Local Government Corporation
Reconciling Payroll with the General Ledger

| ntroduction

One of the many responsibilitiesthat every payroll office hasisto be ableto
reconcilethe payroll with the general ledger. In some cases, thismay just be one personin
the office, but in othersit involvesthework of several individuals. The purpose of this
document isto help in the process of thereconciliation between the payroll and the general
ledger. Wewill look at how your liability accounts ar e affected by payroll and how thishas
a bearing on your budgeted accounts. We will also spend sometimein discussion on
reviewing your balance sheet for problems and how one should go about fixing these
problems and keeping them from occurring again. It istheaim of Local Government
Corporation to help you and your office under stand the importance of reconciliation within
your office.

What is a liability?

A liability isan item of valuethat ispart of the overall debt or obligation of a person
or business. A liability isan obligation. In short, a liability ismoney that is“owed” to
someone or some business. I1n general, the money that comesinto the liability account will
bethrough a credit entry thus giving it a credit balance. To decrease the amount of the
fundsin these accounts, the offset must be a debit entry to the liability account. One way to
think of aliability account is asawash account. Money will comeinto the account through
out a certain time period, but it should wash out of the account once theliability is paid.
The Trial Balance and Payroll Journal are good reportsto locate which liability accounts
arein use. ThePayroll Summary Report gives you a synopsis of the employer and
employee portion of the deductionstaken during payroll.

Example of a Trial Balance:

101 CEMNERAL GCOVERNMENT

Fra-Funes Mame Bzlancs Dewi=  cC=sai= =B 2lames

TOTAL LIABILITIES 442,302 07— 1.532.456.350 14.750.336._62 15,823,551 75—
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Local Government Corporation

Reconciling Payroll with the General Ledger

Example of a Payroll Journal:

Q273 2008/07/31 10:08:27 TOWN OF SAMPLEVILLE FlexCent (.10} Tage- 1 A

/L Pre-Fosted

Trans Check Sub-Cost -Sub Debit Credit
Humbex Date Descriptien Fnd-Funct-Cbj-Fnd-Centz-Cbj Amount Amount
00010701 07/01/2008 INCOME TAX WITHHELD AND UNEAID 101-21310

00010701 07/01/2008 SOCIAL SECURITY TAX 101-21320

00010701 07/01/2008 SOCIAL SECURITY 101-21320

00010701 07/01/2008 SOCIAL 101-21320

00010701 07/01/2008 101-21320

00010701 07/01/2008 101-21330

00010701 07/01/2008 INSURENCE 101-21341

00010701 01/2008 101-21344

00010701 07/01/2008 EMPLOYER LIFE INSURANCE 101-21344

00010701 07/01/2008 USAS: 101-21345

00010701 07/01/2008 DENTAL INSURANCE 101-21347

00010701 01/2008 101-21350

00010701 07/01/2008 GARNISHMENTS AND LEVIES 101-21360

00010701 07/01/2008 101-21380

00010701 07/01/2008 101-21330

00010701 07/01/2008 R R R E 101-22200

00010701 07/01/2008 COUNTY OFFICIAL/ADMINISTRATIVE OFFICER  101-53400-101 2,697.62
00010701 07/01/2008 SOCIAL SECURITY 101-53400-201 165.86
00010701 07/01/2008 101-53400-201 38.7%9
00010701 07/01/2008 STATE RETIREMENT 101-53400-204 359.05
00010701 07/01/2008 LIFE INSURAN( 101-53400-208 0.85
00010701 07/01/2008 MEDICAL INSURANCE 101-53400-207 8.52
00010701 07/01/2008 PROBATION OFFICER(S) 101-53500-111 1,815.39
00010701 07/01/2008 SOCIAL SECURITY 101-53500-201 100.15
00010701 07/01/2008 SOCIAL SECURITY 101-53500-201 23.42
00010701 07/01/2008 STATE RETIR 101-53500-204 215.01
00010701 07/01/2008 101-53500-20& 0.85
00010701 07/01/2008 101-53500-207 z48.82
00010701 07/01/2008 101-54110-108 4,822.07
00010701 07/01/2008 101-54110-201 Pl
00010701 01/2008 101-54110-201 €
00010701 07/01/2008 STATE RE 101-54110-204 4

00010701 07/01/2008 LIFE
00010701  07/01/2008

101-54110-206
101-54110-207

00010701  07/01/2008 101-54210-106

00010701  07/01/2008 101-54210-201

00010701  07/01/2008 101-54210-201

00010701  07/01/2008 101-54210-204

00010701 07/01/2008 LIFE INSURAN 101-54210-206

00010701 07/01/2008 MEDICAL INSURANCE 101-54210-207

AAN1A701 07701 /2008  DIDIDOARTSSTAMDT 1n1-sm1an- )

You should be able to balance the Payroll Summary Report to the G/L Pre-post Report before
you even process your payroll. To balance take the summarized totals from the Summary
Report and match them to the corresponding general ledger account numbers.

Example of a Payroll Summary Report:

@

pDQsas 2008/07/31 10:06:42 TOWN OF SAMPLEVILLE FlexCent (.10} Dage: 1 A

Summazy

Payroll: 0001 SEMI-MONTHLY SALARY Check Date: 07/01/2008
Deriecd End: 07/01/2008

Summary Deductien Employee Employer

0003 CARNISHEMENT 28.38
0006 TVA CREDIT UN

Gross Salary:
FIT Taxable Gross:

Socizl Security Wage: 0008 LIFE INS DEDUCT
Medicare Wage: 0011 UNT: 2
SIT Taxable Gross: 0012

0013 USABLELIFE

Revirement Gross: POST
FIT 0014 TAL 5
Scecial Security: 001& TSA-NATIONWIDE
Medicare: - 0020 CC PCRTION LIFE -80
SIT: 0025 HEALTH FLAN BOS .0z
ICRS 0027 HEALTH JDEMO 40
2,288.37 0029 HEALTH BCBS -T8
Advanced Earned Income Credit:
Other Deductions 965.83
4,035.78
NDNTB
Cafeteria Plen: 245.78
Deducticns 'Sheltered From' FIT: 370.78
Soc Seec: 245.78
Medicare: 245.78
SIT: 370.78
Retirement:
Net Pay:
ployment Security Wage: 13,618.53

ployment Security:

* End of Report: Loczl Covernment Data Demo *
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Local Government Corporation
Reconciling Payroll with the General Ledger

