ProjectManager 555-55-1001 Active No
50 Tax DeferredPlan 5.00 0.00 2540
50 Tax Deferred Plan 3.00 0.00 2540 7007
E003 AlizsaMonte Office Manager 555-55-1002 Active No
E004 Tim Hardaway 555-55-1003 Active Yes
E005 JoeMartinez 555-55-1004 Active Yes
=] Steve Schwartz 555-55-1005 Active Yes
E007 Mike Smith 555-55-1006 Active No
E002 Walker Smith 556-72-8999 Active Mo

Figure: UN-48 Employee List, Automatic Deductions Report, showing Union membership.
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Payroll Reports With Union Information

Since the Union module cannot operate without the Payroll module, there are other Payroll reports that contain
information about union additions and/or deductions that appear when processing payroll. This section focuses
on Union information processed in payroll. For more detail, refer to the Payroll Manual.

Prepayment List

The purpose of the Prepayment List provides an opportunity to review payroll records before printing the actual
checks. Examine the information and amounts that appear here to determine if any changes or corrections need
to be made. Whenever a change is made to hours worked, adjustments, or other payroll information, the
prepayment list must be run again.

Access to Prepayment List
Module Menu with Reports Group
Payroll | Reports | Prepayment List

Module Menu with Reports List
Payroll | Prepayment List

Standard Menu
Reports | Payroll | Prepayment List

Figure: UN-49 e =
Payroll Prepayment List . T promus B
screen query form ShOWING | gegiming Employee Mumber © AlEmployee
three Order By choices: Ending Employee Number © Range
Employee Id & State, Tag Employees © T
Employee Name & State, x“"’- i = %

yee Pay Type
and State & Employee Id. | o EERIETN=| © g O bescandng

tate Alternate

Please note that these e
reports can be exported, © et [C] Employee Payrol Summary
printed, or previewed from 'E'anELTE':Esdummay 141 30b Dttt
the button selection on Adustments (B oyl

Company Contributions Summary

Payral Totsls

Job Distribution

(@) Order by Employee and Job
Order by Job and Employee

this form.

Preview I l Print I l Export I I Email 1 | Close

All Employees
When this option is marked, a prepayment list will be generated for all employees with payroll records on file.

Beginning Employee Number
Enter the ID number of the first employee to be included in the prepayment list.

Ending Employee Number
Enter the ID number of the last employee to be included in the prepayment list.

Employee Pay Period
Select the pay period type from the drop down menu: All, Weekly, Biweekly, Semimonthly or Monthly.

Report type
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To include pages for each type of report, place a checkmark next to its option.

Employee Payroll Detail

This report displays the date, certified, regular hours and rate, overtime hours and rate, total hours and amount,
union and union amount, classification, workers’ compensation and workers’ compensation rate, experience
modifier and workers’ compensation amount, OT rate and amount, GL account, trade, job number, code, cost
code, CO number, type, SUTA state, and for each deduction, the date, deduction code, description, amount, code,
GL account, and SUTA state.

Employee Payroll Summary
This report displays earnings hours and amount for each earning type, withholding and deduction amounts for
each withholding type, non-payroll adjustments, fringe benefits, earned income credit, other deductions, local
taxes, and company contribution.

Job Distribution
This report displays the information in Employee Payroll Detail sorted by job.

Payroll Totals
This report displays the information in Employee Payroll Summary for all employees.

Order By

Employee ID + State
Employee Name + State
State + Employee Name
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Payroll Pre-Payment List, Employee Payroll Detail
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Payroll Pre-Payment List, Job Distribution
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Payroll Pre-Payment List, Payroll Totals

's|ej03 uolun buimoys sjejo] |joJAed — 3si JuswAed-ald ||0JAed

€5-NN :24nbiy

€6 L82
1unowy
0096
00+e
00es
junowy
Zo9tl
£5'8e
00°0s
ooar
Junowy

€58t

00a

£5'8e
junowy

000
SInoy

EILIONIED WD
Buipjoyuupn 21815
S|

UE|d BLEISIED 26
UB|d palalaq ¥B] 05
[y] paUaja( Xel

s|e10]

UONaNPSd JNELWOINY ¥B] UDIUM 95

UOIINPa 0 AELUOITY LOIUM 55
uoaNpag 8oUBINSU| OE
(z) SUORINPBQ JAYIO
S|E10]
UONIDPY JNELIOINY XE] LOIUM 97
1] SUOIPPY J3Ul0

oo
000
L5BE0'E
LO009'L
0096
000
259EL
GEEE
000
26482
18G9
v9'LBE
000
L9604
Sjunouy

