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Objective

To learn more about the Shelby v.5 Payroll module and payroll processing.

What you will learn in this session:

® How to prepare for Year-End: Printing W2s, matching 941s to W2s, adding non-cash
compensation, adding insurance premiums to W2

® How to deal with Christmas bonuses

® Taxrates

® How to reset sick & vacation available amounts

® Accrual calculations

® How to void & reissue payroll checks

® How to reconcile compensation between 941s & GL
® \Workers' Compensation reporting & cleanup

® How to set up payroll deductions for contributions

® Helpful payroll queries
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Additional Payments: Bonuses, Etc.

Question 1 - Cash or Non-cash (i.e. Gift cards, previous payments from AP, etc.)?
Question 2 - Are there a Compensation and Distribution Types already set up?

Question 3 - Will this extra pay be included in a regular payroll check or should it be handled
separately?

Compensation Distribution Setup Options

Suggested Categories:

| Description Mon Cash | Minister 3
ik ':‘_;W:_::* sale Yes Mo e
_ﬂ-Bonus -‘] Mo # fe
“ expense reimbursements - accountable plan Mo Mo Mo
Business expense reimbursements - nonaccountable Mo Mo e

Cell Phone Allowance - Nonaccountable Mo Mo Ye!
Christmas or other spedial occasion cash gift Mo Mo e
Direct payment for a personal or family vgsation fes Mo e
Direct payment of moving expenses -y Yes Mo Mo
Discretionary funds Mo Mo e
Employer paid tuition Mo Mo Mo
Employer provided child care Yes No e
Employer provided meals Yes Mo et
L — Yes Mo e
_ﬂﬁift of property (e.q., car, house, equipment]'q"‘) Yes % e
P e———— 0T AT Yes  [Mo Mo
T e L o e L e e B . | vae Rl

For non-cash distributions you are going to want to use the same ‘pay’ account that was set up
on the ‘Employer Information’ tab. You want to use the regular expense accounts for
Social Security and Medicare.

kﬂd fChange Distribution Information

First Church in The City

Description

[ Interface with General Ledger

Category Fund # Dept # Account #

Bark Account 001 =|ood 10140 CEp

Federal Withholding Payable 001 000 20530 Py 000 xi§ 20570
Sodial Security Payable 001 000 20510 Sodial Sec. 0z0

Medicare Payable 001 000 20520 Medicare 020 50640
Other Taxes Payable 001 000 R EaCars

Mon-Cash Clearing Account 001 Q00
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Adding to a regular check: - easiest.

R R T a e

M=rmae | fa Al Framlausss
< kh; RE First Church in The City
Name h ndolph, Mrs. Nancy (#1110) | MNe
Anderson, Mr. | 0.0
Atlas, Mrs. Reb 1. Compensation ] 2. Non-Cash \| 3. Deductions £0.0
Black, Rev. Bill { §2,786.3
Edwards, Blake Description Type Salary Hourly Rate Haours | Project WC Type | $1,063.3
Hascher, Mr. M, p [Directors Regular |Salary $1,533.33 .00|nfa 1 | 00
Jackson, Rev. \ £2,396.2
Jorden, Mrs. Ja £997.0
Martin, Susan M £0.0
b |Randolph, Mrs. £1,216.0
Stewart, Mrs. L £0.0
Udall, Mr. Rand §1,203.8
| IComEnsation Delete |
P |Directors(Reg) ence

This can be used for adding either cash or non-cash compensation.

ate Compensation (Edwards, Blake (#: _'

Separate Bonus Check: The biggest issue is the taxes.

To conform to IRS regulations relating to bonuses, Distribution
Shelby has created a ‘# Pay/Year’ of ‘1 for Bonus Pay’ e -l
which results in federal withholding of 25%. For f:f;ii’spay -
example, a $200 bonus with this setup would result in a Type of Pay
net check of $138.70. [other [
% Salary  { Hourly
May times it is the goal to only withhold the necessary i’:z“sgao": Hors
Social Security and Medicare amounts. While not >
sanctioned by Shelby, this can be accomplished by [Not assigned to project =
changing the ‘# Pay/Year’ to 0. we Type
.
Should we want the net check in this example to be oK Cancel

$200, we would need to divide the desired net amount
by .9435 (Note: this is the amount that was used for 2012; when the Social Security rate returns
to 6.2% we would use .9235) This would result in a Gross Pay of $211.98.
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Adding a non-cash amount such as a gift card to an employee’s compensation when it is not
part of a regular payroll.

Example - $100 gift card. Assuming the recipient is not a pastor, we would have to allow for the
associated Social Security and Medicare taxes which are NOT part of the non-cash
compensation. This assumes no additional state, local, or federal taxes are to be withheld.

1. Divide the amount of the gift card by .9435 = $105.99

2. Multiply $105.99 X 4.2% = $4.45, which is the Social Security amount

3. Multiply $105.99 X 1.45% = 1.54, which is the Medicare amount (Note: The Social Security
and Medicare amounts should equal $5.99).

4. We are now ready to process a manual check. In Payroll go to Utility > Manual Check(s).

5. Enter the Employee name, date, and a check number; use a number not in line with your
regular checks as this will show up in the Bank Reconciliation module.

6. Enter the amounts for the Gift card and taxes as shown

Employee [Hascher, Mr. Matt (+484) _I Check = |00999? Check Date | 12/31/2012 J

1. Compensation q 2. Deduction \| 3. Tax
Distribution Description Amount|Project WC Type |: 4
ours
b |Gft Card §100.00|nfa

Administration Staff 45.99|nfa Regular I

Overtime I

Double Time I

Sick I

Vacation I

7. Goto ‘Tab 3. Tax’ and enter the social security and medicare amounts you calculated above.

% 1. Compensation 1 2. Deduction ] 3. Tax
State/County/Local Taxes Federal Taxes
Tax Table Description Amount|-— Withhalding I
Soc, Sec. |54.45
Medicare ISI. 54
EIC |ﬂ
5]
Mew Update Delete |
Gross: 105.99 Deductions: .00 Taxes: 93 MonCash:
/i To enter or change a manual chedk, key in the necessary data on each tab. Be sure that the ne Net: .00
iy amount matches the amount that the check was written for, : _.‘

8. If done correctly the Non-Cash amount should be $100.00 and Net $0.00
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Leaving off State/Local Taxes
e Make sure that all employees have State/Local Taxes, if required.

e |f you are not withholding state/local taxes from a minister, be sure to put the
applicable State/Local tax category on the minister’s record and choose “Do Not use
Table.” This puts the amount that is subject to state tax in box 16, leaving box 17 blank
for State income tax withheld and the same for local in box 19 and 20 on form W-2. If
desired, the minister can voluntarily have federal and state taxes withheld.