Example of sections that are balanced

Sub-Cost -Sub Debit Credit
Description Fnd-Funct-Obj-Fnd-Centr-Obj Amount Amount
INCCME TAX WITHHELD AND UNPRID 101-21310 2,594.71
SOCIAL SECURITY TAX 101-21320 1,388,
SOCIAL SECURITY TAX 101-z1320 3z0.
EMPLOYER SOCIAL SECURITY TAX 101-21320 1,388, . . .
EMPLOYER SOCIAL SECURITY TAX 101-21320 320.
EMPLOYER RETIREMENT CONTRIBUTIONS 101-21330 2,285.37 The F I Tl $CI al %u r I ty1 I\/I ajl Care
EMPLOYER HEALTH INSURANCE 101-21341 4,026, .
117 s i and Deductions should balance back
EMPLOYER LIFE INSURANCE 101-21344 13.
TUSABLE 101-21345 30.95 h | |
DENTAL INSURANCE 101-21347 155.25 to t e Payro SlJmmary Rq)ort'
TAX SHELTER ANNUITIES 101-21350 125.00
GARNISHMENIS AND LEVIES 101-21360 B8.38
CREDIT UNION DEDUCTIONS 101-z1380 400.00
VOLUNTZZR PRODUCTS 101-21330 26.00 I ncome TaX —_ 2 59471
OTHE! RED REVENUE 101-22200 17,087.22 1
COUNTY OFFICIAL/ADMINISTRATIVE OFFICER  101-53400-101
SOCIAL SECURITY 101-53400-201 Empl Oy% SS 1, 368-36
SOCIAL SECURITY 101-53400-201 .
: 101-53400-204 | y ed — .
INSURANCE 101-53400-206 Empo ee M Icare ) 320 03
MEDICAL INSURANCE 101-53400-207
e Credit union Deductions—400.00
SOCIAL SECURITY 101-53500-201 H -
secn sscmint Garnishments and Levies —88.38
STATE IREMENT
LIFE INSURANCE
MEDICAL INSURANCE
DEPUTY (IE8) 101-54110-106
SOCIAL SECURITY 101-54110-201
SOCIAL SECURITY 101-54110-201
STATE RETIREMENT 101-54110-204
LIFE INSURANCE 101-54110-206
MEDICAL INSURANCE 101-54110-207
DEDUTY (IES) 101-54210-106
SOCIAL SECURITY 101-54210-201
SOCIAL SECURITY
STAT! IR
LIFE INSURANCE
MEDICAL INSURANCE 101-54210-207
nanamoarogoranT 10tacg10001
[Payroll: 0001 SEMI-MONTHLY SALRRY { Check Dete: 07/01/2008
Pericd End: 07/01/2008
Summary Deduction Employee Employer
Gross Salary: 22,316.15 0003 GRRNISHMENT ga.3e
FIT Taxable Gross: 21,345.37 0006 TVA CREDIT UN 400.00
Social Security Hage: 2z,070.37 0008 LIFE INS DEDUCT 40.25
Medicare Wage: £2,070.37 0011 UNITED WAY 26.00
SIT Taxesble Gross: 0012 USABLE PRE TAXS 50.53
Retirement Gross: 17,170.3¢ 0013 USABLELIFE POST 40.42
FIT: Z,594.71 0014 DENTAL § 195.25
Social Security: 1,368.36 001& TSA-NATICNWIDE 125.00
Medicare: 320.03 0020 CO DPORTICN LIFE 13.80
SIT: 0025 HEALTH PLAN POS £,737.02
TCRS Employee: 0027 HEALTH JDHMO 512.40
Employer: Z,285.37 0025 HEALTH BCBS 77676
Advanced Ezrned Income Credit:
Other Deductions Employee: 965.83
Employer: 4,035.78
NINTB Employee:
Employer:
Cafeteriz Plan: 245.78
Deductions 'Sheltered From' FIT: 370.78
Scc Sec: 245.78
Medicare: 245.78
SIT: 370.78
Retirement:
Net Pay: 17,087.22
Employment Security Wage: 19,818.53
Employment Security:
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Local Government Corporation
@ Reconciling Payroll with the General Ledger

Payroll controls that effect the General L edger

Deduction Control:

The general ledger liability account isset up in the Deduction Control file. It is
important to know what general ledger accounts are being affected by your payroll control
file set up and the payroll process. Your deductions can be set up for the employer match
portion of the deduction. The matching portion of the deduction will also make an entry to
the same liability account that isset up on thededuction. In order for the system to take
car e of the matching process, multiple deductions may haveto be set up for the same
company. An example of thiswould bewith your health insurance. In some cases, the
deduction may only be set up onetimeif thereisno matching set up. On insurance, if the
match isto be made by the system, then the different types of insurance plans must be set
up. (e.g. PPO Family, PPO Employee Only, PPO Employee/Spouse)

Non-matching: Example of a deduction set up with no match.

=
54 PYF221 - Deduction Code <]
Deduction Code: [ Drescription: [PREPAID LEGAL .
SerDese: [PAEFAID LEGAL p > Classification:  [07 [REGULSH vOL DEG How to get there:
Fot [ZiZgg Obi [ OO [ SOk [ Arnount Type: [G1 [FLAT aMOuMT 1 Payr O| |
Insurance Reported As: [Gooz Diefault Flat &mt: [~ 1485
Fercen tBased Or: [ [ 2. Other
Sheltered Fram Default Percentage: [ %
e 3. Control
SocSec: [0z WO Ret[az [MO Emplyr Contribution _
Medicars: [0z [NO Tatal Premivm: [ 4. Control A-L
Fixed Amt: — i
-2 Cafeteria Plan: 'ﬁ'ﬁ Fized Pct: '7 s 5' DaleCtI on Contro'

Pension Plar: [6z [MO Emplyr Matching:  [§2 [HO

Deferred Comp: T Amt Limit: —

Dependent Care: [0z [MO Pt Limit  *

Section 457 'ﬁ 'W R atio: '7 '7

Maonzec ticr 457 [0z [HD Fnd Fumct Obj CC SOb

Bualified: [Gz Mo Emplyréccount: [ [ [ [ T
Exit ([Esc) | | LookUp (F2] |

The general ledger account number must be set up under the matching portion of
the control for the system to maketheentries. The account that will have an entry made
against can betaken out to different general ledger account levels. If you have just one
benefit expenditure, just fill in the entire general ledger account number (e.g. 101-58600-
201 or 110-41100-141) If multiple general ledger accountsare used to handle the match
process, leave the Fund and Function fields empty and just key in the Object field. (e.g.
201 or 141) Thefollowing page provides an example of a deduction that is set up for
matching.
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Local Government Corporation
@ Reconciling Payroll with the General Ledger