[ENI20Y anea] YIS
[ENJI0Y UOnEIEN
unowy 1eN

s|e10]

(7] PALRJEQ XEL
[z] S3XE] [EDO7
z1 SUONINPEA JEUIO
1as
8JEIS EANT
aEIS
BEIIPAN
AQuUnIas [B100s
|elepad eixg
|Elapad
suoRINPa g sBuploUYNAA

000 sieoL
000 (ZZ4) Wpal1D) sWoau| pauleg
0o'o {1z ssuag abuud
0ao spuaWsNpY |j0Ifed Uy
sjuaunsnipy
Z5'ee0'y 00%g sE0L
PSR oo ) SUODIDEY 1aLo
000 000 [Einadg
S 000 Hig
000 (i} feploH
00°0 ] LoREIEA
00°0 ] aluna@nog
a0-oos ooe aLupanD
oooo0r 009 Ienbsy
junowry SINOH sbuiue3

AAAALO/R0 pousd feg

g abed

Auedwon uononlisuo) jseg

s|ejo] |joiied

1SIT71uswied-ald |jo1Aed




Union UN-55

Payroll Journal

The Payroll Journal is a listing of payroll checks by date for a particular account. This report should be printed after
each payroll to verify that the journal is correct. This report also assures that the general ledger and financial statement
records are correct for those accounts that relate to payroll activity.

Access to Payroll Journal
Module Menu with Reports Group
Payroll | Reports | Payroll Journal

Module Menu with Reports List
Payroll | Payroll Journal

Standard Menu
Reports | Payroll | Payroll Journal

Report Types

Summary
This report type displays the account number and name, check date, check number, employee name, check type, payroll
check amount, and monthly totals.

Detail

This report type displays the account number and name, check date, check number, employee name, check type, payroll
check amount, monthly totals, payroll hours and adjustments including posting account number and name, description,
and amount.

Extended
In addition to summary and detail information, this report type shows the report code, job number, cost code, change
order, and cost type.

General Ledger Account
Enter the general ledger account to use. Click Find [2) to select from a list of accounts.

Order By Options Fields
¢ Check Date » Show Report Criteria * Check Date
* Reversing Entries * Session Date

* Show Check Notes
» Show GL Extended Description
* Show User ID

Drill-Down+® Destinations

Figure: UN-54 .\f Edit Cash Disbursement
Right-click a hyperlink to .
display a selection of Document Link

reports and other available

functions. Properties




Payroll Journal — Detail Report

Payroll Journal

Best Construction Company

Detail Report - Account 1020, Cash InBank Page 1
Date Chech# Payee Check Type Reconciliation Status  Session

GL Account AccountName Description Amount

D805 2034 TimHardaway PR Outstanding 08105/
5010 Costof Contracts-Labor Heours on 05/25/ 1.000.00
2410 Union Payable 1 Union Tax Automatic Addition 17.50
2410 Unicn Payable 1 Union Automatic D eduction -50.00
2410 Unicn Payable 1 Union TaxAutomaticDeduction -17.50
2210 FPayroll Taxes Payable-FIT Federal Withholding -58.01
2240 Payroll Teees Payable-SIT State W ithholding -18.58
2220 Fayroll Texes Faysble-FICA FICA Social Security Withholding -83.09
2220 Fayroll Tetes Payable-FICA FICA Medicare W ithholding -1475
2750 Fayroll Tmes Paysble-State SDIWithholding -10.18

Disability

Check Total 75541

06/13/ 2035 Bill Jehnsan FR Outstanding 08/18/¢
703 Salaries & Wages -Administration Hours on 08/19¢ 2,400.00
o7 Employes Benefit -G&A Insurance Deduction -45.00
2540 401k Flan Payable Tax Deferred Flan -7200
2550 Cafeteria Plan Paysble Cafeteria Plan -24.00
2210 Fayroll Tmees Paysble-FIT F ederal'Withhelding -369.03
2240 Payroll Teees Payable-SIT State W ithholding -189.73
2220 Payroll Texes Paysble-FICA FICA Social Security Withholding -142.85
2230 Fayrcll Taxes Fayable-FICA FICA Medicare Withholding -33.41
Check Total 1,540.98