= J Navigator

Show All

Filing Status IExempt - Do not use tables Ll With. Allow. |0 [v Fension Plan Qualfied

Earned Income Credit I Doesn't Apply j illame r TPl s i e
Extra Dollars [$200.00

[~ Statutory Employee

Extra Percentage |

State/CountyLocal Taxes
Assodiated Files Tax Table Description Status Ex| ExtraDollars Extra Percent Amount to Reduce Tax Base,
I_.\ Arizona Normal 1] $20.00 0.00% 50.00,

¢ |f the amount of compensation was not included in the amount subject to state and

local taxes wage basis, you can correct using ADD STATE AND LOCAL TAXES under
Utilities > Shelby Tools.

Shelby TOOLS

Remember to make a data backup using the Shelby v5.10 Backup/Restore Utility
before running any utility! This is done by selecting from the Shelby Systems group
in Windows. Make sure no users are in Shelby v5.10 when backup is made.

Choose a Module: Make a data backup prior to running this utility
|(Show Al |
Utilities List Description of Utility

Add State and Local Taxes Run this utlity to add an entry for State -
Chancery Win School Import/Export Utility andjor Local tax basis to Payroll checks for a
Change Activation Key given date range for those checks where
Change Area Code State and/or Local taxes were calculated as
Change Company #, Fund #, Department # or Account # 0 dollars withheld, This utility only affects

Change Company 000 the amount subject to state and local taxes
Change Contribution Dates (Basis).

m

e Enter the date range for period needed to add State/Local Taxes that were missed.

r.

,g Add State and Local Taxes (o ===

Company |First Church in The City ﬂ

Begin Date [1/1/2011 ] End Date [6/30/2011 ]

Enter Date Range

Ok Cancel |
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Change Payroll Check Date

e |f for some reason a payroll is processed with the wrong check date, Shelby provides a

utility to correct.

From the Shelby Utilities Home Base, go to Shelby Tools and select Change Payroll
Check Date

® Run this utility to change a check date on payroll checks

e This will change every check with that date.

Shelby TOOLS

Remember to make a data backup using the Shelby v5.10 Backup/Restore Utility
before running any utility! This is done by selecting from the Shelby Systems group
in Windows. Make sure no users are in Shelby v5.10 when backup is made.

Choose a Module:

MAKE SURE THAT YOU MAKE
(Show Al =l A DATA UPDATE FIRST

Utilities List Description of Utility \

Fun this utility to change a chedk date on -
payroll checks. This will change every chedk
with that date.

-

Add State and Local Taxes

Chancery Win Schoal Import/Export Utility
Change Activation Key

Change Area Code

Change Company #, Fund #, Department # or Account # |
Change Company 000

Change Contribution Dates

Change Gift Dates

Change Grid Row Colors
Change Payroll Check Date h

m

Change SMTF Part for E-mails
Change Year Begin Date
Chedk Accounts Payable Setup & -

Run Close

Click “Run.”
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®  On the next screen click “Yes”

Utilities 3

| Are you sure you want to run the utility Change Payroll Check Date.

“b"esl‘ Mo

e On the Change Date screen, select the wrong payroll date from the dropdown box, then
enter the correct date in the New Date box. Then Click “OK”

Change Check Date
To change the date on Payroll chedks enter the date that is wrong

in the first box and the date that you want it to be in the second
box. The date will be changed for every check with that date.

Use Dropdown box

Wrong Date: |5f31f2011 j

New Date: |6/5/2011 J

Enter Correct Payroll Date

oK Cancel |
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Making Corrections

Replacing a lost or damaged check — use Check Express

® You do not have to use Payroll.

® In Check Express enter a NEGATIVE withdrawal for the net amount of the original check.
Distribute the Withdrawal to a clearing/wash account. Both the Journal Entry and Bank
Rec entry will wash.

* Inthe ITEM# field enter the original check number. WHY? When doing your Bank Rec
and sorting the Checks/Withdrawals by Item #, the Original Check and this offsetting
“Withdrawal” will appear inline together.

-

e -

Enier withdrawal... o B

" Check * withdrawal " Deposit
— DATE ITEM #
01/001/10110 First Church ACB operating checking -
Fscal Year Beginning 7/1/20 11 BEE = [11/28/2012 J Joo1234
AMOUNT
And No Cents DOLLARS [s1,585.37
PAID TO FOR:
[Fascher, Mr. Matt (#484) _| [Replace Payroll Check #1234
201 Poplar Ave I
Memphis, TN  38103-1945
General Ledger Distribution
Project [Fund # | Dept # | Account # Description Amount|1099
7 001 | 000 20570 ($1,585.37)|
#* | :
Distributed: $0.00
Fund: Church Remaining: ($1,585.37)

Pimmbs Dalomen Clommb &mmm b
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® Next enter and print a check to the individual for the net amount of the original check.
Distribute to the same clearing/wash account as above and same date.

§j he " withdrawal ¢ Deposit [™ Is this a prewritten check?

DATE CHECK #
001/001/10110 First Church' ACB operating checking

Fiscal Year Beginning 7/1/20 1.1 T [11/28/2012 _I |

AMOUNT
One Thousand Five Hundred Sixty Five Dollars And 87 Cents DOLLARS $1,565.87
PAY TO THE ORDER OF FOR:
ascher, Mr. Matt (#484) _I Iﬂeplace spoiled check
201 Poplar Ave I
Memphis, TN 38103-1945
General Ledger Distribution
Project Fund Dept # Account £ |Description Amount| 1099
0 001 000 20570 $1,565.87 |Noi
*
Project: nfa Distributed: $156,587.00
Fund: Church Remaining: ($155,021.13)
Dept: Balance Sheet Accounts

Account: Non-cash wash account

AEQ RS Ion | Delete Line Apply oK Cancel

® |n Bank Reconciliation, you could go to Outstanding Items, open the original check and
note in the description “Replaced by check xxxxx.”

e When the replacement check clears, reconcile the original check and the two Check
Express entries.
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Voiding a Payroll check

® There are two methods for voiding a previously written check: Void Check or Manual
Negative Check.