Matching: Example of deduction set up for employer matching

%4 PYF221 - Deduction Code X How to get there:
Deduction Code: [f— Desciptior:  [BCBS FAMILY ON LEAVE 1 Payr O| l
SerDesc: [BCBS FAMILY MIS < o Classification:  [07 [REGULAR VOL DED 2_ Other
Fou 27347 Obi [ CC[~ S0bi [~ AmountTyps |07 [FLAT AMOONT 3. Control
Insurance Reported As: |_ Drefault Flat Amt: |—
. : . — Eerfcerl':t;asedtﬂn' ,7?75187& 4. COﬂtrOl A_L
ElLEre rorn Efal ‘ercentage: i -
FT: [oT[vEs  SIT:[o7[vEs 5. Deduction Control
Soc Sec: W,ﬁ Ret: ,ﬁ,w Emplur Contribution
M edicare: [o7 [vEs ;nladl :na{nlum [Tz9802
P i T The employer accounts should be set up
PensionPlen: (02 [NG Empb Metching [02 [ND based on how you budget your benefits.
Deferred Comp: |_’_ Amt Limit: |—
Dependent Care: ,ﬁ’w Pt Limit: |— %
Section 457: Ratio: .
i 57, [N T If the employer match is budgeted at the
uelfit oz o suocesetls - A department level, enter the appropriate
EoE= | | [=FDE] object code. If it isexpensed to just one
line, then enter the benefit line here.
TCRS controal:

To setup the employer match of the TCRS follow the instructions shown below. If
you have just one benefit expenditureitem, fill in the entire general ledger account number
(e.g. 101-58600-204 or 110-41100-143). If you have multiple general ledger accountsfor the
match process, leave the Fund and Function fields empty and just key in the Object field
with the appropriate general ledger account number for the employer match. (e.g. 204 or
143) The other side of the matching entry will be made during the payroll process. This
entry will be made against the TCRS general ledger liability account that isset up in the
Payroll Number control file.

Example of TCRS type control file

. How to get there:
Fa4 PYF 286 - TCRS Department 1 PayroII
TCRS Department: [EERENE << > 2. Other
N | 3. Control
escription: DEFPART # 27110
Scr Desc: |DEF'.=‘1'~FIT HeF110 4 COI’]UO| N'Z

5. TCRS Department

Employer's

Contribution: D =
e The employer accounts should be set up

Account [ = H B based on how you budget your benefits. If it
is broken out to the department level, enter
Exit (Esc | | | LookupFzi| the appropriate object code. If it budgeted
to just oneling, then enter the benefit linein
here.
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Payroll Number Control:

Local Government Corporation

Reconciling Payroll with the General Ledger

In the Payroll Number control file, you will find the place to set up the match for the
employer portion of Social Security and Medicare and also set up thelineitem for the
Employment Security amount. The Social Security and Medicare amountswill make a
debit against your Expenditure account and a credit entry to the liability account that is set
up in thiscontrol file. They will hit the same liability account number asthe employee
portion of Social Security and Medicarewill hit. Theemployment security entry will make
adebit entry against your expenditure account and a credit against the Employment
Security liability account that is set up in the Payroll Number control file.

Example of Payroll Number control file

w4 PYF280 - Payroll Number 1st Scr X
Pagrall Humber:  [oom rry a3
Description: SERI-MMOMTHLY SaLARY] Congolidate Check: ,ﬁ MO
Screen Desc: [Dg1-30 Fund:
State Income T ax: ,ﬁ YES
Office Marme: [S&MPLE OFFICE State: ,ﬁ
Address: [COUNTY COURT HOUSE TCRS SIT Exemnpt: [0z [ND
City: [COLUMBIA TCRS Contributony: [0z [ND
State: [TH TCRS Tax Sheltered: [0z WD
Zip Code 35407 G/L Interface: [01[vES
Direct Deposit: [01 [vES
tax S alary Allowed: 10,000.00 Leave On Chk/DDF: ,E MO
Chk/DDF By Location:
EIN 99999595999 v oea _'Dn (01 [VES
State Tax Mo E0E3005 Dzp Jil By Locatlon.. ,ﬁ MO
i S Rl W licﬁLENDAH Feg Pay FIT On Adj: ,ﬁ YES
Emp Sec Code: [oo02 [UMEMP CODE # 0002 Check Stock: [0z [1081
Distribution Acct: ,ﬁ SUE FUMD DDP Stock: ,ﬁ 1061 - DDP
Eit [Esc) Update [F4] |  Delete [F&) | | owseFn | ResrFe |

How to get there:
1. Payroll

2. Other

3. Control

4. Control N-Z

5. Payroll Number

The OthScr (F7) option provides

Employer Accounts:

acce$ to g up the ernpl Oyer F54 PYF281 - Payroll Number 2nd Scr rg|
accountsfor Social Security, < W i
H . Accourn t Mumbers
Medlcare’ and Empl Oymer]t %Curlty Funct CC  S0b Funct abj CC  sS0b
Met Pay: [zzzoo | [ FIT: [zimo [ [ [
Direct Deposit: Sac Sec:
SR Medicare e — F
The employer accounts need to be s HEN E. = W
set up based on how you budget your HEEN E E E
H mp Securty; 21520
ben ef I tS Employer's Accounts
If budgeted at the department level, Modiare:  [— —— o~ [
then enter the object code. If it is o - T - .
budgeted to just oneline, then enter

the benefit account number.
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Local Government Corporation
@ Reconciling Payroll with the General Ledger

Budget Expense | tems

How does your site budget for employer matching?

Thereason this question must be asked is because it has a bearing on how the matching
accountswill be set up in the Payroll system. If you area payroll clerk who does not work
with the general ledger system, then you will want to find out from the person whois
responsible for your budget and general ledger in your office. They aretwo different
methodsthat people budget for employee benefits. a single employee benefit account or at
the department level.

1. OneEmployee Benefit G/L account —If this method isbeing used by your office,
you will normally key in the Fund, Function, and Object code fields that match
the necessary employee benefit linefor what you are setting up. For example, in
counties 101-58600-201 (110-41100-141 for cities) would be the one for Social
Security and 101-58600-204 (110-41100-143 for cities) would be a linefor
retirement. Noticethat thefund and function are needed in this case because
you will not be breaking this down to the department level.

07r20/2007 1381 COMMISSION ADPROVED

1381 ACCOUNTING ZND BUDEETING

You can seeon this
budget journal that
the employer
matching accounts
T are broken down to

’ the department level.

aaaaaa

1321 UNDESIGNATED FUND BALANC 101-35000 170, 65500

0772042007

1322 DROPERTY ASSEZSSOR'S OFFI

350.00

2. Department level —If thisisthe method that isin use by your office, then only the
Object code will normally be entered. For example, Social Security is Object
code 201 on the county chart of accounts (141 on the city chart of accounts). By
leaving the Fund and Function field blank, it will follow the distribution of the
employee and break the benefit down at the department level.
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Local Government Corporation
@ Reconciling Payroll with the General Ledger

How you budget effects how the controls files are setup for matching

The matching and employee benefit linesneed to be set up according to how you budget. If
you budget at the department level, then the match must be set up that way. If you budget
with one section of employee benefit general ledger accountsthen it must be set up that
way. Not adhering to the follow recommendations will cause your payroll system to make
general ledger entries against non-budgeted line items and thus over state your budgeted
amountsfor theyear.

