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Hourlly Salary
Allocate Salary Between Two Classes Fraction of an Hour

In accordance with Council or County Program Director recommendation, there may be a
need to allocate Salary and Employer Payroll Expenses between two (or more)
Classes.

For Monthly Salary:

In the Emp]oyee Data File [ Tl [ Aadterale ] Payolinfo |
’ ' E arnings
The employee s and the employer S ?tem Mame Houly/Annual B ate Pay Period [TEFTTOMNN ~
payroll expenses already should be setup SALARY - MONTHLY 2400000 2
as a Monthly Salary item. | Cass  [iom0 Coriy =
¢ Select Employees from menu bar,
E Additions, Deductions and Company Contributions
mployee Center- Itemn Mame Aot Lirnit
. MCHCP Medical Berne R0.00 = Taxes.. 1
¢ DOUble_CIICk on Employee name. Retirement FEBSCO ™ -25.00 :‘ e
e Enter one of the two Class codes so Retitement PEBSC0 - 25,00 i ]
. ] D It
the employee's preview paycheck Lo |

screen begins with one of the two class codes.

In the Preview Paycheck screen

Specify two or more Class e I e i e e e e e
codes for an employee’s salary v wints R e 00 By e J
In the P revi ew Paycheck SALARY - MONTHLY 1,200.00|  &O:00 2000 - County Appropriations
Screen.
e Select Employees from sl
menu b ar, P ay ro I I Other Payrall ltems Emplavee Summary [adjusted]
Iterm Mamne Rate Quantity Itern Mame Arnount
Center, Pay Employees. MCHCF Medical Benefits-Employ 50.00 i‘ SALARY - MONTHLY 500,00
Fietirement FEBSCO Wwithlholding -25.00 SALART - MONTHLY 1.200.00
hd I nse rt ac h ec k m ark Fietirement PEBSCO -Emplayer 25.00 Fietirement PEBSCO Withlholding 2500
preceding the employee’ S Federal Withhalding 100.00
name j Soc Sec, Withholding - Employes 40,00
- > | |Medicare Withhalding - Employe: 3000
° C I | C k th e O p en P ayC h ec k Company Summarny [adjusted] MO - Withholding 20,00
Iterm Mamne Arnount ¥TD
Detail button. WIEAEP Medical Benehts Enplag 50.00 F0.00 ii
Retirement FEBSCO -Employer 25.00 25 00
Soc. Sec. - Emplaver 40.00 40,00
ShOW the percentage Split |n Medicare - Employer 30,00 3000
the “Hours”’ Co'umn’ (enter w | | Check Amount: 1,785.00

as whole number - do not enter decimal point) as illustrated below. QuickBooks will track
the salary and the employer’s payroll expenses separately in the Classes. QuickBooks
calculates the monthly salary by dividing the Annual Salary specified in the employee
payroll information screen by 12.

You Enter:
e The first percentage split in Hours column and the Class Code in the first
transaction line.
e Select “Salary — Monthly” in the Item Name column in the second transaction
line and enter 2" percentage split in Hours column and another Class Code.
All payroll expenses will be allocated to the two class codes in accordance with the
percentage entered in the Hours column.

Allocate Salary Between Two Classes Page 1 of 2
September 11, 2007



For Hourly Salary

In the Employee Data File

The employee’s and employer's payroll
expense already should be setup as a
Hourly Salary item.

Address Info ‘i Additional Info ‘1 Payroll Info 3

E arnings
Itern Marne
Salapy - HOURLY

HourlyA&nnual Hatej Pay Period imm_ -

15.00

|| Class 11 000 - County, =

e Select Employees from menu bar, vl
Additions, Deductions and Company Contributions
Payroll Center, Pay Employees. s Dec Compery one

° Insert a Checkmark precedlng the MCHEP Medical Bene 50.00 j Tawes.. i

Retirement PEBSCO % -25.00 " .
employee’s name. Retirement PEESCO - 25,00 SickNacation..._|
Drirect Dieposit i

e Click the Open Paycheck Detail
button.

In the Preview Paycheck screen

Specify two or more Class codes for an employee’s salary in the Preview Paycheck
Screen.

e Select Employees from menu bar, Payroll Center, Pay Employees.

e Insert a checkmark preceding the employee’s name.

e Click the Open Paycheck Detail button.

Allocate the number of Hours in the “Hours” column, as illustrated below. QuickBooks
will track the salary and the employer’s payroll expenses separately in the Classes.

Fraction of an Hour

If entering fraction of an hour, do not exceed .59. QB recognizes the number in the Hours
Column as hours:minutes. If you enter 40.60, a QB message may appear indicating you
have exceeded the seconds limit. (59 represents 59 seconds of an hour). Some
acceptable fractions:

.25 .30 .45 .50 .56

Quickbooks calculates the hourly salary by multiplying the rate specified in the employee
payroll information screen by Hours reported in the Preview Paycheck screen.

You Enter:

e Determine Total Hours
Worked by employee.

e Allocate the Total hours
between two Classes.

E amings

Itern M are
SALARY - HOURLY
SaLARY - HOURLY

Class
1000 - County Appropriations
2000-Center Dperations

Hours Customer.Job
70:00

90:00

Fate
15.00
18.00

e Enter the first split hours in
Hours column and the Class
Code in the first transaction
line.

e Select “Salary — Hourly” in
the Item Name column in the
second transaction line and
enter 2" split hours in Hours
column and another Class
Code.

[ither Payroll tterms

Employes Summary [adjusted)

Itern M ame

Rate

Itern Marne

MCHCP Medical Benefits-E mploy,
Retirement PEBSCO 'withlhalding
Retirement PEBSCO -Employer

50.00
-25.00
2500

Quantity J

A

Company Summary [adjusted)]

Itern M ame

Amount

Y10

MCHEFR Medical Benefits-Emplaoy
Retirement PEBSCO -Employer
Soc. Sec. - Employer

Medicare - Emplover

50.00
25.00
40,00
30,00

50.00 %
2500

40.00
30.00

SaLaRY - HOURLY

SALARY - HOLRLY

Retirement FEBSCD Withlhalding
Federal Wwithholding

Soc. Sec. Withholding - Emplopes
Medicare Withholding - Emplovee
MO - Withhalding

Check Amount: 2.185.00

All payroll expenses will be allocated to the two class codes in accordance with the hours

entered in the Hours column.
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