* The method you choose will depend on whether the tax deposit has been made or not.
Why? Unlike Accounts Payable, when a Payroll check is voided it CHANGES the original
information in Payroll, changing the related tax information, i.e. voiding a check from a
previous quarter will change the 941 for that quarter.

e |f the tax deposit has NOT been made, then use the Void Check option under Utilities.

Void Check

Enter check date, check #, amount, and employee to select checks to void then dick
Add to Grid. Once all checks to be voided are added to the grid then diick OK.

% First Church

Check Date Check = Amount
[2713/2011 .| [0000361 [$1,161.32
Employee
judall, Mr. Randy (#1375)

[Name |
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e |f the tax deposit has been made, use the Manual Check option to enter a negative
check using the same check number as the original check and use the date of your next
upcoming payroll for the check date. This will result in your federal tax deposit being
properly calculated. When finished the net amount should be the same as the original

check.

Original check

Employee |Uc|a||r Mr. Randy (#1375) ... || Chedk # |000361 number Check Date |3/13/2011

= - Date of
1. Compensation | 2. Deduction | next payroll 3. Tax

-

Distribution Description Amount| Project WC Type

Fadity Staff (61,541.67)|nfa 2

shelbysystems

Federal Taxes

Amount| -~

(551.00) Withholding [(8211.42)
State Soc. Sec. |($95.58)

ithholdi
withholding Medicare W

EIC |20.00

Enter as negative
amounts

- Net amount of manual
is the same as the

original check

.00
-1,161.32

-380.35 MonCash:

iab. Be sure that the net amount matches the Net:
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Resetting Sick and Vacation Hours

The first time you go into the Payroll module in the new year you will see this ‘Change

Sick/Vacation Hours’ window. For those churches using Shelby to track Sick and/or Vacation

Hours, this utility provides the opportunity to reset the available hours based on the church’s

personnel policies relating to sick and vacation hours.

What are the results of each of the four choices?

Change Sick/Vacation Hours
R First Church *

1. Keep as is would leave the Hours in the
above example unchanged. Based on the
setup, this is probably the desired choice
for Sick Hours

2. Make Available equal Maximum.
Selecting this option for the Vacation
Hours would reset the Hours to 120. The
net effect would be that this employee is
losing his 20 unused vacation hours.

3. Add Maximum to Available. Selecting
this option for the Vacation Hours would
reset the Hours to 140. The net effect
would be that this employee gets to
carry his 20 unused vacation hours over
to the new year

4. Clear Available resets the Hours to 0.

Note: This utility can be run at any time. It is
available through the Utility Menu

shelbysystems

~ Sick Hours
{* 1.Keepasis

" 2. Make Available equal Maximum
{" 3. Add Maximum to Available
" 4, Clear Available

~ Vacation Hours
(¢ 1.Keepasis
{" 2. Make Available equal Maximum
" 3. Add Maximum to Available
" 4, Clear Available
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Health Savings Account (HSA)

HSA contributions can be funded through employer payments, employee payroll deductions or
a combination of both options. In either case, all contributions to an employee’s HSA must be
reported in box 12 of Form W-2 and coded with a W.

Add/Change Compensation Information

Christ Church - Lutheran

Description  Distribution Types
IHeaIth Savings Account{HSA) Man Cash

Descripti
»

¥ Mon-Cash Campensation
[ Betbains ko rministers anly

I~ Subijeck to Federal withhelding

[~ subject bo social security and medicars
[~ Subject to state withholding

[~ Subject to county withholding

[~ Subject to local withholding

[T Reaular Pay Only?

Box # on W2
|Box 12 =] Remave | Add | Update
Box 12 Code

IW j Apply | Ok | Cancel |

Employer Payments made on the employee’s behalf:

* The amount of the employer’s contribution can either be recorded with each payroll or
a year to date amount can be entered at the end of the calendar year using a manual
check.
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Employee Contributions through a Payroll Deduction:

%dd /Change Deductions

Christ Church - Lutheran

Description

Iteria Plan - Health Savings Account{H5A)

Box on W2

Ian 12 j

Box 12 Code

I ]

[T Subject to federal withholding

[T Subject to sodal security and medicare
[T Subject to state withholding

[T Subject to county withholding

[T Subject to local withholding

e Set up like all other payroll deductions

shelbysystems

 Distribution Types
Descripti
b
Remove | Add Lipdate
aoply | oK Cancel
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Cost of employer-sponsored health coverage

The following is an excerpt from the IRS Website (WWW.IRS.GOV)

Form W-2 Reporting of Employer-Sponsored Health Coverage

The Affordable Care Act requires employers to report the cost of coverage under an employer-
sponsored group health plan. Reporting the cost of health care coverage on the Form W-2 does
not mean that the coverage is taxable. The value of the employer’s excludable contribution to
health coverage continues to be excludable from an employee's income, and it is not taxable.
This reporting is for informational purposes only and will provide employees useful and
comparable consumer information on the cost of their health care coverage.

Employers that provide "applicable employer-sponsored coverage" under a group health plan
are subject to the reporting requirement. This includes businesses, tax-exempt organizations,
and federal, state and local government entities (except with respect to plans maintained
primarily for members of the military and their families). However, federally recognized Indian
tribal governments are not subject to this requirement.

Transition Relief

For certain employers, types of coverage, and situations, there is transition relief from the
requirement to report the value of coverage on the 2012 Forms W-2 (the forms for calendar
year 2012 that employers generally are required to provide employees in January 2013). This
relief will apply to future calendar years until the IRS publishes additional guidance. However,
any guidance that expands the reporting requirements will apply only to calendar years that
start at least six months after the guidance is issued. See the “Optional Reporting” column in
the below chart for the employers, types of coverage, and situations eligible for the transition
relief.

Reporting on the Form W-2

The value of the health care coverage will be reported in Box 12 of the Form W-2, with Code DD
to identify the amount. There is no reporting on the Form W-3 of the total of these amounts for
all the employer’s employees.

In general, the amount reported should include both the portion paid by the employer and the
portion paid by the employee. See the chart, below, and the questions and answers for more
information.

An employer is not required to issue a Form W-2 solely to report the value of the health care
coverage for retirees or other employees or former employees to whom the employer would
not otherwise provide a Form W-2.
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The chart below illustrates the types of coverage that employers must report on the Form W-2.