Advantages of Automatic Matching in payroll

The advantages of letting the system make the general ledger entriesfor you during the
payroll process would bethe following:

1. Fewer clerical errorsin manual calculation of the bill
2. Lesstimespent in calculating how the invoice will need to be paid from the
different general ledger account numbers
3. Doesnot add any additional stepsto your payroll process
4. Better reflection on your reportsthroughout the month
a. Statement of Expenditurereport would be updated after each payroll
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Local Government Corporation
Reconciling Payroll with the General Ledger

Reviewing your Trial Balance or Balance Sheet for Errors

Thereview of your Trial Balance or Balance Sheet for problemswith your liabilities should
be part of your month end procedure. You should look for accounts where the monies
have not been paid out and also for accountswherethereisaremainder of money that is
left over in these accounts. Theliability account, aswe discussed earlier, isprimarily just a
holding account for money that needsto be paid out. You should be able to balance these
accounts and get them back to a zero balance. If a balanceremains, you should beableto
explain why the account still has a balance.

Example of Trail Balance

Trizl Bazlznce
APRIL 15, Z00B
101 GENERAL
Beginning
Account Figeal Year Y-T-D Y-T-D Ending
Fnd-Funct Name Bzlance Debit Credit Balance
RSSETS
101-11140 CASH WITH TRUSIEE &,312,885.74 34,173,480.28 33,082,221.53 7,454,128.45
101-11180 CASH WITH CLERKS, REGISTER, AND SHERIFF 1,01%,808.80 0.00 1,019,808.80 0.00
101-11410 ACCQUNIS RECEIVABLE 50Z,838.03 249,200.00 3,43B8.03 748, 400.00
101-11430 DUE FRCM OTHER GOVERNMENTS 8687,947.3¢6 Z,700.83 &70,648.73 0.00
101-14100 ESTIMATED REVENUES 0.00 28,939,735.04 380,809.34 28,578,385.70
101-14200 UNLIQUIDATED ENCUMBRANCES (CONTROL) 0.00 3,437,723_48 3,019,086.55 478, 6842.33
101-14500 EXPENDITURES - CURRENT YEAR (CONTROL) 0.00 27,9341,128.05 Z,716,503.13 25,224, 824.8¢8
101-14510 TRANSFERS TCO OTHER FUNDS (CONTROL) 0.00 10,000.00 a.ao 10,000.00
101-14800 EXP CHGD TO RESERVE FOR PRICGR YRS ENC 0.00 20&,978.30 a.ao 206,978.30
TOTAL ASSETS 8,503,084.53 §5,020,959¢6.58 40,822,316.23 €2,701,7e4.88
LIRBILITIES
101-21100 ACCOUNIS PAYABLE 148,422 . q86- 148,422 88 a.00 0.00
101-21310 INCOME TAX WITHHELD AND UNBRID 857.08- 1,888,173.¢¢6 1,689,446.¢3 Z,13z2.05-
101-21320 SOCIAL SECURITY TAX 745 _64- 2,227,545 18 Z,246,285.5 15, 489.35%-
101-21330 RETIREMENT CONTRIBUTICHS 0.00 1,740,085.81 1,834,833.7¢ 154,813.95-
101-21341 HERALTH INSURANCE 25,241 _88- 2,712,507.85 2,931,513.0¢ 248,6847.05-
101-2134Z COLONIAL LIFE 0.00 1,243.1Z2 1,243 12 0.a0
101-21343 STATE F2RM INSURANCE 0.00 48382 489 82 a.a0
101-21344 LIFE INSURANCE 0.00 37,842.13 41,871.87 4,029.74-
101-21345 USABILE 0.00 100,170.88 110,816.4% 10,645.78-
101-2134& METLIFE 0.00 T7B81.00 TBL.00 0.00
101-21347 DENTAL INSURANCE 0.00 0.00 ZgZ.8% IgZ.ge-
101-21350 TAX SHELTER ANNUITIES 0.00 Z0Z,88l.23 z0z,896.23 35.00-
101-Z13&0 GARNISHMENTS AND LEVIES 0.00 240,582.44 240,230.44 352.00
101-21380 CREDIT UNICN DEDUCTICHS 0.00 234,871.41 Z34,096.41 575.00
101-21330 VOLUNTEER BRODUCTS 0.00 12,557.32 12,557.32 0.a00
101-22200 OTHER DEFERRED REVENUE 1,112 87 11,153,456.24 11,217,870.22 23,301.11-
101-24380 OFFICERS COSTS 1.80- 0.a0 a.ao 1.80-
101-28100 APPROPRIATICNS (CONTROL) 0.00 1,307,535 &4 32,721,038 48 31,413, 088_82-
101-28500 REVENUES (CCNTROL) 0.00 4 428, 828_38 25,000,345.27 24 573, 720.91-
| 101-28510 TRANSFERS FROM OTHER FUMDS (CONTROL) 0.00 178.237.91 178, 237,91 0.00
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Local Government Corporation

Reconciling Payroll with the General Ledger

Example of Balance Sheet

Bzlance Sheet
APRIL 15, 2008
101 GENERAL
Fnd-Funct Aoecount Name Amount
BREEETS

101-11140 CASH WITH TRUSIEE 7.454,128.43
101-11410 BCCOUNTS RECEIVABLE 748,400.00
101-14100 ESTIMATED REVENUES 28,578,985.70
101-14200 UNLIQUIDATED ENCUMBRANCES (CCNTROL) 478, 842.53
101-14500 EXPENDITURES - CURRENT YEZR (CONIRCL) 25,224, 824.8¢
101-14510 TRANSFERS TO OTHER FUNDS (CCONTROL) 10,000.00
101-14&00 EXP CHGD TC RESERVE FOR PRICR YRS ENC Z20g,578.50