0B/Z7. 6587 VoI PR Cutstanding 08/27}
Check Total 0.00
Cash Disbursements Listed for June 2,2596.39

o723y 2038 TimHardaway PR Outstanding oy
5010 Costof Contracts-Labor Hours on 07 /114 1,000.00
2410 Unicn Payable 1 Union TaxAutomatic Addition 17.50
2410 Unicn Payable 1 Union Automatic D educion -50.00
2410 Unicn Payable 1 Union TaxAutomaticDeduction -17.50
2210 Payroll Tmees Paysble-FIT F ederal Withholding -85.01
2240 FPayrcll Texes Payable-SIT State W ithholding -18.58
2220 Payroll Texes Paysble-FICA FICA Social Security Withholding -63.09
2220 Fayroll Taxes Faysble-FICA FICA Medicare Withholding -14.75
2750 Fayroll Texes Faysble-State SDIWithholding -10.18

Disability

Check Total 75541
Cash Disbursements Listed for July 541

114370 113720141 BillJohnson FR Cutstanding 11427¢
703 Salaries & Wages -Administration Hours on 11/27/ 2,400.00
07 Employes Benefit -G&A Insurance Deduction -48.00
2540 401k Plan Paysble TaxD eferred Plan -7200
2210 Payroll Teees Paysble-FIT F ederal'Withholding -37.00
2240 Fayroll Texes Faysble-SIT StateWithholding -172.18
2220 Payroll Texes Payable-FICA FICA Social Security Withholding -144.34
2220 Fayroll Texes Faysble-FICA FICA Medicare Withholding -33.76

Figure: UN-55 Payroll Journal, Detail Report, showing Union items.
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Union

Payroll Journal — Extended Report
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UN-58 Union

Job Cost Reports With Union Information

Union costs are treated as one of five burden elements in Job Cost. (Those five burden elements are:
FICA/Medicare, Workers’ Compensation, Union Expense, Other Employee Burden, and Production Expense.)
This section focuses on Union information processed in payroll. For more detail, refer to the Job Cost Manual.

Job Cost Burden Analysis Report
This report lists job costs broken down by direct and indirect cost.

Access to Job Cost Burden Analysis Report
Module Menu with Reports Group
JC | Reports | Burden Analysis Report

Module Menu with Reports List
JC | Burden Analysis Report

Standard Menu
Reports | Job | Burden Analysis Report

Report Type

Summary

The Burden Analysis Summary Report Type shows the job number and name, total gross wages, materials,
subcontracts, other direct costs, total direct costs, equipment, Workers’ Compensation, other burden, production
expense, union expense, company FICA contributions, total indirect costs, and total costs.

Detail
The Burden Analysis Detail Report Type also shows summary information broken down for each job by cost
code and change order.

Extended
The Burden Analysis Extended Report Type also displays detailed transaction information for each job cost,
including date, vendor or employee ID and name, reference number, and the source journal of the transaction.

Order By Options Fields

¢ Job Number

Show Report Criteria » Job Number

Active Jobs Cost Code
Inactive Jobs Change Order
Completed Jobs Date

Show Budget with No Activity Project Manager

Case Sensitive
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Drill-Down+® Destinations

Figure: UN-57
Right-click a Job hyperlink
to display a selection of
reports and other available
functions.

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Repart

Job UDF Report

Edit Job File

Document Link

Properties

Figure: UN-58
Right-click a CD or PR
Journal Reference
hyperlink to display a
selection of reports and
other available functions.

Figure: UN-59
Right-click an AP Journal
Reference hyperlink to
display a selection of
reports and other available
functions.

Figure: UN-60
Right-click a CC Journal
Reference hyperlink to
display a selection of
reports and other available
functions.

CD Journal Detail Report
CD Journal Extended Report

Edit Cash Disbursement

Document Link

Properties

AP Journal Detail Report
AP Journal Extended Report

Edit Vender Invoice

Document Link

Properties

CC Journal Detail Report

CC Journal Exended Report

Edit Credit Card Transaction

Document Link

Properties

Equipment Transactions Detail
Equipment Transactions Extended

Properties

Figure: UN-61

Right-click an EQ Journal
hyperlink to display a selection
of reports and other available
functions.

Job Cost Adjustments

Properties

Figure: UN-62
Right-click a JA
Journal Reference
hyperlink to display a
selection of reports
and other available
functions.

Job Cost Ledger Detail

Job Cost Ledger Extended

Properties

Figure: UN-63
Right-click an AR Journal
Reference hyperlink to
display a selection of
reports and other available
functions.

Job Cost Detail Repart

Properties

Figure: UN-64
Right-click a Total
Costs hyperlink to
directly access the Job
Cost Detail Report and
Properties.
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Job Cost Burden — Summary Report
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Job Cost Burden Analysis Report — Detail Report
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Job Cost Burden Analysis Report — Extended Report
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