Certain items are listed as "optional" based on transition relief provided by Notice 2012-9
(restating and clarifying Notice 2011-28). Future guidance may revise reporting requirements

but will not be applicable until the tax year beginning at least six months after the date of

issuance of such guidance.

The chart reviews the reporting requirements for Box 12, Code DD, and has no impact on
requirements to report these items elsewhere. For example, while contributions to Health

Savings Arrangements (HSA) are not to be reported in Box 12, Code DD, certain HSA

contributions are reported in Box 12, Code W

(see General Instructions for Forms W-2 and W-3).

Form W-2 Reporting of Employer-Sponsored Health Coverage

Coverage Type

Form W-2, Box 12, Code DD

Report

Do Not Report

Optional

Major medical

X

Dental or vision plan not
integrated into another
medical or health plan

Dental or vision plan which
gives the choice of declining
or electing and paying an
additional premium

Health Flexible Spending
Arrangement (FSA) funded
solely by salary-reduction
amounts

Health FSA value for the
plan year in excess

of employee’s cafeteria plan
salary reductions for all
qualified benefits

Health Reimbursement
Arrangement (HRA)
contributions

Health Savings
Arrangement (HSA)
contributions (employer or
employee)

shelbysystems
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Archer Medical Savings
Account (Archer MSA)
contributions (employer or
employee)

Hospital indemnity or
specified illness (insured or
self-funded), paid on after-
tax basis

included in gross income

Hospital indemnity or X

specified illness (insured or

self-funded), paid through

salary reduction (pre-tax) or

by employer

Employee Assistance Plan Required if Optional if employer
(EAP) providing applicable |employer charges does not charge a
employer-sponsored a COBRA COBRA premium
healthcare coverage premium

On-site medical clinics Required if Optional if employer
providing applicable employer charges does not charge a
employer-sponsored a COBRA COBRA premium
healthcare coverage premium

Wellness programs Required if Optional if employer
providing applicable employer charges does not charge a
employer-sponsored a COBRA COBRA premium
healthcare coverage premium

Multi-employer plans X
Domestic partner coverage X

Governmental plans
providing coverage
primarily for members of
the military and their
families

Federally recognized Indian
tribal government plans and
plans of tribally charted
corporations wholly owned
by a federally recognized
Indian tribal government

shelbysystems
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Self-funded plans not
subject to Federal COBRA

Accident or disability
income

Long-term care

Liability insurance

Supplemental liability
insurance

Workers' compensation

Automobile medical
payment insurance

Credit-only insurance

Excess reimbursement to
highly compensated
individual, included in gross
income

Payment/reimbursement of
health insurance premiums
for 2% shareholder-
employee, included in gross
income

Other Situations

Report

Do Not Report

Optional

Employers required to file
fewer than 250 Forms W-2
for the preceding calendar
year (determined without
application of any entity
aggregation rules for
related employers)

X

Forms W-2 furnished to
employees who terminate
before the end of a
calendar year and request,
in writing, a Form W-2
before the end of that year

Forms W-2 provided by
third-party sick-pay
provider to employees of
other employers

shelbysystems
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With changes that occurred in the passage of the Health Care Bill, the cost of employer-

sponsored health coverage must be recorded on the employee’s W-2.

IJﬁ ﬂ Naviﬁator

Show Buttons

PAYROLL Y
Employee Information |
Compensation
Deductions

Taxes

Addresses
Phones
Demoaraphics
E-mail History
Greetings
Assodated Files e
Primary Family
Other Relationships
Profiles
Pictures
Custom Tabs
Youth & Children
CL5-Finance
CLS-Registration
CLS-Activities 1
CL5 - Class History
CLS - Discipline he

on the employee’s W-2 in Box 12 coded DD if you file 250 or more W-2s.

Beginning in 2012, the cost of employer-sponsored health coverage must be reported

This amount can be entered under employee information “HEALTH CARE VALUE”

Date Amount
» |8/30/2012 £2,378.46
Health Care Reporting
Date |12/31/2012 |
Amount |23?8.46

Enter the ) of the Form
w-2. wi the sum in box
12, Enter the cost of employer-sponsored health coverage that is to be reported in

box 12 (Code DD) of the Form W-2, When printing W-2's, the program will add all
the amounts for the reporting year and place the sum in box 12.

Fieady

Delate [

=i, 2072 8:25 PM

Z

* The cost of the coverage can either be recorded with each payroll, periodically or at the

end of the calendar year. The date that is entered will be used when running your

W-2s.

shelbysystems
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Worker’s Compensation Report and Cleanup

The Report. Select the desired
date range and options.

=
Each Code prints on a separate
page with totals for each code.

Worker's Compensation Report i

&

Christ Church - Lutheran

N

StartDate [4/1/2011 .| 53120 I

Print Options 7

Compensation Type IGross j

¥ Include Swvertime/Double Time Hours and Wages
[T Do Mot Indude Deferred Compensation

¥ calculate Qvertime/Double Time as Regular Time
[~ Ewxdude Sick Hours

[~ Separate Vacation Hours and Pay

¥ Mask 55M (=== == 1234)

oK Cancel
The result:
h Run Date 11/28/2012 Christ Church - Lutheran
Time 20:40:20 Worker's Compensation Report
From 41/2011 to 3/31/2012 For Code:(C)
Soc. Sec. # Name Total Wages  W/C Wages Hours
s 740 Acosta, Mr. Juan Samaniego 14,337.39 14305695 1,060.57
e 5040 Campbell, Mr. Christopher 392.056 392.05 34.09
e = 3010 Doyle, Mr. Jonathan -Jon 2785.00 2785.00 00
0215 Greder, Mr. Gary L. 240.00 240.00 00
EEEE 1646 Greder, Josl Behling 340.00 340.00 00
048 Jurincie, Ms. Rita Jane-Jane 44310 44310 441
522 0005 Kirk, Brian 8,295.57 8,285.57 350.48
0183 Kirk, Mr. David B. 25474.04 2492797 1,135.47
w23 Lewandowski, Mr. William -Bill 15,430.47 15,227 38 1,080.31
o 2= BGOT Lewandowski, Mr. William Jonathan C 198252 198252 172.39
=== == b4ad Lindemood, Mr. Brett 40.00 40.00 00
a1y McKinm, Mr. Arthur 21120 211.20 14.08
s 0632 Mermit, Mr. Jeremy A 1,245.00 1,245.00 00
0339 Menit, Mr. Robert -Bob 38,383.49 33,383.49 00
a2 Nixon, Mr. Robert -Bob 565.77 565.77 42.85
7158 Peariman, Mr. Mermill 16,610.77 1647236 1,069.26
Totals for (C) 126,776.37 125,857 .35 4993.81

shelbysystems
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Making Code Corrections. From time to time it may be necessary to make corrections to the
codes assigned to payroll checks. There is a utility that makes this possible:

Utility Help
| Run Payrall Chedks
. Manual Chedk(s)
i Void Check(s)

Employer Information
Employee Information

Send ACH Prenotification
Compensation Information
Deduction Infarmation

Tax Table Information
Modify Check Design
Change Sick/Vacation Hours
Chedk Payrall Setup
TimeClock Plus Export

Change Warker's C

W-2 Correction Wi

pensation History

Ingquiries

Control Table Information
Project Information

Graph

e, ..

shelbysystems

| Cha nge Worker's Compensation History

Mame Filter: I

| Worker's Compensation Code: I

I~

checkDate oyjoyjz01z . |—[izisyzoz |

Change All To this Code: I vl

Change All |

|

Clear Eiltersl

Employee Hame Check Date Check Amount WC Code |
Alkire, Mz, Amy 11/15/2012 -100.00 [ x|
Holt, Vicar James -Jamie 6/29/2012 319.37
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YTD Compensation

Helpful Queries

NameCountelI :mEIoree Gen|Marita Birthdate| Home Emploprment  |'Work Status Hire[ ate Y10 Pay ' TD Housing
13104 Fos|F (U 12/741995|Church T erminated Full Tirme B/21/2010 $70.76
13102 F M 8/12/1962 | School Terminated Part Time 12/12/2006 $1.728.19
13103 uther M [U 10/10/1993| Church Teminated | Pait Time £/2/2008 $1.020.45
1605 F M E/12/13956| School Active Full Time 8/16,/1930 $34.850.33 $5.416.63
2176 F M E/12/1963| School Active Part Time 8/1/2005 $13.500.59
4569 MM 8/3/1957 | School Active Full Time 8/1/1997 $18.29355 $16,250.00
4573 hiing |[M  |L 11/6/1335| Church Active Part Time 5/31/2011 $300.00
4572 F |5 2141933 | Church Active Part Time B/2/2003 $2.19313
20113 a |F |U E/29/1933| Church Active Part Tirme £A1./2010 $1.848.60
5326 [ MM 4/11/1982 | School Active Full Time 8/1/2008 32247268
13613 F M 713/1971|School Aclive Pait Time 8/1/2010 $1.307.13
17462 F U E/1/1335|Church Active Part Time 64772003 $672.00
18022 F U 2/13/1992 | Church Active Part Time 3/27/20039 $768.00
10704 F M 3/31/1952|School Active Full Time 12/16/1994 $22522 48
1696 F M 4/3/1944 | S5chool Active Part Time 712007 $278.58
1695 m M (M 2/10/1950| School Active Full Time 2M16/1976 $23.033.73 $2.125.00
20644 M M 10/21/1983| Church Active Full Tirme 8/6/2010 $23.439.50
14416 entu|bd  |L 3/1/1934 | Church Active Part Time B/15/2003 $191.26
14154 ha |F|M 4/22/1978| Church Aclive Pait Time 9/23/2008 $35.53
21620 M M 5/27/1986| Schoal Active Full Tirme 841/2011 $13.55012 $5.687.50
172014 ber k4 k4 e s L N PR | LN TN Doek Tirmm 2 NN +1 _A2F 20
Employee Anniversaries - 5 year
Firsthdiddle L asth ame |Desu:r Wwork Statuz Hired| Statuz |
aron A, Morth Bible Church | Fulltime 14242007 4
Moz | — |DVBLC - Adminiztratio | Parttime: 3/2007 | A
Jse click for printing o [Student Ministries | Fulltime 372772007 |4
K.elly | Outreach Minigtry | Fulltinme 4442007 | &
Bruce | Facilities Fulltirne 5142007 | A
Frederick R | Facilities Fulltirne 242007 | A
K.irzten Fulltirne 242007 | A
Johin Parttime /24,2007 | &
Alejandro Fulltime 1072007 | A
Larraine | Connections\Woamet | Fulltime 104842007 | A
Jamie | Pastoral Ministries | Fulltime 1042242007 | &
Caral YWomen's Childzare | Parttime 11/4/2007 | A
Federal Tax Rates
Firsttdiddle Dezcr FilinaStatuz EutraFedDol| Allowances
se dick for options, | ¥/omen's Childcare | Married $0.00 4
Elza |'women's Childzare | Single $0.00 1
Larmy 5. Marth Bible Church | Esempt $634.95 4
Yillian L. Finance Minigtry b arried $0.00 3
b atthew Mch ae Marth Bible Church | Exempt $0.00 1]
K.evin M. Technical b arried $0.00 g
Kim 5. Outreach Minigtry | Marmied $0.00 1]
Jozeph M Facilities b arried $0.00 ]
Cynthia J Ywomen's Childcare |barmied $0.00 1
Rachel YWomen's Childcare | Single $0.00 1
Dlan . Technical Ewemnpt 62527 1]
Jezus Manuel Facilities b arried $0.00 1
Raymond O, Pastoral Ministries  |Exempt $0.00 40
Rachel 0. Counzeling Single $50.00 ]
Frederc George Outreach Minigtry | Exempt $735.00 1
23
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New Hire Report for Selected Date Range

% NEW HIRE REPORT
Soc Sec# Hire Date Birth Date
Elsa — : 09/14/10 09/03/69
15757 N 90th PI Apt 1080 Scottsdale A7 85260-2057
Matthew D ] oeoeno 11/01/91
McRae
10058 E Redfield Dr Scottsdale AZ 85260-T561
Mikki Anne S D — TN 02/26/88
34000 M 27th Dr unit 1032 Phoe nix A7 85085
Christina : = 09/01/10 04/06/83
Employee Overtime Report
z 1172812012
% Overtime Report
Employee 0T Hours OIT Pay
Baltzer, Susan
71302010 2.00 55367
$53.67
Brown, Christopher M.
9/M15/2010 18.00 568931
9/30/2010 a.00 $306.36
9/30/2010 5.00 $306.36
10/2972010 16.00 $612.72
111572010 6.00 522977
121572010 26.00 5995 67
53,140.19
Gomez, Maria A
a8/M13/2010 0.57 $11.70
8/31/2010 077 515.80
9/15/2010 0.07 51.44
9/30/2010 1.02 $20.93
101572010 0.35 5718
10/2972010 0.32 56.67
56362
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Reconciling Compensation between your 941s and the