TOTAL ASSETS £2,701,764.88

LIRBILITIES

101-21310 INCCME TAX WITHHELD AND UNPAID 2,132.05-
101-21320 SCOCIAL SECURITY TAX 15,485.95-
101-21330 RETIREMENT CONTRIBUTICHNS 154,813.55-
101-21341 HEALTH INSURANCE 248, 547.0%-
101-21344 LIFE INSURANCE 4,029.74-
101-21345 USRBLE 10,845.78-
101-21347 DENTAL INSURANCE Zgd. ge-
101-21350 TAY SHELTER ANNUITIES 35.00-
101-21380 CARNISHMENTS AND LEVIES 352.00
101-21380 CREDIT UNICHW DEDUCTICNS 575.00
101-21350 VOLUNTEER PRODUCTS 0.00
101-22200 OTHER DEFERRED REVENUE 23,301.11-
101-24380 OFFICERS COSTS 1.50-
101-28100 BPPROPRIATICNS (CONTROL) 31,413,098.82-
101-28500 REVENUES (CONTROL) 24,573,720.91-
101-28820 INSTURANCE TRAWSFER ACCOUNT 180,%42.01-
101-23500 FEE/COMMISSION ACCOUNT 14 00-

TOTAL LIABILITIES 58,829,908 21-

The next few sections of this document will deal with identifying theseerrorsand
how to go about correcting theerrorsthat you find. Being able to balance the payroll and
general ledger to one another will help not only in the current month, but also for the
guarter and theyear. Balancing payroll on amonthly basiswill help to insurethat possible
or potential errorsare handled quickly and correctly with little to no affect on the
employees.
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Local Government Corporation
Reconciling Payroll with the General Ledger

Reconciling | nsurance | nvoices

Flexgen Reports

Deduction Report

The deduction report allows you to see the monies that were deducted for thetime period
entered. You can usethisamount on thereport to balanceto both your ledger and your
insurance statements.

)
|

Repart Order Options

— = — How to get there:
. = — 1. Payroll
T 2. Reports
e 3. History
s om 4. History

5. Deduction

Beginning Date: [
MMDDCCYY

Ending Date:
MMDDCCYY

Exit [Esc) | LookUp (F2)|

Torun a Deduction Report, begin by choosing Name or SSN order. Next, select the payroll
you want reported. You can then narrow your search by selecting one or several
deductions. Thelast criteria entered will be the date range. Below isan example of a
Deduction Report that was donefor a dental deduction in the month of April for one
payroll.

Deduction

For The Period 0471572008 To 04/15/2008

Classification: 01 REGULAR VOLUNTARY DEDUCTION

Deduction: 0014 DENTIAL S Cafeteria Plan: 01 ¥YES
Payroll: 0001 SEMI-MCONTHLY SALARY
Location:
Exployes NDNTE Exployes
EE Employes Mame Amount Zmount Zmount
595-58—-0004 EMPLOYEE-000004 JR, ROBERT E 1l.s68

595-32-000%
933-52-0008 E
$53-76—-0017
595-46—-0027 El
595-6Z—-0034 El
595-54-003%
933-e2-0041
933-68-0044 El
595-36—-0046 El
595-84—-0043
595-53-0050
$99-25-0057 E
933-31-0081 E

», CTRROLYN D 1l1.s8
. ERIC J 44.25
7., BRIAN D 11.68
7, WILLIAM H 11 _&8
, FRANCIA M 1l.s68
, SCOTT M 1l1.s8
» EIMBERLY R 11.68
. DEREEK A 11.68
. CRRL D 22 52
, CTONNIE L 1l.s68
50, PAUL 1l1.s8
57, EMILY R 11.s8
. JEFFREY © 11.68

595-30-0084 EMPFLOYEE-000084, LUCINDA 11 _&8
595-0Z—-0100 EMPLOYEE-000100, BARRY D 44 .25
Employees: 16 Location Totals: Zgz. 8¢
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Deduction Comparison Report

Thisreport will show any deductionsthat are set up incorrectly. It comparesthe deduction
“sheltered from” flags against how the control fileisset up. If adeduction isnot set
correctly, it will effect what isheld out of their checkswhich in turn affects your employees
wW2.

FG4 PYS5734 - Ded Flag Comparison Start E|
(egiming fiame | How to get there:
- 1. Payroll
| | 2. Reports
Selected Payrolls: 1
e | 3. History
Classifications: rlgi
Deductions: [T8 4 Other .
e e 5. Ded Flag Comparison
MMDDCC™
Ending D ate: [z/a/zo08
MMDDCCY™Y
Exit [Ezc]

Example of Deduction Comparison Report with Problems

Ded Flag Comperison
For The Period 01/01/2002 To 12/31/2007
Clessification: 01 REGULAR VOLUNTARY DEDUCTION
Deduction: 0004 ZZZZZZZZZIZIZZHERLTH INS S Cafeteriz Plen: 01 ¥ES
Payroll: 0001 SEMI-MCNTHLY SALARY
Location:
'Sheltered From' Flags
Marked, Are Different
—-- Check --- From The Conrol File Employee
55N Employes Name Stk Number Type  Check Date FIT Soc Med S5IT Ret Ampunt
993-04-01%2 EMPLOYEE-00015Z, SHARON L 0z 103883 10/03/2003 NO NO NO NO 9.54
0z 104lez 10/17/2003 NO WO NO NO 5.54
993-78-1362 EMPLOYEE-0013&Z, JUDY F 0z 87743 0171172002 NO 155.81
0z 58031 01/25/2002 O 155.81
2 B8438 0z/08/2002 N 155.81
58807 02/2z/z002 NO 155.81
891cd 03/08/2002 N 155.81
You will seethisif thereareno errors. [
! E Me records exist for this range.
oK
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=}

For employeeslisted on thisreport, it isvery important to fix these errorsas soon asyou
find them. It isbest to find and correct these within the calendar year. It would be better
still to correct them within the quarter in which they occur. Asyou can see on the example
given, there was an employee whose deductions wer e not sheltered from anything which
should have been. To fix this, you have to adjust the employee’s deductions so that it can
withhold the correct amount of money from that point forward. You may also need to
adjust the Taxable Gross on the employee and make any necessary general ledger entries.

Tax Deposit Recap

The Tax Deposit Recap report showsthe amount of FIT, Social Security, and Medicare
withheld for adaterangeentered. If automatic matchingisset up on the Payroll Number
screen, then the amount at the end of the report should bethetotal amount for your tax
deposit. Thisreport will also show from where the employer’s match was expensed.

Tax Deposit Recap £|J| :
Beginning Date: 04/15/2008 3 H.Stl
MMDDCCYY 4G /L
Ending Date: 04152003 5T D OSit R ap
MMDDCCYY
Exit | select |
PEQ431 2008704715 13:-13:0& TOWN OF SAMPLEVILLE FlexGen4 (&.10) Page: 1
Tax Deposit Recap
Sub-Cost -Sub |- Employee ——-—————— | l——— Employer —--——-——-——-— 1

Fnd-Funct—Ckj-Fnd-Centzr-0bj Descripticn FIT Sce Sec Medicare Sce Sec Medicare
101-21310 INCOME TAX WITHHELD AND UNEBAID 3,638_98
101-21320 SOCIAL SECURITY TaX 2,087.77 483.559
101-51740-Z01 SOCIAL SECURITY T7e.14 17.81
101-52300-201 SOCIAL SECURITY 94 .18 22.03
101 -53400-2Z01 SOCIAL SECURITY 165.8¢ 38.79
101-53500-201 SOCIAL SECURITY 100.15 23.42
101-53910-Z01 SOCIAL SECURITY 59_.99 14.03
101-54110-201 SOCIAL SECURITY 535.03 125.12
101-54210-201 SOCIAL SECURITY 730.73 170.89
101-55130-201 SOCIAL SECURITY 53.04 Z1 &
101-551390-201 SOCIAL SECURITY 212 .85 43 .74
Total for 101 3,€38.98 2,087.77 483.559 2,087.77 483.59
FIT: 3,€38.98
Soc Sec: 4, 135.54
Medi : 867.18
Total: 8,741.70
iGrand Total
FIT: 3,638_98
Soc Sec: 4,135.54
Medi - 967.18

Total: 8,741.70

Local Government Corporation
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The Account Analysis should match to your Tax Deposit Recap.

Acepunt Analysis (Function Order)
BPRIL 15, 2008 Thru APRIL 15, 2008

INCOME TAX WITHHELD AND UNEAID

Trensaction Debit Credit
Date Fund Type Number Deseription Amount Amount Bzlance
04/15/2008 Beginning Balence 0.00 0.00 1,506.593
04/15/2008 101 ER 10415 AUTCMATIC PAYROLL SUMMARY 0.00 3,638.98 Z,132.05-
Totals For 21310 0.00 3,638.98 2,132.05-

Leeount Analysis (Function Order)
APRIL 15, 2008 Thru APRIL 15, 2008

21320 SOCIAL SECURITY TAX

Transaction Debit Credit
Date Fund Type Number Description Empunt Imount lance

04/15/2008 Beginning Balence 0.00 0.00 14,543\, 83-
04/15/2008 101 PR 10415 AUTCMATIC FAYROLL SUMMARY 0.00 5,102.72 13, 846.%1-

Totzls For 21320 0.00 5,102.72 19rE4E.E}\-

How to get there: Srand Tewst
. FIT: 3,838 _398
1. Accounting Socc Sec: 4,135_54
2. Reports predi - Se7-18
3. Account Analysis ool T B B

You will take the amount of entry on
04/15/2008 and balance it to the amount
shown on the Tax Deposit Recap Report.
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941 Tax Return

The computer generated 941 Tax Return should equal your payments made throughout
the quarter. Below isan example of a 941 report and how it balances back to the Tax
Deposit Recap report.

Mame: SAMPLE OFFICE Date Quarter Ended: 0&/30/2008

EXSESH COUNTY COURT HOUSE

City: COLUMBIA Employer ID #: 59-59993399
state: TN

Zip: EEELE State Tax #: £90630034
1 Number of emplovees . . _ . _ . . _ . . . . o o o oo o oo EEE]
Z Wages, tips, and other compensatien . - . - . . . . . - - . - - - . - . - - . - - . z,632,322.99
3 Total income tax withheld from wages, tips. . . . - . - - - - - - . . . - - . - - . z98,240.76

5 Tenable scc sec wages and medicere wages and bips:

52 Taxskle soc sec wages . . . . Z,655,936.05 = 0.1z240 = 225,338 28
Retual soe see bewes. . . - . - - . _ . _ . _ . . . . _ _ 225,338 .16
Difference. . . . . . . . . . . . o o _ . o o . . o .. 0.1z
Sc Taxable Medicare wages & tips 2,659,986.09 =x 0.0zs0 = 77,139.60
Actual Medicare taxes . . . . - - . _ . _ . - - . - . . . 77,139.38
Difference. . . . . - . . . < - 4 o 4 & o e oo o.zz

Sd Total FICA taxes (lines Sa + Sc = line Sd) - . - . _ - - . - - . - - - - - . - - 406,3977.88

& Teotal taxes before adjustments (lines 3 + 5d = linme &). - - - - . - . . . _ . _ _ _ F05,218 .84

Tax adjustments:

7h Total adiUSTmMERTS. - - - - - - . .« o« - - « o« & & 4 e e e e oo e oo ..
2 Total taxes after adjiustments . . . . . . . . . - . . o o o o o . . o o . oo .o 705,218 .64
3 Advanced earned income credit payments made . . . . . - - - . . . . - - - . - - . . 0.00
10 Total taxes after adjustment for advance EIC (lines 8 — 8 = line 10} . . . . _ . _ 705,218 .€4
11 Total deposits for this quarser _ . _ . . . . . . . . _ . . . o . . - . ..
1z Balance due (lines 10 — 11 = lime 12) . . . . - - - - - - = « 4 « + 4 & « + - - - .
First Month Liability: 342,354.20
Second Month Liability: 362,863.84
Third Month Liability: o.00
Total Liability For Quarter: TO05,218 .64

How to get there: How to get there:
1. Payroll 1. Payroll
2. Reports 2. Period End
3. History Or 3. Quarter End
4. Other 4. Reports
5.941 Tax Return 5.941 Tax Return

Erand Total TheFIT, Social Security, and Medicare
FIT: 292,240.78 should match your 941 Report. If thereare
Scc Sec: 329,838.1% discrepancies, you will need to investigate
Medi: 77,133.38 what could have changed the amounts.

Total: 705, - There could be a difference due to

rounding on this report.
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Account Analysis

The Account Analysisreport shows entries made to a particular general ledger account.
Thiswill show all entriesthat have affected the account based upon the information that
you have entered.

Select Order:

Exit How to get there:

Account .

cub Fund 1. Accounting

Type 2. Reports

Date 3. Account Analysis

Functon

DObject .

Cost Center You can choose a variety of waysto run the
Select Account Analysisreport. Choose the one
Account-MNo Month Break that beSt fltS your need.