General Ledger

Step 1 - Query to PR Journal Entries in the General Ledger

&ILECI [Shelbky] . [ELEntries] .BeginDate
, [Shelby] . [EGLEntries] .HeadDescr
., [Ehelby]. [GLEntries] .JVHu
, CRSE [Shelby] . [ELEntries] .Period
WHEN 1 THEN 'Jan'

WHEN Z THEN 'Feb'
WHEN 3 THEN 'Mar"
WHEN 4 THEN 'Apr"
WHEN 5 THEN 'May"'
WHEMN & THEN 'Jun'
WHEN 7 THEN '"Jul"
WHEN & THEN 'Zug"'
WHEN 3 THEN 'Sep"'

WHEN 10 THEN "Qct'
WHEN 11 THEN "Nov'
WHEN 12 THEN '"Dec'
ELSE "Error'
END AS Period
, [Shelby] . [GLDetail] .Deptlu, [Shelby]. [ELDetail] _AcctHu
, [Shelby] . [CLDetail] .Amt
., [Shelby]. [GLDetail] .GLDate
. [Shelby] . [GLicct] .Descr
FROM [Shelby] . [GLEntries]

INNER JOIN [Shelbyl.[GLDetail]l ON [Shelby]. [ELEntries] .HeaderCounter = [Shelby]. [GLDetzil] .HeaderCounter
LEFT JOIN [Shelby]. [GLEcct] on [Shelby]l. [GLDetail] .DeptMu = [Shelkby]. [GLicct] .Deptlu
END [Shelby] . [CLDetail] .Acctlu = [Shelbky] . [ELAcct] _Acctu
AND [Shelby] . [ELDet=il] .FundNu = [Shelby]. [ELicct] . Fundiu
AND [Shelby] . [ELDet=zil] .BeginDate = [Shelby]. [GLicct] .BeginDate
WHERE (([Shelby].[GLEntries].[JType] = 'PR') AND ([Shelby].[CLEntries].[BeginDate] = "1/1/2011") )

CRDER BY [Shelby].[ELDetail] .ELDate

NOTE: This query is designed for a calendar year reconciliation. | also have available a modified

query for July - June fiscal years.

shelbysystems
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Step 2 - Build a Pivot Table to group the data by Quarter

shelbysystems

Sum of Amit GlLDate
Depthu Accthu Descr iCitrl Citr Citr3 Citrd Grand Total
10 G020 | Executive Minister 515,611.32 513 84620 £16.153.90 510,863.80 556,475.22
61030 | Directors %10,800.00 40200000  SIL200.00  S10,000000)  541,200.00
62010 | Secretarial $16,564.68  517,79362 S22E3500  $2047458| STT.667.97
62110 Custadial 524,260.37 517,474.33 519,659.65 Slﬁ,laa?sl S77.583.13
622X |Church Cook 5276.87 | 5276.87
B4010]Employer FICA Medicare £3,970.62 43,401.88 54,107.72 5356986  515050.08
64015 |Pastoral FICA Allowance 5353.08 52,118.48 5247156 51.624.16 56,567,258
20 G030 | Directars S0.00 45,538.58 50,602.27 58,307.66 523.,538.,51
62210 | Musicians £17,071.58 51524495  S16,776.85 513 976.0B| 56306046
E4010]Employer FICA/Medicare $1,306.10 5116628 5130496  51.069.26)  54.846.60/
64015 |Pastoral FICA Allowance SR47 30 5148295 $1,271.10 %3,601.35
BEEDD | Multi-media Consultation S280.00 5250.00
30 61030 | Directors 55 538 36 59.692.34 58,3070.72 %23,538.42
64015 [Pastoral FICA Allowance £847.30 51,482.95 §1,271.10 %3.601.35
el 62010 | Secretarial 545045 £385.04 5450,38 £386.04 5£1,672.92
54010 |Employer FICA/Medicare $34.44 $29.52 53444 s2952]  5127.92]
50 61030 | Directors £5,773.94 55,538.36 %5,536.458 £16.850.78
64015 |Pastoral FICA Allowance 584730 SB4T.40 £1,694.70
70 61010 |Senlor Pastor 501,277.42 531,439,048 536,675.88 531,439.04) 5140,834.38
61040 | Counselor 53,234.10 54,136.25 54,927 .50 54,050.00 516,347 85
62020)|Exec Support EM/Pastor 510,769.26 55, 088 75 57.845.15 511,384.56 535,087.72
E4010|Em Fi 5831.23 5858.23 5782.99 51020403 5349254
E4015 |Pastoral FICA Allswance 5766,38 54 508 18 55,364,566 54 598.28 51532760
R Eih:.l'nmngml:im 5421,00 51,516.60 £1,937,60
Grand Total 5153,351.85 5149,939.05 5S180,031.12 5151,348.23| 5634.670.25
Wages & Housing 5 14720046 5 144.483.34 5 173.801.01 5 145659.50 5 611,153.11
Housing Allowances 5 1716468 5 2TB4485 5 2B.19B8.16 5 28697.E1 5 101,905.50
Taxable Income 5 130,044.78 & 11663879 5 14560285 5 11696160 5 50024761
941 - Line 1 % 110,026.24 5 136542663 % 122,37E08 5 14005646 & SDEBE7T.61
5 360.00
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Step 3 - Analyze and Explain Variances