Account Analysis Account Order

Beginning Month: [z MARCH 2008
Ending Month: [3 [marcH  [2008

The example given isthe Account option
for the Account Analysis Report. Enter the | SubCostSub
appropriate date range and the Beginning Fnd-Funci-Opl-Fnd-Cenir-Ob)

. Beginning Account Number: 101 (21320
and Ending Account Numbers. _ ot L |
Ending Account Number: [t01 21320 | |22z |zzz2z 222
Screen Correct? [YiN): fr
Exit | select |

Example of Account Analysisisgiven on the next page
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Example of Account Analysis

Account Anzlysis (Account Qrder)
MRRCH 01, 2008 Thru MARCH 31, 2008
101 GENEZRAL
21320 5OCIAL SECURITY TAX
Sub Cost Sub Tremsection Debit Credit
Fnd-Funct-0bj-Fnd-Centr-Cbj TIype Number  Date Description Ampunt Amount Balznce
101-21320 03/01/2008 Beginning Balance 0.00 0.00 8e,097.04
101-21320 JE 8533 03/13/2008 3/14/2008 941 DAYMENT 98,797.52 0.00 182 ,854.5¢
101-21320 B2 10314 03/14/2008 AUTCMATIC PAYROLL STROARY g4l.3¢ 54,200.48 B9,335.44
101-21320 JE ge09 03/27/2008 541 DEBOSIT 3/28/2008 98, 85¢.22 0.00 188,151.¢¢
101-21320 JE 6617 03/28/2008 941 3/28/:008 840.44 0.00 185,032.10
101-21320 P2 10328 03/28/2008 AUTCMATIC PAYROLL STROMARY 154.08 95,580.52 93,005.24
101-21320 JE ge20 0373172008 3/31/2008 341 TRHES 113.32 0.00 53,718.5¢
101-21320 JE gezd 03/31/2008 CORRECT 55 EZRRCR 0.00 540.33 53,178.23
101-21320 PR 10331 03/31/2008 AUTCMATIC PAYROLL STMOMARY 0.00 113.32 53,084.51
Month-End Balance 197,402.52 150,435.05 53,084.51
Ending Balance 197,402.52 150,435.05 53,084.51

Asyou can see, the Account Analysis showsthe entries from Payroll using a PA transaction
type. If a payment ismade out to the particular vendor, you should seea CD entry (Cash
Disbursement) in most cases. All other types of entriesfor thiswill normally be any JE
entrieswhich would befor your Journal Entries. Remember to increase the balancein this
account you will credit the particular number. To decrease the balancein the account you
will make a debit entry. Thiswill help in under standing how your entry will need to be
madeto the general ledger in the event a problem isfound.
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M atching Flexgen reportsto insur ance invoices

Each time you receive your invoice from your insurance company you will want to
reconcileit to what you have deducted through the month. Below isa sampleinvoice with
thetotal amount that is billed to your office.

You should verify that the
total amount on your invoice
matches the amount that is
in your liability account.
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Example of | nvoice Report that Matches Payroll and General Ledger

You can see from this
example the balanceisthe
same from what was billed
to theliability, what ison
the deduction report and
also the account analysis
for theinsurance for that
period of time.
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| dentifying Errors

From timeto time you may receive an invoice that has differing amounts from the amount
withheld during payroll. Thisnumber can also be different from the amount that ison the
general ledger system aswell. There are many possibilitiesfor errors.

Some possibleerrorsinclude:

Insurance Invoice still has employee set up for insurance but you have taken
the deduction off the employee’srecord on the payroll system.

Payroll system has someone set up for insurance that the insurance company
has not picked up or added yet

Initial paycheck hasbeen voided but thereissue check wasissued in the next
accounting period.

Working on check history and accidently deleted deduction info off an
employee in which case the deduction on all three items (deduction report,
account analysis, and the insurance invoice) may not balanceto each other.
Liability account has not been set up in payroll for matching, but thetotal
amount of theinsurance checks has been written from theliability account.

I nsurances deductions have been set up in payroll automatic matching but
the checkswritten to the insurance company were written from both the
liability account and to the expenditure account instead of just theliability
account.

The payroll process held out moreor lessthan it should have becausethe
deduction matching amount was an odd amount for each payroll run. (e.g.,
Insuranceis held out twice a month and thetotal for the employer matching
should be $26.27. The system will either hold out for each payroll $13.13 or
$13.14 unless the match is changed for each payroll.)

Deduction amount isdifferent than the I nsurance deduction amounts.

(e.g., deduction rate changes not changed in the computer.)

Reportsran before certain work was donein the computer.

(e.g., deduction report was run before the voided check had been done, but
the general ledger reflectsthe change.)

On the next page you will see an example of an insurance statement that is different than
the payroll report and the account analysis. Thistypeof error isthe examplegiven in the
document and will be used for the correction process. The otherswill be discussed later in
the document but will not have screenshotsfor thoseerrors.
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Balancing Example

You will notice on the
account analysisthe
amount is different from
the payroll system and
the insurance invoice.
Theonly reason the
deduction report would
be different from the
account analysis would
be that the deduction
report was run before
the check was voided.
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Correcting Errors

Oncean error in balancing the payroll to the general ledger and to theinsurance
companies has been identified, you will want to make the necessary corrections. For the
example given above, we will go through the correction process. You will need to
determineif the amount withheld or the amount the insurance company hasis correct.
You will need to contact your insurance company, if you know the amount iswrong for
which you have been billed, to make any necessary corrections with them, and have them
send you a corrected invoice. |If theinsurance company amount is correct, you will need to
figure out why the amount iswrong in payroll and the general ledger. In the examplethat
has been given a check had been voided during the month, but the new check had been
issued in May instead of April. Now, you will need to decideif an entry to correct the
general ledger for April isnecessary, or just let it correct itself because the money will be
therethe next month for the amount that was not in theliability account for April.

In General Ledger:

We will now go through making a journal entry to the dental account to fix the amount
that wasincorrect. You will need to make surethat you makethe entries against the
correct accounts. Thismay requirethe payroll clerk working with the accounting office if
they are separate or vice versa to make the necessary corrections. The voided check entry
showswhat check number was voided and you can usethat to find the employee to whom
the check waswritten. Knowing the employee allows you to deter mine which expenditure
accounts may need correcting.

Finding the Distribution Line or
Other Information for an

Employee
1. Payroall
2. Employee
3. Payroll Master
4. Paylnf(F9)
5. Distribution

Under the employee option
you can also go directly to a
particular payroll item such as
deductions or distribution.

On the next page you will see

a

displaying an employee’s
distribution information.

Distribution screen

March 13, 2008 Local Government Corporation Page 22 of 30



Local Government Corporation

Reconciling Payroll with the General Ledger

You can seethat this employee
only has onedistribution line and
that will be the line the employee
deductionswill need to be
corrected to or from.

The employer corrections will
need to go against the employer
benefitslines.

The below example will show you how to make a journal entry to your general ledger.
Afterwardsisan example of what your Account Analysiswill look like after the corrected
entry.

How to get there:
1. Accounting
2. Manual Transaction
3. Journal Entries

Press the Update (F4) option to
savethisentry.