GLDate
Accthu__|Descr Qtrl Qtrd atrd [ [Grand Total
10| s1020] ive Minister $15,611.32  $13,846.20  $16,153.90  510,863.80] $56475.22
| 51080000 5920000 S1120000 $10,000.00] $41.200.00
$22,635.09 20,474.58)  $77,667.97|
317,474.33 _ $19,659.65 16,188 78]  577,583.13]
3,401 BE 53,107.72 3.569.86] _ 515.050.08|
$211848  S247156  51624.16
S553858 960237  $8,30766| 52353851
S17,071.58 51524405 $16,776.85  513,976.08]  $63,069.46]
| FICA Allewance $847.30 $1,882.95 $1,27110]  £3,601.35]
5280, 5260.00]
$5538.36  $9.692.34  $8,307.72] 52353842
$847.30 5148295 5127110
345046 $386.04 545038 538604 5167232
534.48 $29.52 33.48 $29.52 5127.92
5577394 5553836 $553848 £16,850.78)
$847.30 $847.40 £1,604.70)
$41277.42  $31430.04  $36,678.88  $31,439.04] 514083438
5323410 5413625  $4.927.50  $4,050.00] 516,347.85
510,769.26  S9,088.75  $7,84515  511,384.56]  $39,087.72
383123 5858.23 78299 $1,020.08 53,492.54|
$76638  $4598.28 9536466  54,598.28)  515,327.60|
$42100  $1,516.60
Grand Total 515335185  $149939.05_ $180.03112 $151348.23] $634,670.25)
Wages & Housing 514720946 § 14448314 $ 17380101 $ 14565950 5 611,153.11
Housing Allowances $ 1716468 § 2784485 $ 2810816 § 2869781 $ 10190550
Taxable Income $130,044.78 § 11663829 § 14550285 $ 11696168 § 509,247.61
241 - Line 1 $110,026.24 513642683 512237808 5 14005646 5 S0BBE7.61
S 36000

LESS
2008 Alloc

$1611.90
$1,200.00

52,620.80
369.19

551457
$80150

54832
5144353
$4,463.07

$550.00
51,153.88

PLUS
2009 EOY

$1,73250
$2,796.80
$1836.50

$1,107.80
$1,473.22

$169.40
$1,107.60

5169.40
45154

$4,482.00
$1,230.80

$613.20

Adjusted

$54.863.32
$41,732.50
$80,454.77
$76,798.83
5207.68
515.050.08
$6,567.28
52413134
$63,741.18
$4,B26.60
$3,770.75
526000
524,646.02
53.770.75
51676.14
$127.92
$15,407.25
$1,604.70
$140,853.31
516,147.85
539,164.64
5349254
515,940.80
$1,937.60

58,613.45
41,73250
78,852 87
76,788.83
20768
15.209.30
833260
2213134
65,403.86

225008

375013

{1,611 90} Non-cash compensation
{10.00)

159.22
176532

166268 Other non-stalf musicians
562850 non-staf disbursements

637200 Bethel LLC - Bobby Thomeson Consulting
14,888 80} 1- offset

459840 1offser
31246 Non-staffgifts

1833841

330255 Back pay into retirement account

shelbysystems
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Year End Preparations

Now:

e Order your forms if you have not already done
so. | recommend the NELCO B4PERF05
Universal blank forms which can also be used
for your 1099s. The envelopes are FORM 1970
or 1970S if you want the self-seal option. You
do NOT need to purchase forms for the Federal
or State copies; they can be printed on blank
paper. You do need the red preprinted 1099
and 1096 forms for filing with the Social

Security office.

i

| meoamasT Tax sETUSH coCuBesT EscLosen |

e Run an edit list of your W-2s. What to check:

e Do you have the full names?

e Are the addresses correct?

¢ Do you have Social Security Numbers?
e Do the Federal and State wages match?

e Add any additional compensation amounts.

shelbysystems

112 Printing for calendar year 2011 b

7 Christ Church - Lutheran

=i

' Use Blank NELCO forms? " Use Preprinted forms?

™ Laser {cut sheets)

{* EditList

" Create File for Electronic Submission
Year: [2012

¥ Print W2's in Alphabetical Order?

[ Print W2's in Home Department Order?

[~ Print Local and State Tax Report?

¥ Print W3 after W2s finish?

What form to Print?
© Universal & 2up © 3up ¢ 4up  4Down

MELCO Form Option \l W3 Contact Info. ] Company Info.
¥ Print Federal Copy A and W3 copy A to blank paper?
Print Options: IPrinter 'I
Save PDF As: | |
Ok Cancel |




In January (by January 31)

e Be sure to load the year-end update from Shelby before your first 2013 payroll and before
printing your W-2s; if you don’t the forms will say 2011 and cause you all kinds of grief.
This update will have the new 2013 tax tables and the 2012 forms.

e Print your W-2s

e (Recommendation) Save the Employee copies as a PDF file for permanent reference and
to easily replace lost or damaged copies.

e Reconcile the totals on your W-3 to your 941s. The circled amounts should equal the
totals from your four 941s for the year.

(% DO NOT STAPLE
33333 a Controlnu:T;«Er Eomré):‘fgm:gf:fﬂy »

b — Bd1 Miliary B3 Bad E _— None apply  Sicnon—-govi E _nsiig(_ aa;:y
of } E H|;||u Met!li:||:arz |:| i ol ’ state/loE! E {Check it
Payer Ci-1 EmMp.  GOVLEmp. : Employer NON-301C  Smren@El 5010 Fedeml govt. , GpplizbiE)
{Check one} [] (Check one) [] :

¢ Total no. of Forms W-2 d Establishment number 1 Wages, 1ips, ~Lemwwmmeommms | 2 Federalinco ] ottt =

157 £ 1015473.21 81218.20 |}

e Employer identification number (EIN) 3 Sodal sec I I:'{?‘ages 14 Social securitye 2" " of
86-01344%6 ~ 139573.10 31062.27

f Employers name 5 Medigh vages and tips | 8 Medcare tax withheld
CHRIST CHURCH - LUTHERAN 739573.10 4 10724 .21
3901 E INDIAN SCHOOL RD. WC‘E’JSEGUF“; il «"| a8 Alocated tips
PHOENIX AZ 85018 5

9 10 Dependent care benefits
11 Nongualified plans 12a Deferred compensation

g Employers address and ZIP code 30321.41

h Cther EIN used this year 13 For third-party sick pay use only 12b

15 State Employers state ID n_;_;-?"" 14 Income tax withheld by payer of third-pary sick pay
A% | 07-035587 08

16 S13' Wages ups e "7 State income tax 18 Local wages, tips, etc. 19 Localincome tax

1015389.80 | 21304.89
C O N To—— - Telephone number For Cfficial Use Cnly
Kris King (602) 9555-4830
Email address Fax number
kkingl@cclphoenix.org (602) 955-8073 0000/1034

Under penalties of perjury, | dedare that | have examined this retum and accompanying documents, and, to the best of my knowledge and belief,
they are true, correct, and complete.