After saving thisentry you will
want to post the entry to the
general ledger.
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You will want to post entry after it has been
saved. Before posting the entry, run the
Pre-post Transaction Report to seeif the
entries are correct before posting them to
the general ledger.

Post the entries by using the Post All
Transactions, Post Transaction by Type, or
Post I ndividual Transaction.

Once the entry has been posted check your
Account Analysisto seeif the desired entry
posted as you wanted.

Example of Account Analysiswith Journal Entry
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In Check History:

Thefollowing information is extremely critical. 1f you will be making entriesto check
history you will want to make sure you only change the necessary field or fields. Changing
thewrong field in the check history can affect how certain monies are withheld from that
employee’sfuture checks. If unsureabout how to proceed with correcting check history,
please contact L ocal Government Cor poration for assistance.

How to get there:
1. Payrall
2. Other

3. Update

4. History

5. Checks

After enteringinto the Checks option, you will see alookup box asthe one below. Find the
employee and the desired check for that employee you are changing. Onceyou havethe
desired check selected, click enter to pull the check into your screen to make the changes
you desire.
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In the example deduction screen was selected. Here you can change an amount for the
employee or employer part of the deduction. You can also delete a deduction taken in
error or add a deduction which should have been taken. Once the desired change is made,
press Update (F4) option to save your changes. Once the option is selected you will be
prompted to select a reason why the change was made to the check. Thereason for the
changeto history iskept for audit purposes and can be acquired later on the Audit Report.

You can seein thisexample that once you
have changed monetary information on
the employee's check, it will affect the
totalson thisrecord. Here, wedeleted the
deduction and the net pay on the check
changed. Asmentioned before, bevery
careful in any changes made on this
screen. If needed, please contact the

L ocal Government Corporation for any
help with these types of changes.
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Other ErrorsHelp

1. Insurancelnvoice still has employee set up for insurance but you have taken off the
deduction from the employee' srecord on the payroll system.

Solution — Contact the insurance company to see if payment is still needed. If
payment is needed, please make the necessary general ledger entries. You will
also want to make sure they remove the employee from the insurance list.

2. Payroll system has someone set up for insurancethat the insurance company has
not picked up or added yet.

Solution — Contact the insurance company to see if payment is still needed for
the employee you have on file. If payment is not needed, please make the
necessary general ledger entries. You will also want to make sure that they add
the employee to the insurancellist.

3. A check had been voided and reissued in the next accounting period.

Solution —Make the necessary general ledger entry if a correcting entry is
necessary.

4. Working on check history and accidently deleted deduction info off an employee
and which case the deduction on all threeitems (deduction report, account analysis,
and the insuranceinvoice) may not balance to each other.

Solution — Find the information that was deleted off of the check. Once you
figure out what work was donein error on the check, you will need to go back
into check history and undo the work that was donein error. Oncethework is
completed, save your changes and rerun your reportsto seeif you arein
balance.

5. Liability account has not been set up in payroll for matching but the total amount of
theinsurance checks has been written from the liability account.

Solution —Make a journal entry to correct this. Credit the liability account and
debit the necessary expenditure lines. I f your benefits are broken down to the
department level, you may need to use a distribution report to figure out how
much money needs to be paid from each department. You will also need to
make sure that the employer account gets set up on the deduction before the
next payroll.

Local Government Corporation Page 27 of 30

March 13, 2008



Local Government Corporation

Reconciling Payroll with the General Ledger

6. Insurancesdeductions have automatic matching but the checkswritten to the
insurance company wer e written from both the liability account and the
expenditure account instead of just the liability account.

Solution —Make a journal entry to clear out the liability account. The debit will
be made to the liability account and the credit will be made to the necessary
expenditurelines. You should be able to use the amounts that were paid from
each expenditure lineto figure out how much should be credited back to them.

7. Thepayroll process held out moreor lessthan it should have because the deduction
matching amount was an odd amount for each payroll run. (e.g., Insuranceis held
out twice a month and thetotal for the employer matching should be $26.27. The
system will either hold out for each payroll $13.13 or $13.14 unlessthematch is
changed for each payroll.)

Solution — The way to fix thisisthrough a journal entry. If lesswas held out
from the employer side than you will need to debit the expenditure line and
credit theliability account. If more was held out you will need to debit the
liability line and credit the expenditure line for the amount over deducted.

8. Deduction amount isdifferent than the insurance deduction amounts. An example
of thiswould be deduction rate changes and has not been changed in the computer.

Solution — Contact your insurance company to inquire about the error. Make
correcting journal entriesto fix this and possibly withhold extra from your
employees on the next payroll run.

9. Reportsran before certain work was donein the computer. An example of this
would be the deduction report was run before the check had been voided but the
general ledger reflectsthe change.

Solution — Rerun the deduction report to make sure that your totals are correct.
If totals are correct then you should be able to proceed along with making
payments to your insurance companies.
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Prevention of Future Errors

The best way to prevent futureerrorsin your officeisto make surethat everyonein your
office under stands how everything tiestogether. Payroll work affects both the Purchasing
and General Ledger departmentsin your office. If nowork isdoneto balance between the
three departments, then you are setting your self up for many possible discrepancies
between your departments. If all departmentswork together, then the paymentsto your
insurance company should be much easier and the month end process should be easier for
thegeneral ledger clerk. If matching entries are done through payroll, then the general
ledger clerk and payroll clerk will want to make surethat all account numbers correct and
thereportsbalanceto theentriesthat are madein the general ledger system. The
purchasing clerk will want to make surethat all insurance invoices can be matched up to
thework donefrom payroll and the money that has been set aside in the liability accounts
for payroll expenses.

Entrieswill be made to the ledger
during payroll and will be paid out
during the purchasing process. All
work donein these two systems
have a bearing on your general
ledger.

General
Ledger

Payroll Purchasing
Entries will be made to the ledger during This department is responsible for
payroll. Any general ledger account balancing the monies withheld to what the
number changesthat are made or pickup vendor isrequesting for payment. If there
of new deductions may need to involve one are differences, then one or both of the
or both departments. other departments may need to be

involved.

A good under standing of the processisvery helpful in your office. Thereisno reason that
these departments should not work together considering that they all three have a bearing
upon one another. It isagood ideathat each department knowstherolesthat each other
plays so that the amount of errorsand time consuming investigative work that must be
doneto fix these problemsislessened and that time can be spent in other areas of your job.
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Conclusion

Using the information contained in this document should help you in balancing your
payroll to your general ledger. This document was designed to help in under standing what
takes place during payroll the payroll process and how it affects your payroll software and
other software throughout the month. If you require assistancein using LGC’ s software,
please contact our office at 1-800-737-1826.
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