Signature b- Tie» payroll Administrator Date® 11/29/2012
1 W3A MTF 2575062 Copyright2011 Graatiand/Nelco - Forms Software Only
Form W—3 Transmittal of Wage and Tax Statements
Send this entire page with the entire Copy A page of Form{g) W-2 1o the Social Security Administration.
Do not send any payment (cash, checks, money orders, etc.) with Forms W-2 and W-3.

2011 38—-2088803 Departmentof the Treasury
Inte mal Revenue Sevice

e The Federal wages (Box 1) and State Wages (Box 16) should normally match. (Yes, | know |
have a problem that | need to fix.
¢ Give the employees their copies

In February (by February 28)
e Mail in the appropriate copies to the federal, state and/or local agencies as required.
Don’t be in a rush to mail in these copies. It is much easier to make any necessary changes
before mailing in the forms rather than having to prepare and submit W2Cs and a W3C.
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Payroll Deductions for Contributions

e Step 1. Set up a liability “clearing” account in the General Ledger

e Step 2. For each purpose that employees can designate money to, you will need to set up a
new purpose in contributions

Puipose Information
Purpose Code IE

Description |T|ﬂ-|es - staff

1. Basic Info. \l 2. Memao
BeginDate [1/1/2008 .|  EndingDate [12/31/2999 .|
v Active?
Fund #fooo ... [SENERAL FUND

& Bank Account # IE_IEIDD J Eaplgyg Pick a Date.
mmn s A ter the date you want the new entries to have,

Income Account # |41011 J Tithes -
v Are Gifts Tax-Deductible?

Date: [11/15/2012 il

Copy Check Mumbers? [+

Ok

e Step 3. In Payroll you will need to set up a Deduction. The liability account should be the same

account you used for the purpose(s)

plesailc| 7] &) s [mle) | |« [n] ] 5] 3] 2]

R‘ First Institutional Baptist Church

i i
SEerTTT I_ Add/Change Deductions 10

First Institutional Baptist Church

Description Description

Caf‘eher?a plan IChariiabIe contribution to church
Cafeteria Flan - De | I [ |

Cafeteria Plan - He B LRUE A dd /Change Deduction Distribution Information
P |Charitable contribu 3
Dot rrarce | INotappicab First Institutional Baptist Church
Elective deferral 4 Box 12 Code
Elective deferral 4(

" Distribution Types

Mot anolicahl
Elective deferral 40 kg
Elective deferral 4
Elective deferral 5 Fund IUDU J GEMERAL FUMND
Health insurance = ;

v Subjeck ke
Loan repayment [ subject b Liability Dept |UDU I Balance Sheet
Savings deposit ¥ Subject to

W Subiect tc Liability Account |21900 ...| Employee Contributions Pav@
b

¥ Subject te

Matching Expense Dept [ _I

Matching Expense Account I J

shelbysystems
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e Step 4. Each time you process payroll you will need to go into Contributions and process a

batch for those employees having payroll deductions for their contributions. After you have

done this one time you can use the copy batch utility, so you don’t have to start from scratch

each time. Once the batch has been copied, you can make any adjustments needed before

updating.
“* Contributions - [Contribution Processing] i | |
File Edit Records Reports | Utiity Help
0O |E’~| -"l Hl EI @I Purpase Information hu EI _?I

Cormmemoratives

ACH Information Institutional Baptist Church

Elanmed Giving Ind, Infarmation

E IKE'-' Emert RISK [ 508 Compatison Information Cur. Amt I Cur, Hash I
Pledge Information Amt Diff I Hash Diff I
Contribution Processing
Calart = Astrh
Batch] Date Set: BAGUEIEN Modify Receipt Design Total Amount
i Modify. Statement Design

Cor!trol et InF_ormatlon Check Contributions Setup

Broject Information Eopy Bateh Enly

T Transfer Cantributions

HEnG Process AEH
Impart Individuals

Goto I Inactivate/Reactivate Fledges
Change Furpose
Urda Contribution
_| |Erw # |Name | L 1 THTE T Amount

e For the check number | use ‘PR DED’

ﬂ Naviﬁator

=
Show Buttons

GEMERAL INFORMATION
Addresses
Phones
Demographics
E-mail History
Greetings
Associated Files
Primary Family
Other Relationships
Profiles
Pictures
Custom Tabs
ACH Tuition
Employee Info
Wamen
CWV Metwork Form
Miscellaneous
ACCOUNTS PAYABLE
Vendor Information
ACH Accounts
ACCOUNTS RECEIVABLE
Customer Information

Sample HR Custom Tab

Application Submitted |11l,-'25l,-'2|:|1n I

Interviewed |12Jf1;1c| 10 _I

BY [Mickey Mouse

References Checked |12Jf1ufzu 10 |

BY [Donald Duck

Hire Date |1,|'3sz|311 _I

Postion IDirecb:r of Finance

Mon-Exempt [~  Exempt ¥  Minister [
1-9 Completed/Checked [1/3/2011 L. |
W4 Completed [1/3/2011 | _.. [A-3Completed [1/3/2011 _|
Enrolled Health [+ Date Eligible W_I Date Enrolled W_I

Employee Only [~ Employee /Spouse [~ EmployesFamily

DateEligble [2/1/2011 | | DateEnrolled [oj1j2011 || .|

Employee Only [ EmployeeSpouse [ Employee Family W
Enrolled HSA v DateEligble [/1/2011 .. | DateEnrolled [2/1/2011 | .. |
Enrolled 403b [ Date Eiigible [1/1/2012 | .| DateErrolled [1/1/2012 .. |
Life Insurance v Date Enrolled W_I Amount W

Supervisor [coofy

Errolled Dental [+

|
|
]
]

E-Verify |1f3,|’2011 }QZ Mew Hire |1,f3f2|3 11 _I

Terminated [~ Term Date | .. | Key # [aDMmnz34
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Ken Emert
Shelby Consultant

ken.emert@shelbyinc.com

Ken Emert served for 21 years as Minister of Administration at Scottsdale Bible Church in
Scottsdale, AZ where he used Shelby software for tracking people and finances. In 2000 Ken felt
it was time for a change and became a certified Shelby Systems trainer. He currently serves
churches and other faith-based organizations as a Shelby Consultant. He has helped implement
Shelby in many organizations and enjoys working with staffs to aid them in promoting ministry
efficiently and effectively.
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